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BASIC PLAN 

PROMULGATION STATEMENT 

Continuity of operations ensures the continuation of government and the performance of essential 

functions during and after a disaster or other disruption to normal government operations. As the 

most populous city in Horry County, Myrtle Beach plays an integral role in determining the needs of 

the public and in providing essential services on a day-to-day basis. Through continuity planning, 

the City of Myrtle Beach, will further demonstrate its steadfast commitment to the continuation of 

these services during an emergency or disaster, and the safety and protection of its citizens, 

employees, and visitors. Each Department shall have an individual COOP that will be added as an 

annex.  

Continuity programs and operations are fundamental practices that allow critical services to remain 

operational under all conditions. Continuity planning establishes the framework to ensure that each 

City of Myrtle Beach department has the ability to carry out its critical mission, regardless of the 

circumstances that may result from any natural, technological, or intentional disaster.  

II.     ANNUAL REVIEW 

This plan, including annexes, shall be reviewed annually by the Director of Emergency Management.  

Each Department Head shall annually review their plan.  Areas to be reviewed shall include but not 

be limited to the availability of contingency locations, employee accountability, and record 

preservation.  

 

 

III.   RECORD OF CHANGES 

Any and all changes shall be recorded below each January. 

 

 

Change Number 

 

Section 

Date of 

Change 

Individual 

Making 

Change 

 

Description of Change 
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IV.  PURPOSE, SCOPE, SITUATIONS, AND ASSUMPTIONS 

 

A.  PURPOSE 

All participating City departments have the responsibility to plan for and respond to disasters. 

During a COOP activation, departments may be required to operate from a continuity location and 

may overextend their resources.  

The purpose of the COOP is to provide the framework for City departments to restore mission 

essential functions to employees and City operations if an emergency disrupts operations. In doing 

so, the COOP establishes the City’s COOP program for addressing three types of disruptions:  

 Inaccessibility to city facilities due to the effects of a natural and/or manmade disaster.  

 Inability to provide full services due to a reduced workforce (for example, due to      

pandemic influenza)     

 Inability to provide services due to equipment or systems failure (for example, due to IT 

systems failure)  

The City’s COOP program also provides policy and guidance to implement actions to continue 

mission essential functions within the recovery priority time frames established by the COOP 

Planning Team and to maintain mission essential functions for up to 30 days.  

The City is committed to the safety and protection of its employees, operations, and facilities. This 

COOP provides the City’s departments and personnel a framework that is designed to minimize 

impact during an emergency. Further, the City COOP establishes procedures that the City leadership 

can use to strategically minimize risk to its employees, operations, and facilities.  

B.  SCOPE 

COOP planning ensures the preservation and reconstitution of the City’s mission essential functions. 

An emergency (such as an explosion, fire, or hazardous materials incident) may require the 

evacuation of one or more department locations with little or no notice. Building evacuation, if 

required, is accomplished via implementation of the standard operating procedures for each 

location. This COOP is not an evacuation plan or an emergency management plan. The purpose of 

this plan is to facilitate the restoration of daily functions.  

The COOP provides the foundation for continuity of critical services and functions across its 

jurisdiction and is augmented by departmental annexes developed by key department and division 

personnel. The following departments are addressed in the City’s COOP:  

 City Manager’s Office 

 Office of the Mayor 

 Construction Services 

 City Attorney’s Office 

 Financial Management and Reporting 

 Financial Services 
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 Fire Department 

 Human Resources / Organizational Development 

 Neighborhood Services  

 Insurance and Risk Services 

 Parks Recreation and Sports Tourism 

 Convention Center 

 Planning and Zoning 

 Police Department 

 Public Information 

 Public Works 

 

C.  SITUATION AND ASSUMPTION OVERVIEW 

The City of Myrtle Beach has been impacted by disasters in recent years, mostly tropical cyclones. 

The following list depicts several of the hazards for which have the potential to affect the City of 

Myrtle Beach.   

 Tropical Storms/Hurricanes  

 Flooding  

 Tornadoes  

 Hazardous Material Releases  

 Sinkholes  

 Wildfires  

 Extreme weather  

 Civil disorder  

 Pandemic or other health emergency 

Based on past events the city’s emergency management has developed the following assumptions:  

• Power outages, transportation interruptions and other damage to the infrastructure could 

impact on the ability of government to continue.  

• Customary sources of communications such as the internet, commercial and cellular 

telephone and 800 MHz radios might be interrupted interfering with government services.  

 Public buildings might have suffered structural damage.  

 City employees may be unable to report to work or may be required to work from home.  

 Federal and/or state assistance might be delayed due to the magnitude of the event or 

due to damage to the transportation infrastructure.  
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D. OBJECTIVES 

Emergencies often occur with little or no warning, requiring immediate activation of the COOP and 

commitment of resources. The COOP planning concept of operations is expressed in four operational 

periods:  

 Readiness and preparedness 

 Activation and relocation 

 Continuity operations 

 Reconstitution and recovery  

1. Readiness and Preparedness 

Readiness is the ability of an organization to respond effectively to any event that threatens 

its ability to continue mission essential functions.  

2. Activation and Relocation 

Activation occurs after a disruption to business operations triggers the need to activate the 

COOP.  Relocation will occur when facilities are severely damaged, inaccessible, or when 

the possibility of severe damage exist.   

3. Continuity Operations 

The operations phase focuses on continuing mission essential functions of the City of Myrtle 

Beach.  

4. Reconstitution and Recovery 

Reconstitution is the transition back to normal operations in the primary operating facility.  

 

E.  SECURITY AND PRIVACY STATEMENT 

 

Information in this plan is unclassified however should be considered sensitive. 
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V.  CONCEPT OF OPERATIONS 

A continuity of operations plan must be maintained at a high level of preparedness and must be 

ready to be implemented without significant warning. The City of Myrtle Beach COOP is designed 

to be fully implemented no later than 12 hours after activation and provides guidance to sustain 

operations for up to 30 days.  

The broad objective of the City’s COOP is to provide for the safety and well-being of City personnel 

and the general public. In addition, this plan will facilitate the execution of mission essential 

functions during any crisis or emergency in which one or more department locations are threatened 

or inaccessible. Specific annex objectives include the following:  

 Enable staff to perform mission essential functions to prepare for and respond to all threats 

or emergencies, including natural, technological, and human-caused disasters.  

 Identify critical employees and supporting staff who will relocate.  

 Ensure the continuity facility can support the operations.  

 Protect and maintain essential records and databases.  

A.  PHASE I: READINESS AND PREPAREDNESS 

Readiness is the ability of an organization to respond effectively to any event that threatens its 

ability to continue mission essential functions. It is the responsibility of an organization’s leadership 

to ensure that an organization can perform its mission essential functions before, during, and after 

all-hazards emergencies or disasters. Readiness and preparedness activities develop the response 

capabilities needed during an emergency. Planning, training, and exercising are among the 

activities conducted under this phase. Feedback from these activities should be focused on 

improving and maintaining the COOP. Mitigation is also a viable part of this phase. Mitigation 

activities lessen the impact of unavoidable hazards. The City of Myrtle Beach Hazard Mitigation Plan 

guides and prioritizes mitigation activities that the City will need to undertake.  

The City of Myrtle Beach is establishing a continuity readiness posture through the development of 

this continuity plan, assigning COOP Leads and Alternates, forming a Continuity Planning Team, a 

Crisis Assessment Team, conducting COOP planning and training, and other continuity readiness and 

preparedness activities. These activities include the review and revision of COOP related plans, 

conducting tests, training, and exercises, and risk management.  

B.  PHASE II: ACTIVATION 

Activation occurs after a disruption to business operations triggers the need to activate the COOP. 

An executive decision must be made after a quick and accurate assessment of the situation to 

determine the best course of action for the City. The decision process also prevents the premature 

or inappropriate activation of the COOP. Each department has identified a procedure to notify 

personnel during on-duty emergencies, off-duty emergencies and for ongoing communications in 

their COOP annex.  
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Event with Warning  

During Business Hours Off Hours 

Essential staff is alerted via on-duty 

notification procedure prior to COOP 

activation. 

Essential staff is alerted via off-duty 

notification procedure prior to COOP 

activation.  

Partial activation of the COOP with 

notification and deployment of key personnel. 

Recall of key personnel to report to work for 

partial/full activation of COOP  

Dissemination of messages to City staff and 

the public. 

City staff are provided a briefing on the 

situation once they arrive at work. City info 

line will be activated 

IT issues guidance to City staff or protection 

of data and equipment. 

IT issues guidance to City staff for protection 

of data and equipment.  

Essential staff will assemble essential records, 

software, hardware, and other documents 

and equipment to perform essential functions 

to prepare for potential COOP activation.  

Essential staff will report to primary work 

location to assemble essential records, 

software, hardware, and other documents and 

equipment to perform essential functions to 

prepare for potential COOP activation.  

Essential staff will back up essential 

automated databases, and prepare 

designated essential equipment for possible 

COOP activation. 

Essential staff will back up essential 

automated databases, and prepare designated 

essential equipment for possible COOP 

activation.  

Event without Warning  

During Business Hour Off Hours 

Depending on systems status, essential staff is notified 

for possible COOP activation  

Depending on systems status, 

essential staff are notified to report 

to work for partial/full activation of 

COOP.  

Depending on the status of primary facilities, staff may 

evacuate and relocate to a continuity facility  

Depending on the status of the 

primary facilities, essential staff 

may report directly to a continuity 

facility  
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C. PHASE III: CONTINUITY OPERATIONS 

The operations phase focuses on continuing mission essential functions:  

 Accounting for all personnel  

 Performing essential functions  

 Establishing communications  

 Preparing for reconstitution of all functions  

Once the incident has ended, business functions can be resumed.  

Accounting for All Personnel 

It is the responsibility of department heads to account for their employees. This responsibility 

extends to employees who cannot make it to their normal workplace.  Department heads shall 

obtain information regarding the well-being of employees. A Tree Chart using phone calls or texts 

messaging is a recommended practice.  

Essential Functions  

Mission essential functions enable each department to provide vital services for staff and citizens. 

Each COOP annex is centered on the department’s mission essential functions. It serves as an 

operational guide to facilitate the relocation of department staff to a continuity facility and the 

Depending on the status of primary facilities, essential 

staff may be sent home if COOP activation is not 

necessary.  

Depending on the status of primary 

facilities, non-essential staff may be 

sent home.  

IT will take whatever measures possible to protect data 

and equipment.  

IT will report to the City to take 

whatever measures possible to 

protect data and equipment  

If possible, essential staff will take essential records, 

software, hardware, and other documents and 

equipment in order to perform essential functions if 

COOP is activated.  

If possible, essential staff will report 

to primary facility to retrieve 

essential records, software, 

hardware, and other documents and 

equipment in order to perform 

essential functions if COOP is 

activated.  

Essential staff will back up essential automated 

databases, and prepare designated essential equipment 

for possible COOP activation.  

IT will report to the City to back up 

databases, and prepare designated 

essential equipment for possible 

COOP activation.  
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backup of critical systems and vital records so that mission essential functions may continue. The 

level and manner of support needed to continue mission essential functions depends on the nature 

of an incident. Appendix A includes a list of the department’s mission essential functions. For each 

mission essential function identified, the list also identifies personnel required to execute the 

function, the level of priority assigned to the function, and the resources required to support the 

function. When possible employees may be transferred from one department to another to support 

mission essential functions.  

Guidelines and Criteria for Prioritization of Mission Essential Functions  

In addition to identifying which functions are necessary to support City operations, the recovery 

time objective (RTO) should be determined for each mission essential function. The RTO is the 

maximum amount of time the function can be interrupted before it must be restored to an 

acceptable level of operation after an incident. To ensure that mission essential functions are 

restored in the order of their time criticality, functions should be categorized using a tier 

classification system. If a function is necessary to keep another function operating, then it should 

have a shorter priority RTO. Such functions include IT systems, building maintenance, and human 

resources.  

Table 2 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

1. IMMEDIATE: These functions have a direct and 

immediate effect on the organization to ensure the 

safety of individuals and protect property. These 

functions must be established within the first 12 hours 

up to 24 hours.  

0-12 

up to 24 hours  

2. CRITICAL: These functions can be delayed until Tier 

1 functions are restored but must be operational 

within 72 hours.  

24-72 hours  

3 NECESSARY: These functions can be delayed until 

Tier 1 and Tier 2 functions are restored but must be 

operational within 1 week.  

72 hours-1 week  

4 IMPORTANT: These functions can be delayed until 

Tier 1, Tier 2, and Tier 3 functions are restored but 

must be established within 30 days.  

1 week-30 days  
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ORDERS OF SUCCESSION 

Orders of succession are activated when leadership is unable or unavailable to execute their duties 

during an emergency. Departments must establish, disseminate, and maintain their orders of 

succession by COOP critical positions. Orders of succession are addressed through internal policy or 

ordinances. Key personnel for City of Myrtle Beach leadership and their successors have been 

identified in Table 3.  

Table 3 

  

Principal Position Successors  

Mayor  Mayor Pro Tem 

  

City Manager  Deputy City Mgr. / Assistant City Mgr. 

  

CFO  Director of Financial Management 

  

Neighborhood Services Director Assistant Director  

  

Chief of Police  Assistant Chief  

  

Fire Chief  Deputy Chief / Division Chief Admin   

  

Emergency Manager  Fire Chief / Police Chief 

  

Public Works Director Assistant Director 

  

Human Resources/Organization Development 

Director 

Senior HR/OD Tech 

  

Municipal Court Judge Clerk of Court 

  

Financial Services Director Assistant Director 

  

City Attorney  Assistant City Attorney 

  

Financial Management and Reporting Director Budget Manager  

  

Construction Services Director Deputy Director 

  

Insurance and Risk Services Director  Chief Financial Director 
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Capital Projects Director Assistant Director 

  

Convention Center Director/GM Assistant General Manager 

  

Downtown Development Office Director Deputy Director 

  

Parks and Recreation Director Parks Superintendent  

  

Sports Tourism Director Department Manager 

  

Planning and Zoning Director Chief Zoning Officer 

  

Public Information Director Public Information Specialist  

  

 

 

Essential Records 

All Departments shall continually protect all essential records that are on hard copy and continually 

back up electronic records in accordance with IT policies and recommendations.  All departments 

shall have a procedure to access records that are essential to City operations.  

Continuity Facilities and Tele-Commuting  

Each department recognizes that normal operations may be disrupted and that there may be a need 

to perform mission essential functions at a continuity facility. Each department will coordinate with 

the Emergency Manager and Office of the City Manager to establish suitable continuity facilities.  

In the event personnel cannot access the Primary or Continuity Facility, (road closures, pandemic, 

other hazard), Department Heads may authorize Tele-Commuting, for employees. It is the 

responsibility of the Department Heads to have plans and procedures in place for Tele-Commuting.   

Appendix C -  includes a guideline for telecommuting. 

Appendix D -  includes a list of continuity facilities.  

 

Establishing Communications 

 

Each Department shall establish primary and backup methods of communication.  Factors to be 

considered when establishing these methods should include communication within the department, 

between departments, and essential external communications, see Section IX. 

 

Preparing for Reconstitution of all Functions 

In preparation, leadership may designate a reconstitution manager to deal with the complexity of 

reconstitution issues. 
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D.   PHASE IV: RECONSTITUTION OPERATIONS 

Reconstitution focuses on restoring business operations to normal or improved services. This phase 

is initiated once all mission essential functions have been restored. Activities associated with 

reconstitution include:  

 Supervising an orderly return to the normal operating facility, a move to another 

temporary facility, or a move to a new permanent operating facility.  

 Verifying that all systems, communications, and other required capabilities are available 

and operational, and ensuring the capability to accomplish all essential functions and 

operations at the new or restored facility.  

 Identifying if any records were affected by the incident and ensuring the effective 

transition or recovery of essential records and databases.  

Table 4 lists departments that will lead reconstitution efforts.  

 

Situation Lead Agency 

City Buildings Uninhabitable Construction Services 

Loss of Network Infrastructure IT 

Re-Entry  Police 

 

 

E. DEVOLUTION OF CONTROL AND DIRECTION 

Devolution is the transfer of legal and statutory obligations from one entity to another entity at a 

continuity facility or devolution site. The devolution option may be used when the organization’s 

primary operating facility, alternate site, and/or staff are not available. Devolution requires the 

transition of roles and responsibilities for performance of essential functions through pre-authorized 

delegations of authority and responsibility. The authorities are delegated from an organization’s 

primary operating staff to other employees internal or external to the organization in order to 

sustain essential functions for an extended period. Devolution supports the overall COOP and 

ensures the continuation of mission essential functions. In this situation, management and 

leadership responsibility, and mission essential functions will devolve to the designated devolution 

department or agency.  
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VI.  ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES 

 

 

Position                       Responsibilities 

Mayor City of Myrtle Beach Public Information and Council Direction 

City Manager 

 

 

Senior Management Direction, Executive Decisions  

Public Information Director Crisis Communication 

Emergency Manager Incident Support, Direction and Communication 

Fire Chief Emergency Services Support and Direction 

Police Chief Law Enforcement Coordination and Control 

Director of Public Works Infrastructure Management and Control  

Director of Human Resources / OD Employee Service and Assistance  

Director of Financial Mgmt. Budget Acquisition and Control 

Risk Manager Risk Assessment and Control 

 

VII.  DIRECTION, CONTROL, AND COORDINATION 

 

At the beginning of any local major emergency (manmade or natural) the Emergency Manager will 
elevate the City’s OPCON Status, the Mayor will sign a Declaration of Civil Emergency and the City 
Manager will issue executive orders.  These orders will provide direction for City employees and the 
local public.  

 

In the event of a Statewide and/or National Emergency the Governor will declare a State of 
Emergency and issue executive orders. The Governor’s orders are much broader and will provide 
direction on a statewide scale. 

 

Control of any emergency will be provided by local and state law enforcement and in rare cases the 
federal government may be called for assistance.   
 

The City of Myrtle Beach Emergency Management Office, Horry County Emergency Management, 
South Carolina Emergency Management, as well as public and private non-governmental groups 
(NGO’s) may provide coordination throughout a given incident.  This will be accomplished through 
EOC activations, scheduled meetings, conference calls, web-ex, palmetto, etc.  
 

VIII.   DISASTER INTELLIGENCE 

 

Natural Hazards Technological Hazards Man-Made Hazards 

 Tropical Cyclones 

 Flooding 

 Extreme Weather 

 Earthquake 

 Hazardous Materials 

 Building Collapse 

 Aircraft Crash 

 Utility Outage 

 Mass Casualty  

 Terrorist Attack 

 Civil Disturbance 

 Cyber Attack 

 Public Health Emergency 
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IX.  COMMUNICATIONS 
 

Communications between departments, employees, and the public is vital in order to 

establish continuity of operations under normal and/or emergency operations. The City of 

Myrtle Beach has a dedicated call-in line (843) 918-1999.  Employees can call this number to 

obtain important information concerning City emergency operations.  Every department 

within the City has developed back up procedures to ensure that they can contact their 

employees by telephone, email, and tele-messaging. Interdepartmental PIOs will also use 

social media to make notifications to City employees and/or the public.  

The City of Myrtle Beach’s warning point is located within the Police Department’s 

Administration Building (1101 Oak Street).  Under normal conditions dispatchers can make 

notifications using a variety of methods, 800mhz, VHF, email, landline, cellphone, Page-Gate, 

Ipaws, and EAS.  Plans have been developed to relocate the dispatch center in the event of 

an emergency to the following locations; 2nd floor of the administration building, police dept. 

command bus, myrtle beach convention center, and Horry County communications center.   

The Office of Emergency Management and Information Services have the capability of mobile 

cellular and internet service with the use of mobile command boxes (MCB).  These boxes are 

portable and have the capability of working remotely with external antennas.  The Emergency 

Management Office also has satellite telephones for use during emergency situations.    

 

X.   BUDGETING AND ACQUISITION OF RESOURCES 

 

During a major emergency or disaster, the Financial Management Department will issue 

purchasing guidelines and specific line item acquisition codes for purchasing equipment 

associated with the incident.  In the event resources are not available locally or if supplies 

are depleted nationally resource request can be made to the South Carolina Emergency 

Management Division. 

 

XI. MULTI-YEAR STRATEGY AND PROGRAM MANAGEMENT PLAN (MYSPMP) 

City leadership and the COOP Planning Team will develop standards to help departments and 

divisions implement the COOP program. While the COOP and annexes serve as the guide during 

activation and recovery, the COOP program involves the framework for operational decisions 

to promote COOP planning. It involves making continuity planning a part of day-to-day 

operations through initiatives like monitoring protection methods for essential records, 

inventorying critical systems and equipment, implementing cross-training for critical 

employees, and establishing mutual aid agreements for facilities and personnel, etc. The 

COOP program ensures that the COOP reflects the current environment and that staff 

members are prepared to respond during COOP implementation. Strategy and Plan 

Maintenance  
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Plan revisions due to changes in the structure, mission essential functions, or mission of 

participating departments should be made promptly. Long-term plan maintenance should be 

undertaken carefully, planned for, and completed according to an established schedule.  

During the development of this plan, the COOP Planning Team identified the following plan 

maintenance strategies:  

 Distributing and communicating the COOP to City departments and divisions  

 Allowing departments and divisions to develop and maintain their own COOP annexes, 

provided that they do not conflict with the City’s strategy and maintenance processes  

 Ensuring departmental review of the overarching plan and annexes  

 Identifying issues that affect the frequency of changes required to the COOP  

 Establishing a review cycle  

 

XII. PLAN DEVELOPMENT AND MAINTENANCE 

As Needed  
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APPENDIX A. 
DEPARTMENTAL FUNCTIONS 

 

Fire Department 

  

All nonessential functions shall be canceled including, but not limited to training, public 

education, routine code enforcement inspections, etc.  

 

If there are openings on a shift creating a coverage lapse, overtime shall be the continued 

method to fill them to staff all units.  

If the coverage lapses become overwhelming and there are not enough members to 

provide coverage, the following steps will be taken.  

 Squad 1 will not be staffed and removed from service.  

 The deputy fire marshals will be contacted to fill a vacancy as a non-supervisor. 

 Engine 5 will not be staffed and removed from service. Truck 5 will run as a single, 

three-person quint company.  

 Squad 3 will not be staffed and removed from service. Engine 3 will run as a single, 

three-person engine company.  

 Engine 6 will not be staffed and removed from service. Truck 6 will run as a single, 

three-person truck company.  

 

In the event more than approximately 30% of the workforce cannot work and/or by 

determination of the executive staff, the department will move to a 24-hour on duty, 24-

off duty work schedule until the workforce numbers climb. This schedule should provide 

the staffing required as outlined in MBFD SOG 30-1.   
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Police Department 

 

Special Operations Division:   

Essential functions: collision investigations and handling general policing and patrol 

duties.  While traffic enforcement is a priority, our focus may shift from proactive to 

being highly visible and deterring issues.  

Non-Essential Functions:   

 Private property collisions that do not involve reckless driving, DUI, or leaving the 

scene/injury may be handled by self-reporting online.  

 Beach Wheelchair services suspended until further notice.  

 Part-time CSO’s will suspend their services (no school crossings and no wheelchair 

delivery service has diminished the need for their services).   

 Community Service Officers: considered non-essential, their services may be 

suspended until further notice, pending the recommendation from the Chief.   

 Community Watch programs, tours and presentations (CCAR, LGS, etc.) 

immediately be suspended.   

Investigations Division:  

Essential functions: Respond to major crimes, investigate major crimes, which 

includes detectives and crime scene investigations. The ability to investigate crimes, 

especially those involving serious injury, death, high value property loss will remain a 

top priority and shall be considered an essential function.  

Non-essential functions:    

 All officers assigned to Task Forces will be recalled back and reassigned at the 

needs of the department.  

 Crime Scene Unit will only be used for only major crimes or at the discretion of 

Division Commanders  

Support Services Division:  

Essential functions: Operation of the Detention Center and Communications Center 

as well as access to the equipment room.  

Non-essential functions:    

 Real Time Crime Center 

 Crime Analysis  

 FOIA Clerk 

 Records Section 

 Property and Evidence Section  
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 Note the above non-essential functions should not be fully suspended, tele-

commuting and reduced staffing would be used.  

 

Administrative Division:  

Essential functions: Public Information Team and supporting with the planning of the 

response.  

Non-essential functions:    

 Training: All training including in house, vendor related and out of town   

 All permits issued by Administrative Division staff   

 All Community Watch meetings, public events and presentations   

 All hiring and recruiting efforts will be suspended until further notice 

 Administrative Division officers and administrative staff will be reassigned to 

support other functions throughout the department.   

Patrol Division:  

Essential functions: Answering and investigating all calls for service.  

Non-essential functions: 

 Ride-alongs: no civilian ride alongs will be allowed  

 Use of online and Phone reporting for cases of Identity Theft, General 

Larceny, Larceny – Shoplifting, Larceny - Theft from a Vehicle (Burglary 

Auto), Vandalism / Destruction of Property and other non-victim crimes as 

applicable.   
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Public Works 

 

Preliminary Assessment - Staffing Levels to Retain Essential Services 

Our department is continuing to encourage cross-training and completing standard 

operating procedure (SOP) documents that will assist in training essential tasks and 

allowing greater flexibility within our operational teams and across divisions.  

Phase 1: Continuity of Operations with “Business as Usual” with Voluntary Hybrid-Works 

Schedules 

While there is no one position within the department that has the ability of performing 

all functions of their job remotely, hybrid-work schedules (in-office/remote) can be 

considered where applicable.   All service areas shall be operating as normal, albeit 

certain periods of time employees are required to be in the office to perform tasks (ex. 

obtain signatures for processing invoices).  Water service cut-offs temporarily suspended 

until further notice. 

Phase 2: Continuity of Operations with directing non-essential employees to not 

physically report to work, unless they can be reassigned to work in support of other City 

departments.  Essential services minimally staffed within the department reporting to 

work include: 

 water/sewer utility blockage/emergency repair only,  

 sanitary sewer overflow emergency response only, 

 construction plan review and inspection activities,  

 utility locate services (unless PUPS or 811 services suspended),  

 traffic engineering emergency response only,  

 roadway asphalt patching emergency response only,  

 sweeping of Ocean Blvd only,  

 concrete emergency repair only,  

 stormwater/beach pipeline blockage/emergency repair only,  

 stormwater illicit discharge emergency response only, 

 stormwater drainage channel blockage only, 

 mosquito spraying (public health, unless suspended by SCDHEC), 

 garbage collection (no recycling/yard/bulk) and hauling/disposal only, 

 solid waste transfer station closed to the public, and 

 fleet maintenance as needed to support operations. 
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Phase 3: Continuity of Operations with directing most essential and non-essential 

employees not physically reporting to work unless they can be reassigned to work in 

support of other City departments.   Majority of staff on-call and essential services 

minimally staffed within the department reporting to work include: 

 water/sewer utility blockage/emergency repair on-call response only,  

 sanitary sewer overflow emergency on-call response only, 

 utility locate services (unless PUPS or 811 services suspended),  

 traffic engineering emergency on-call response only,  

 stormwater/beach pipeline blockage/emergency on-call response only,  

 mosquito spraying (public health, unless suspended by SCDHEC),  

 garbage collection (no recycling/yard/bulk) and hauling/disposal only,  

 solid waste transfer station closed to the public, and 

 fleet maintenance on-call emergency response to support operations. 

 

Administration Services 

Phase 2 and Phase 3 – Service Capabilities: The minimum service level activities for our 

administrative operations will involve remotely dispatching calls, processing payroll, 

personnel management, and mapping support services.  PTFs not able to be signed.  No 

administrative staff physically reporting to work. 

We can set main line 843-918-2000 to forward to the temporary city cell phone issued to 

our department’s Admin Assistant during the daytime and our Duty Supervisor afterhours 

for receiving and dispatching customer calls (24/7).   

Accounts payable functions will be temporarily suspended.  Vendor invoice payments 

delayed. 

Mapping functions performed remotely (as needed) with VPN laptop access. 

Engineering and Traffic Engineering Services 

Phase 2: The minimum service level for our operation will involve reducing our current 

service level to include emergency response for traffic-related issues and recognizing that 

plan review turnaround time, utility locate response services, and construction 

inspections may be delayed. 

 One Plan Reviewer (plan review turn–around time may delayed)  

 One Construction Inspector (site inspections may be delayed as well as SFH CO 

inspections) 

 Two Traffic Engineering Staff (Emergency Response – rotate staff as needed) 

 One Utility Locator (Locates may be delayed; Water & Sewer Division Staff can 

assist if available) 
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Phase 3:  The minimum service level for our operation will involve minimal staffing levels 

for emergency response for traffic-related issues and utility locate services. 

 Two Traffic Engineering Staff (Emergency Response – rotate staff as needed) 

 One Utility Locator (Locates may be delayed; Water & Sewer Division Staff can 

assist if available) 

 

Street Maintenance and Stormwater Management Services 

Phase 2: The minimum service level for our street maintenance and stormwater 

management operation will involve reducing our current service level to include 

emergency response, public safety, and public health-related services that include 

asphalt and concrete repair, environmental response related to illicit discharges and 

mosquito control, stormwater system cleaning/repair, and beach outfall maintenance. 

 1 Asphalt position – roadway asphalt patching emergency response only 

 1 Sweeper position – sweeping of Ocean Blvd only 

 1 Mosquito Control position (public health, unless suspended by SCDHEC) 

 2 Concrete Crew positions + Supervisor – concrete emergency response only 

 3 Stormwater Crew positions + Supervisor - stormwater/beach pipeline 

blockage/emergency repair only, stormwater illicit discharge emergency response 

only, and stormwater drainage channel blockage only 

 

Phase 3: The minimum service level for our street maintenance and stormwater 

management operation will involve reducing our current service level to include 

emergency on-call response to flooding or illicit discharges and mosquito control. 

 1 Mosquito Control position (public health, unless suspended by SCDHEC) 

 3 Stormwater Crew positions + Supervisor - stormwater/beach pipeline 

blockage/on-call emergency repair only, stormwater illicit discharge on-call 

emergency response only, and stormwater drainage channel blockage on-call 

emergency response only 

 

Solid Waste Services 

Phase 2 and Phase 3: Garbage collection will be necessary to maintain public health and 

safety standards within our community.  All other materials that are normally collected 

are non-putrescible, and therefore will not pose an immediate risk to human health and 

safety if temporary discontinuation of those services are implemented.  The transfer 

station may be closed to the public. 

The minimum service level for our operation will involve reducing our current service 

level to include garbage collection and transfer station and hauling/disposal operations 

only.   This minimum level of service will involve the following positions: 
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 5 Rear Load Vehicles – A Senior Equipment Operator (Class B or A CDL required) 

and a Solid Waste Worker for each vehicle.  This will be a total of 10 positions. 

 Transfer Station – In order to process the garbage that is collected, we will need 

a minimum of 1 tractor trailer operator (Class A CDL required) and 1 equipment 

operator (experience with operating a track hoe and rubber tire loader). 

 Roll-Off – A roll-off operator will be needed on at least a part time basis.  With 

the implementation of our new compactors we will be able to limit the hauls 

needed during the week, and therefor reduce the time on-site required for this 

position. 

 Front Loader – An operator will be needed to maintain these garbage routes.  The 

recycling services that this position provides will be discontinued, but the garbage 

collection will continue. 

 Litter Barrel Collection – This function can be provided by our existing solid waste 

collection crews listed above, and these staff members can be held on-call if 

needed.  (2 Equipment Operators and 2 Solid Waste Workers) 

 

In addition to the emergency crews that will be operating, a minimum of 1 scale house 

attendant and 1 supervisor will be needed to monitor our activities.  These positions can 

be covered by supervisors within the Division, as well as other qualified staff 

positions.  Should external forces impact service delivery (ex. tire/parts inventory needed 

for repairs to equipment), the garbage collection only service frequency is subject to 

change (ex. once per week to once every two weeks). 

The following services may be suspended until a full complement of staff return to work. 

 Illegal Dumping Enforcement – 2 positions, Code Enforcement Officer and Senior 

Equipment Operator (knuckleboom operator).  This program will be placed on 

hold. 

 Yard Waste Collection – 3 Senior Equipment Operators (knuckleboom 

operators).  Curbside collection of yard waste will stop. 

 Bulk Waste Collection - 3 Senior Equipment Operators (knuckleboom 

operators).  Curbside collection of bulk waste will stop. 

 Recycling Collection – 3 Senior Equipment Operators (rear load drivers) and 3 Solid 

Waste Workers.  Curbside collection of recycling would stop.  When the time 

comes that curbside recycling is halted, then the commercial recycling (with 

dumpsters) would also be discontinued.  It is important to note that if the HCSWA 

decides to cease operations at its MRF, we would be required to stop collection 

operations as well. 

 Maintenance Crews – Our flatbed crews (2 Equipment Operators) will be 

stopped.  New container deliveries, electronic device and tire collection activities 

as well as routine maintenance at the compactor sites will be discontinued.  The 

minimum staff identified above would be tasked with the routine maintenance of 

the compactor sites, and all other services would be stopped. 
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 Administrative Tasks – There is sufficient coverage of trained personnel at this 

point to cover this function.  However, this would be the most vulnerable position 

in terms of people with the knowledge of this process to complete these 

tasks.  Assistance may be required to process a small number of payables and assist 

with payroll functions. 

 

Water and Sewer Maintenance Services 

Phase 2: The minimum service level for our sanitary sewer operations will involve 

reducing our current service level to include limited staff reporting to work to perform 

emergency response, public safety, and public-health related services that include 

monitoring of our gravity and pressurized pipelines and pump stations.   

Phase 3 involves these limited staff not reporting to work and placed in on-call status and 

reporting (as needed) to support operations. 

Sanitary Sewer 

 One crew supervisor positions (Three on staff) 

 Two Pump Mechanic positions (5 on staff)  

 One Electrician (only 1 currently on staff)  

 Two Line Maintenance (6 on staff) 

 One equipment operator (2 on staff) 

 Two Water sewer tech seniors (3 on staff) 

 

Water 

 Three Water/Sewer Tech/or Tech, Sr  (15 on staff) 

 One Crew Supervisor (Three on staff) 

 One Backhoe Operator (only 2 currently on staff *could seek assistance from other 

divisions)   

 One Dump truck driver 

 

Vehicle Maintenance Services 

Phase 2: The minimum service level for our fleet maintenance operations will involve 

reducing our current service level to include prioritized repair of Solid Waste, Police, and 

Fire vehicles ahead of other departmental vehicles/equipment that could be serviced 

with coordination of outside vendors.   

Phase 3 involves these limited staff not reporting to work and placed in on-call status and 

reporting (as needed) to support operations. Staff members will be called vis cell and 

required to report within 1 hour after receiving a call. 

 2 mechanics (Light Duty Mechanic, Heavy Duty Mechanic, or Shop Supervisor) 

 1 position (Fleet Coordinator, parts inventory Technician, Fleet Manager) 
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Parks, Recreation & Tourism 

 

Recreation Division 

 

All recreation facilities will be checked on a regularly scheduled basis to ensure that they 

are secured against unauthorized entry and/or usage. 

 

Aquatics 

 An aquatics staff member will report to work once per week to check chemicals in 

both Pepper Geddings and Mary C. Canty Pools.  

Special Events Crew (assuming special events are cancelled) 

 Crew will report 1 day a week to work on grounds maintenance at recreation 

centers.  

Youth Sports 

 There would not be a need for youth sports staff to report to work at this time. 

These employees may be reassigned to help in other divisions/departments. 

Adult Sports 

 There would not be a need for adult sports staff to report to work at this time. 

These employees may be reassigned to help in other divisions/departments. 

Youth Programs 

 There would not be a need for youth programs to report to work at this time. 

 

 

Parks Division 

 

Ballfield Maintenance (assuming all games and events are cancelled) 

 Field maintenance staff would come in on a 3 day a week schedule to maintain 

grass fields. 

 

Beach Operations (customer driven) 

 Depending on the amount of customers and standards that are expected, beach 

crews may need to continue to operate on a 7 day a week schedule at 8 employees.  

 

Boardwalk Crew (customer driven) 

 Depending on the amount of customers and standards that are expected, 

boardwalk crew may need to continue to operate on a 7 day a week schedule at 2 

full time and 2 displaced full time employees. 

Landscape Crews (level or service driven) 

 If we are expecting the same level of service that we have now in terms of grounds 

maintenance, crews would have to work at full capacity.  Can possibly reduce 

workforce as level of service reduces.  
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Litter Crews 

 Litter crews can be reduced to a 3 day a week schedule to cover the major 

thoroughfares.  

Cemetery 

 Cemetery will have to continue to operate at normal schedule.  

 

Chapin Library 

 

Chapin Library 

 A staff member will need to report daily to empty the book drop off.  The staff 

member will also check the building for safety and security concerns while in the 

building.  

 

Sports Tourism 

 

Sports Tourism (assuming sports tourism events are cancelled) 

 Sport Tourism staff would not need to report to work at this time.  Work can be 

completed remotely.   
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Financial Management & Reporting  

 

Payroll: 

 Our payroll technician has a laptop and can work from home to process payroll 

(Laptops have been provided to departments throughout the City so each 

department should be able to update timesheets for payroll processing) 

 We have a back-up person in the event our payroll technician is unable to process 

payroll 

 As a last resort, we have it set up with our banking institution to run our last 

processed payroll. Adjustments will need to be made at a later date but everyone 

will get a paycheck 

 

Payables: 

 Our accounts payable technicians have a laptop and can work from home to 

process payables if necessary (Laptops have been provided to departments 

throughout the City so each department should be able to process payables) 

 As long as the Postal Service continues to operate we will get critical payments 

made 

 As a last resort, we have manual check stock that Director and CFO can prepare 

and sign to procure critical services, supplies, and equipment or personal credit 

cards can be used and personnel can be reimbursed. 

 

 

Accounting: 

 

The Department will monitor the status of all events and respond per the instruction of 

the City’s Management and Emergency Manager.  Upon notice that the City is in danger 

of experiencing an event that has the potential to disrupt operations and/or limit staff’s 

ability to access financial records and systems, the following precautions will be taken 

to allow for the continuity operation: 

1. All computers and electronic equipment will be placed on the highest level 

possible in each office, away from any windows, and covered with plastic. 

(Hurricane Event/Natural Disaster) 

2. All funds available for a deposit will be deposited in the bank on the last working 

day before the event/shut down.  

3. All pertinent documents will be locked in the vault (bond documents, general 

ledgers, payroll ledgers, legal papers, and audit working papers.) (Hurricane 

Event/Natural Disaster)  

4. The mini tokens utilized for electronic banking access should be taken home with 

the Director of Financial Management and the Assistant Director of Financial 

Management and kept in a safe and secure place in order to allow for access to 

our banking institution from any location. 
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5. Manual check stock from the general disbursement account are available should 

team members be unable to process priority accounts payable electronically. 

6. The Assistant Director of Financial Management and Reporting will run a year to 

date expense report, revenue ledger, budget to actual, trial balance and a general 

ledger.  This should be put into an excel file and copied to a thumb drive.  

(Hurricane Event/Natural Disaster) 

7. The Accounts Payable Technicians will run a 1099 year to date vendor report.  This 

report should be scanned and copied to a thumb drive. (Hurricane Event/Natural 

Disaster) 

8. Pending a disaster that may affect infrastructure, the Payroll Technician will run 

quarter to date and year to date payroll reports, and all the reports from the last 

payroll.  A copy of updated W-2 report will be copied to a thumb drive.  

9. The Payroll Technician should also take their mini token in order to send a direct 

deposit file to the bank for payroll. (Hurricane Event/Natural Disaster) 

10. The Accounting Department will provide information to all departments to instruct 

them on timekeeping measures in the event of a major catastrophe that interferes 

with our ability to enter and process timesheets and payroll. If our systems are 

effected to the degree that payroll cannot be processed per usual methods, the 

department can contact City’s bank and direct them to transmit the last payroll 

of record to employees to ensure continuity of employee compensation.  Any 

necessary adjustments to pay can be made as soon as systems are restored. 

11. The Director of Financial Management and Reporting will withdraw cash from the 

bank before an event if necessary.  The Chief Financial Officer will decide the 

needed level of funding and will secure the funds at the EOC building. 

12. The Information Systems team will coordinate with Department Heads to 

determine the operational needs of each Department and work to provide 

opportunities for operation continuation, allocating/identifying equipment (Cell 

Phones and Laptops) to allow certain staff members to work remotely.  

13. Information Systems security staff will ensure that automatic door locking systems 

are set to accommodate any closures. 

14. In the event of a City-wide facility closure, all department personnel will report 

back to the City Services Building as soon as possible after the event and will be 

used in critical areas where needed. 
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Manual Timesheet 

 

 
 

 

Information Systems 

 

The Information Systems Division will do an annual assessment of EOC Electronic 

equipment to ensure operability at all times. 

 

The order and timing of actions to be taken by Information Systems in preparation for a 

hurricane or other storm event are dependent on the class of the hurricane/event, and 

the anticipated time and location of its landfall/arrival.  IS will track all incidents to be 

aware of any critical weather situations that may affect the City.  A separate Information 

Systems Emergency Plan provides a more detailed response plan for the department.   

 

Actions taken for other non-natural disaster related events will follow any additional 

protocols set by Management.  The continuation of operations, when possible, will be the 

priority of staff.  System Access, system security, electronic building access, and 

equipment provisioning will be among the highest priorities.  The GIS team will work 

closely with the Emergency Manager for dashboards, tracking and reporting priorities. 

 

GENERAL - DECLARATION OF HURRICANE WATCH / IDENTIFICATION OF LIKELY NATURAL 

DISASTER  

1. Information Systems staff is placed on 24-hour standby status. 

2. Information Systems will confirm that DPM backups are up to date and notify public 

works to back up their servers. 

TIME SHEET

NAME PAY PERIOD BEGINNING       PAY PERIOD ENDING 

REGULAR OTHER LEAVE

DAY DATE MORNING LUNCH AFTERNOON HOURS HOURS HOURS CODES:

  IN OUT IN OUT IN OUT IN OUT WORKED WORKED USED CODE

FRI F - Funeral Leave

SAT H - Holiday

SUN J  - Jury Duty

MON P - Personal Day

TUES SF - Sick Family

WED S - Sick

THURS V - Annual Leave

CU - Comp Used

0 0 0 0 ML - Military Leave

WC - Worker's Comp

FRI SLB - Sick Bank

SAT CP - Comp Hours

SUN

MON  

TUES  

WED

THURS

0 0 0 0  

  

0 0 0 0

SUB-TOTAL

SUB-TOTAL

TOTAL
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3. Information Systems notifies and provides assistance where needed to all PC users to 

insure a full backup is created on their respective systems.  PC users will be advised 

to move all important data to their X drives.  They are also advised that, in the event 

of a hurricane warning, PCs, phones and peripherals should be disconnected, covered 

with plastic, and moved to the safest location in their vicinity.  They should be as high 

off the floor as possible and as far away from windows as possible. 

4. All displays and printers should be labeled by the end user to identify user and/or 

location. 

5. Three (3) Business License Master listings, one (1) Utility Billing Master listing, and 

two (2) Employee Master listings are to be run by IS personnel. 

6. Information Systems will assess the readiness of the EOC and brings EOC online for 

use. 

 

GENERAL - DECLARATION OF HURRICANE /NATURAL DISASTER WARNING 

1. Information Systems staff meets in City Services Building. 

2. Information Systems notifies end users that systems will be powered down in one (1) 

hour. 

3. Information Systems will contact all PC users for preparation compliance. The City 

Services database backup will include both 7208 and 6150 tape formats.  

4.  PC users should disconnect all devices and move them to a safe location. 

5. Information Systems staff stores payroll and accounts payable checks, Business 

License, Utility Billing, and Employee Masters listing at high level in Law Enforcement 

Center. 

6. Information Systems staff deactivates any nonessential servers and devices and covers 

with plastic.  Secures server vault entrance.  

7. Information Systems Manager and GIS Coordinator relocate to the EOC for the duration 

of the incident.  Information Systems staff to return to City Services Building as soon 

as possible after incident passes.    Information Systems Manager notifies Director of 

Financial Management and Reporting of evacuation and return plans. 

8.  Information Systems Analysts leave after notifying Information Systems Manager of 

any evacuation plans (phone number and location of evacuation site).  All Information 

Systems personnel are to return to City Services Building as soon as possible after 

incident passes.   

9. As soon as commercial power or emergency power is restored and is stable, 

Information Systems checks all systems for incident damage and restores all 

Information Systems functions possible.   

 

INFORMATION SYSTEMS DISASTER/EVENT RECOVERY 

The City-wide area network has a built-in redundancy that makes it difficult to take down 

totally.  With a combination of fiber and T1 lines our communications network should be 

able to survive most incidents.  We have moved all critical servers to the LEC where they 

will enjoy better protection than in any other City facility. 
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In the event of total destruction of any of the City’s databases, the multiple backups 

made before the incident would allow the City several recovery options: 

 IBM has assured that the City would receive highest priority in expediting a 

replacement of the destroyed system after the incident so that the City could be back 

to normal in a matter of days.  

 Use established “hot-sites” for off-site processing until the City’s system could be 

restored.  IS has discussed hot-site plans with Florence County and they are willing to 

be the City’s hot site in case of emergency.   

 

Equipment loaned/distributed to departments for remote work and operational continuity 
must be returned to the Information Systems department as soon as normal operations 
resume. 
 
As noted above, a comprehensive emergency response plan for the Information 
Systems department has been developed and outlined in a separate IT emergency 
policy document.  

Daily Tasks: 

 The Director, Assistant Director, and Financial Analysts have the ability to work 

remotely and will continue to perform daily work, preparing statements, 

reconciliations, grant audits, ERP related tasks, debt service, budget preparation, 

and budget adjustment & analysis associated with the pandemic. 
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Financial Services 

 

Financial Services Department 

 

Administration 

 

 Financial Services Director (Director) and Financial Services Manager (FSM) have 

city cell phones and laptops with access to the City’s financial database and email 

for telecommuting.  Director will support all functions of the department and FSM 

will support the functions of the Business License and Utility Billing Divisions.   

 Director and FSM will fulfill the role of cashier and will process payment 

transactions from Business License, Utility Billing, and Constructions Services.  

Both will have a credit card terminal to process transactions if the need arises and 

both will be responsible to prepare daily deposits for payment transactions they 

process. 

 Director and FSM will coordinate with Construction Services to process building 

permit payments as necessary. 

 Deposits will be made at the City’s bank during the work week or placed in the 

bank’s night deposit drop box if the bank is closed. 

 

Business License Division 

 

 Supervisor was issued a city cell phone and laptop with access to the City’s 

financial database and email for telecommuting.  The main business license phone 

843-918-1200 will be forwarded to Supervisor’s city cell phone and calls will be 

fielded in a limited capacity.  A new message will be placed on the 1200 line for 

customers to understand what services can be accommodated during the period 

of reduced operations.  Calls that cannot be immediately answered will be 

directed to leave a voice mail.  Supervisor will respond to voice mails and emails 

sent to the central business license mailbox.  FSM will support Supervisor with 

voice mail and email responses as necessary. 

 Supervisor will be supplied with mail and paperwork deposited into the night drop 

boxes at the City Services Building and Supervisor will process. 

 Hospitality Fee, Hospitality Tax, and Local Accommodations Tax reports will be 

processed by either the Supervisor or Director. 
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Utility Billing Division & Central Mail Operation 

 

 Supervisor was issued a city cell phone and laptop with access to the City’s 

financial database and email for telecommuting.  The main utility billing phone 

843-918-1212 will be forwarded to the Supervisor’s city cell phone and calls will 

be fielded in a limited capacity.  A new message will be placed on the 1212 line 

for customers to understand what services can be accommodated during the 

period of reduced operations.  Calls that cannot be immediately answered will be 

directed to leave a voice mail.  Supervisor will respond to voice mails and emails 

sent to the central utility billing mailbox.  FSM will support Supervisor with voice 

mail and email responses as necessary. 

 Supervisor will be supplied with mail and paperwork deposited into the night drop 

boxes at the City Services Building and Supervisor will process. 

 Supervisor will be responsible for importing and posting electronic utility payment 

files received from the city’s lockbox and online payment processors. 

 Only water service emergencies and new services will be accommodated.  Billing 

and final billing could be temporarily suspended, but would continue if Public 

Works staff is able to read water meters. If billing is suspended, billing would 

resume after re-opening and customers would receive a catch up bill for all usage 

since the last billing.  No penalties would be added, and customers unable to pay 

the larger than normal utility bill could be placed on a defined payment plan. 

There will be NO, water service interruptions during the period of closure. If a 

new resident requires new service, the Supervisor will work in cooperation with 

Public Works to have water service available to the new resident and billing of the 

new service would be completed after offices are re-opened. 

 FMS will go to the Post Office Monday through Friday to pick up the city’s mail for 

as long as the Post Office continues mail operations.  FMS will sort the mail for all 

city departments and place in a designated mailbox at the mail room in the City 

Services Building.  Each department will be responsible to pick up their mail from 

the City Services Building. 

 

Purchasing Division 

 

 Warehouse will be open to distribute warehouse supplies between the hours of 7 

am – 11 am Monday through Friday.  After these hours and on the weekend, the 

requesting department must call the warehouse on call phone (843) 360-2062.  The 

Purchasing team member will report to the warehouse within 1 hour after 

receiving the call to open the warehouse and issue materials. 

 Two buyers were issued city cell phones and laptops with access to the City’s 

financial database and email for telecommuting.  Each will communicate with 

departments and divisions to support procuring services and materials to support 

operations and emergencies that may arise during the period of closure. 

 Buyers will have a spreadsheet with all of the current contracts in place and 

blanket purchase orders to ensure compliance for purchases that must be made 

during the period of closure.  
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 Buyers will coordinate with the Purchasing Manager to use the city issued credit 

card for emergency purchases that are not under a blanket purchase order or 

contract. 

 Waiver from Department Head allowing sole source procurements.  A report of 

what was considered non-competitive will be documented. 

 Purchasing Manager has a city cell phone with city email and is on standby 24 

hours, 7 days a week to ensure continuing operations and to support the buyers 

and the warehouse operation. 
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HR/OD 

 

KEY HR/OD FUNCTIONS 

• If a shutdown becomes necessary, critical employees are defined as those who will 

be required to work from home or in their offices so that critical HR/OD services 

can be provided. Non-critical employees are defined as those whose functions as 

non-critical. The chart below illustrates HR/OD’s plan of action to maintain critical 

operations if a shutdown occurs. 

 

Critical – Office Critical – Work from Home Non-Critical – Postpone 

Emergency need for 

Employee Files 

Payroll Training Programs 

 Unemployment Claims Recruitment 

 FMLA / Leave of Absences Orientation 

 Critical Hire Recruitment 

(all processes associated 

with hiring) 

Performance 

Management 

 Employee Relations Employee Record Filing 

 FEMA Daily Records  

 Retirement Processing Dept. Projects 

 Employee Information 

Updates (that impact 

payroll & ERP) 

 

 

 Inventory equipment that remote workers will be utilizing and secure additional 

needs. 

• Director: City-issued Laptop & Mobile Phone 

• HR/OD Tech:  City-issued Laptop & Mobile Phone 

• HR/OD Tech: City-issued Laptop & Mobile Phone 

• HR/OD Tech: City-issued Laptop & Mobile Phone 

• HR/OD Tech: City-issued Laptop & Mobile Phone  
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 Cross-training has taken place within the HR/OD team to prepare for absences 

and emergency needs.   

 

The following are critical function: 

 

Critical Task 

Payroll 

Unemployment Claims 

FMLA / Leave of Absences 

Critical Hire Recruitment (all processes associated with hiring) 

Employee Relations 

FEMA Daily Records 

Retirement Processing 

Employee Information Updates (that impact payroll & ERP) 

 

 Critical employees who will be working from home should prepare by reviewing 

the requirements of the telecommuting policy and ensuring they have proper 

access on their computer systems. Forms should be completed and submitted for 

approval and equipment must be checked for proper security and access. 

 All HR/OD employees are subject to be called back to work during a shutdown, 

depending on the need and circumstances. 

 Daily worksheets will be completed for the HR/OD team that tracks costs 

associated with the incident.  Forms will be emailed daily to Emergency 

Management. All team members are responsible for sending in information daily.   

 Ensure lines of communication are available for all critical staff and departments 

to ensure functions and needs are covered. 
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IRS 

In the event that the City must move to an Emergency Operations plan of action that 

requires the departments to work remotely, the Insurance and Risk Services is prepared 

as follows:  

 

Director of Risk Services  

 Currently has City cell phone and laptop and can work remotely from home at any 

time.  

 Manage insurance renewals that are effective on July 1st, Process applications, 

update spreadsheets, request additional information for underwriters.    

 Set up meetings with underwriters and carriers to discuss renewal options.   

 Oversee and direct Wellness and Occ-Med Clinics.  

 Review contracts and audit current department policies  

 Participate in meetings and conference calls.   

 Answer all calls and questions from employees/management   

 Over sight of all other functions.   

 

Benefits Specialist 8:00am to 5:00 pm. (Call Director after hrs.)   

 Currently has City cell phone and laptop and can work remotely from home at 

any time with no service interruptions 

 Make payroll changes in the City’s payroll database. 

 Add new employees and setting up deductions   

 Make changes in Benefit Focus for medical and dental changes  

 Pay invoices to vendors with deductions collected thru payroll  

 Answer employee questions regarding coverages, retirement, changes of life 

issues.  

 

Claims Manager  

 Currently equipped with City cell phone and laptop and can work remotely from 

home at any time with no service interruptions.  

 Manage all property, casualty and worker’s compensation claims for the City.  

 Answer all employee questions as well as vendor call and attorneys.  

 Approve Occupational treatments to injured employees.  

 Manage Third Party Administration program, approve payments, authorize 

coverage, ensure proper reserve posting.  

 Reviews all claims submission and wrap up for all FEMA declarations.  

 

Administrative Assistant 8:00am to 5:00pm   

 Currently equipped with City cell phone and laptop and can work remotely from 

home at any time with no service interruptions.   

 Log all claims & build folders   

 Wellness AHA qualifiers   

 Maintain Ransoms Monthly  

 Answer phones and employee questions  
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 Manages Retiree Accounts with Pro Benefits   

 Manages Legal Shield/ID Shield program   

 Pays all invoices and issues all check requests.   

 Available by request.    

 

Safety and Loss Control Manager   

 Has City phone and laptop and can work remotely from home on a limited basis  

 Can answer all Safety and OSHA related questions  

 Work on updating Safety Manual and Controls   

 Back up to Director in the EOC  
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Municipal Court 

 

The Municipal Court can operate with three team members. These three will be 

responsible for processing bond court paperwork, answering phones, accepting credit card 

payments by phone, and attending bond court. 

 Two of the three will be ministerial recorders. They are responsible for issuing 

arrest and search warrants. 

 One person can process invoices, time sheets and other administrative functions. 

 One judge will be needed to preside over bond court. 
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Planning & Zoning 

 

Essential functions (Post Incident):  Assist Construction Services with inspections to 

determine damage to City and public property; record damages and prepare for recovery 

operations. Depending on the severity and type of incident all seven zoning officials may 

be required for this function. Zoning officials may have to share vehicles in the event 

vehicles are in short supply. Planning staff will assist with record keeping, mapping, filing 

reports, and administrative support, as well as keeping the regular functions of Planning 

& Zoning running. 

Essential Functions (Recovery): Depending on the severity and type of incident, our staff 

zoning and subdivision plan review, address verification, address issuance, zoning 

verification (for business license and construction) and zoning inspections may be vital in 

order to help the community and economy recover. Additionally, staff can be essential in 

identifying processes that can be temporarily amended to affect urgency in business 

recovery. Depending on the severity and type of incident it may be necessary to have the 

entire department available to necessitate these functions. 

Non – Essential Functions (Post Incident & Recovery): Non-life safety zoning 

enforcement issues, and non-recovery-related land use changes.   There are no surplus 

positions available to be re-distributed to the City if the incident includes substantial 

reconstruction or business license activity; if the incident does not require substantial 

reconstruction or business license activity, there are potentially four (4) staff members 

who could be loaned out to other departments while the remaining staff keep the 

departmental operations moving forward. 
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Construction Services 

 

Essential functions (Post Incident):  Inspections to determine damage to City and public 

property. Depending on the severity and type of incident All 6 building inspectors may be 

required for this function. Inspectors may have to share vehicles in the event vehicles are 

in short supply.    

Essential Functions (Recovery): Depending on the severity and type of incident plan 

review, building permit issuance, and construction inspections may be vital in order to 

help the community and economy recover. Depending on the severity and type of incident 

it may be necessary to have the entire department available to necessitate these 

functions. 

Non - Essential Functions (Post Incident & Recovery): Property maintenance 

inspections, non-life safety code enforcement issues, and complaint inspections.   3 

Property Maintenance Division employees may be reassigned within the Construction 

Department and/or City to assist where needed.  
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Capital Projects & Building Maintenance: 
 

Essential Functions (post Incident): Depending on the severity and type of incident, 

Capital Projects/Building Maintenance Staff will assess and evaluate the preparedness of 

all Critical Life Safety Facilities: Police Stations, Fire Stations and the Justice Center. 

Check, CLSF facilities readiness and ensure that all facility generators are in readiness 

state. Secure all City of Myrtle Beach facility construction sites. 

Essential Functions (Recovery): A facility damage assessment of the Critical Life 

Safety Facilities will occur after the incident has passed. All other City owned facilities 

will be assessed after the CLSF facilities with the assistance of other facility staff 

members. Working with the City insurance adjusters and FEMA on facility damage and 

cost estimates for recovery.  

Non – Essential Functions (Post Incident & Recovery): Preparing the necessary 

documentation for FEMA and Insurance Adjuster, which will be required for 

reimbursement. Mobilizing Commercial Contractors where needed to assist the 

department in the recovery of all City facilities.    
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Neighborhood Services 

 

The Department Director, Administrative Assistant, and Coordinator of Community 

Outreach Services will all work remotely. 

 Director will support all functions of the department and will seek support from 

team as needed.   

 Admin. Asst. and Coordinator will continue to create fliers and share information 

with residents and through social media.   

 Team will continue to communicate with Neighborhood Crime Prevention Officer, 

regarding our neighborhoods (quality of life issues, senior resident concerns, etc.).  

 Team will continue to assist with Info Line as scheduled and will accept additional 

times if necessary.  
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Downtown Development Office 

 

The Director & Deputy Director will work remotely. 

Essential Functions (Post Incident): 

 Obligations and payments based on engagement of consultants, professional 

services, etc. 

 Continued payment of DRC obligations (i.e. Parking, insurance, legal). 

 

Essential Functions (Recovery): 

 Implementation of the Master Plan and any initiative as it relates to the 

implementation of the plan. 

 Communication with City Staff, Consultants and others on the continual progress 

of projects within the Master Plan/Advanced Plan via phone or virtual meetings. 

 Communication with stakeholders and potential and current developers and 

investors to keep information current and up to date via phone or virtual meetings. 

 Communication with the public to make sure proper and correct messaging is being 

disseminated via our social media platforms/website regarding the master plan 

process and projects. 
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Public Information 

 

Public Information Team: 

 The public information function will continue, from the EOC or remotely. 

 We have the ability to update the city’s website and social media accounts from 

any internet connection.   

 Staff has City cell phones; laptops and/or iPads.   

 News media have immediate access via cellphone, text and email.  Interviews will 

continue, in accord with the media’s wishes for the method. 

 Staff will continue to respond to the public’s questions and concerns via email, 

phone calls, social media comments, direct messages and other methods.   

 Regular features such as the Friday Fax, Events, Photos of the Week and “Did You 

Know?” will continue as usual. 

 Staff will assist with remote and/or virtual broadcast of City Council and other 

meetings, as required.   
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Convention Center 

 

The absolute minimum number of Operation personnel needed during any given 

disaster, emergency pandemic, etc. and describe what essential functions that they 

would perform.  (i.e. monitoring building systems, life safety systems, etc.) (2) 

 

Director/GM:    (direct organization, decision making) 

Facility Engineer   (monitor facility’s structure and systems, 

Assess damage and direct repair and correction in 

coordination with Director/GM) 

 

The absolute minimum number of security personnel needed to keep the facility secure 

will be 6, which will provide 24/7 coverage augmented by the director/general 

manager. 
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APPENDIX B 
Telecommuting Policy  

Objective 

 

Telecommuting allows employees to work at home, on the road or in a satellite location 

for all or part of their workweek. The City of Myrtle Beach considers telecommuting to be 

a viable, flexible work option when both the employee and the job are suited to such an 

arrangement. Telecommuting may be appropriate for some employees and jobs but not 

for others. Telecommuting is not an entitlement, it is not a companywide benefit, and it 

in no way changes the terms and conditions of employment with the City.  

 

Procedures 

 

Telecommuting can be informal, such as working from home for a short-term project or 

on the road during business travel, or a formal, set schedule of working away from the 

office as described below or in response to an emergency situation in which travel and/or 

social contact is inadvisable.  Either an employee or a supervisor can suggest 

telecommuting as a possible work arrangement. 

 

Generally, any telecommuting arrangement made will be on a trial basis for the first three 

months and may be discontinued at will and at any time at the request of the organization. 

Every effort will be made to provide 30 days’ notice of such change to accommodate 

commuting, childcare and other issues that may arise from the termination of a 

telecommuting arrangement. There may be instances, however, when no notice is 

possible. 

 

Eligibility 

 

Individuals requesting formal telecommuting arrangements must be employed with the 

City for a minimum of 12 months of continuous, regular employment and must have a 

satisfactory performance record. Telecommuting arrangements are approved by 

Department Heads on a case-by-case basis, and will be written, pursuant to an agreement. 

Telecommuting might not be feasible within some departments or for certain positions 

within a department. 

 

Before entering into any telecommuting agreement, the employee and manager, with the 

assistance of the Human Resources and Organizational Development department, will 

evaluate the suitability of such an arrangement, reviewing the following areas: 

 Employee suitability. The employee and manager will assess the needs and work 

habits of the employee, compared to traits customarily recognized as appropriate 

for successful telecommuters. 

 Job responsibilities. The employee and manager will discuss the job responsibilities 

and determine if the job is appropriate for a telecommuting arrangement. 
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 Equipment needs, workspace design considerations and scheduling issues. The 

employee and manager will review the physical workspace needs and the 

appropriate location for the telework.  

 Tax and other legal implications. The employee must determine any tax or legal 

implications under IRS, state and local government laws, and/or restrictions of 

working out of a home-based office. Responsibility for fulfilling all obligations in 

this area rests solely with the employee. 

If the employee and manager agree, and the Human Resources and Organizational 

Development department concurs, a draft telecommuting agreement will be prepared 

and signed by all parties, and a three-month trial period will commence. 

Evaluation of telecommuter performance during the trial period will include regular 

interaction by phone and e-mail between the employee and the manager, and weekly 

face-to-face meetings to discuss work progress and problems. At the end of the trial 

period, the employee and manager will each complete an evaluation of the arrangement 

and make recommendations for continuance or modifications. Evaluation of 

telecommuter performance beyond the trial period will be consistent with that received 

by employees working at the office in both content and frequency but will focus on work 

output and completion of objectives rather than on time-based performance. 

An appropriate level of communication between the telecommuter and supervisor will be 

agreed to as part of the discussion process and will be more formal during the trial period. 

After conclusion of the trial period. the manager and telecommuter will communicate at 

a level consistent with employees working at the office or in a manner and frequency that 

is appropriate for the job and the individuals involved. 

 

Equipment   

 

On a case-by-case basis, the City will determine, with information supplied by the 

employee and the supervisor, the appropriate equipment needs (including hardware, 

software, modems, phone and data lines and other office equipment) for each 

telecommuting arrangement. The City will issue equipment for telecommuting use and 

the employee agrees to follow all City cyber-security requirements and policies related 

to equipment use.  No City business will be performed on employee-owned or personal 

equipment.  The Information Systems departments will serve as resources in this matter. 

Equipment supplied by the organization will be maintained by the organization. 

Equipment supplied by the organization is to be used for business purposes only. The 

telecommuter must sign an inventory of all City property received and agree to take 

appropriate action to protect the items from damage or theft. If, at any time during the 

telework agreement period, a piece of equipment is lost, stolen or damaged, the 

employee must fill out a loss report and report the incident to their immediate supervisor 

and, in some cases, the Information Systems Department.  Upon termination of the 

telework agreement or overall employment, all City property will be returned to the City.  
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The City will supply the employee with appropriate office supplies (pens, paper, etc.) as 

deemed necessary. The City will also reimburse the employee for business-related 

expenses, such as phone calls and shipping costs that are reasonably incurred in carrying 

out the employee’s job and agreed to in advance by the Department Head. Refer to 

Handbook for limits and exclusions. 

The employee will establish an appropriate work environment within his or her home for 

work purposes. The City will not be responsible for costs associated with the setup of the 

employee’s home office, such as remodeling, furniture or lighting, nor for repairs or 

modifications to the home office space. 

 

Security 

 

Consistent with the organization’s expectations of information security for employees 

working at the office, telecommuting employees will be expected to ensure the 

protection of proprietary company and customer information accessible from their home 

office. Steps include the use of locked doors, file cabinets and desks, regular password 

maintenance, and any other measures appropriate for the job and the environment.   

 

Safety 

 

Employees are expected to maintain their home workspace in a safe manner, free from 

safety hazards. The City will provide each telecommuter with a safety checklist that must 

be completed at least twice per year. Injuries sustained by the employee in the 

designated workspace within the home office location and in conjunction with his or her 

regular work duties are normally covered by the company’s workers’ compensation policy. 

However, employees are expected to follow the same regulations and policies as outlined 

by the Loss Control Manual should they sustain an injury.  Injuries incurred in the home, 

but not during work hours or in the designated workspace are not covered by worker’s 

compensation. Telecommuting employees are responsible for notifying the employer of 

such injuries as soon as possible. The employee is liable for any injuries sustained by 

visitors to his or her home worksite. 

 

Telecommuting is not designed to be a replacement for appropriate childcare. Although 

an individual employee’s schedule may be modified to accommodate childcare needs, the 

focus of the arrangement must remain on job performance and meeting business 

demands. Prospective telecommuters are encouraged to discuss expectations of 

telecommuting with family members prior to entering a trial period.   
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Time Worked 

 

Telecommuting employees who are not exempt from the overtime requirements of the 

Fair Labor Standards Act will be required to accurately record all hours worked using the 

City’s time-keeping system. Hours worked in excess of those scheduled per day and per 

workweek require the advance approval of the telecommuter’s supervisor. Failure to 

comply with this requirement may result in the immediate termination of the 

telecommuting agreement.   

 

Ad Hoc Arrangements 

 

Temporary telecommuting arrangements may be approved for circumstances such as 

inclement weather, special projects, emergencies or business travel. These arrangements 

are approved on an as-needed basis only, with no expectation of ongoing continuance.  In 

the event of an emergency, the City may determine that a request by the employee is 

waived and replaced with an agreement for telecommuting during a distinct period of 

time.  

 

Other informal, short-term arrangements may be made for employees on family or 

medical leave to the extent practical for the employee and the organization and with the 

consent of the employee’s health care provider, if appropriate. These requirements must 

be approved by the Director of Human Resources and Organizational Development as well 

as the Department Head. 

All informal telecommuting arrangements are made on a case-by-case basis, focusing first 

on the business needs of the organization.  

 

Interruptions of Telecommuting Privileges 

 

The City reserves the right to temporarily suspend telecommuting privileges as the 

circumstances dictate and the needs of the City warrant.  Employees with approved 

telecommuting agreements may be subject to call-in and/or attend an on-site meeting 

for any reason at the City’s discretion. 
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Telecommuting Agreement Form 

 

Name _________________    Title _____________________    

Department ________________    Supervisor ________________    

 

Telecommuting Work Schedule 

Day requested:    Monday       Tuesday      Wednesday      Thursday   Friday 

 Weekly       Bi-Weekly    Emergency Need 

Telecommuting schedule become effective beginning:      

 

Supervisor  

I have discussed the possibility of telecommuting with the above mentioned employee. I believe 

this employee is a good candidate based on job responsibilities and performance in his or her 

current position.  

Supervisors Signature________________     Date ________________  

Employee 

I have read the telecommuting policy and understand that it is not an entitlement and that it is not 

appropriate for every employee. I agree that all City business will be performed in the agreed upon 

workspace within my home and using City-issued equipment only.  I agree to adhere to all policies 

and procedures applicable to my employment while telecommuting.  I understand that 

telecommuting can be terminated at any time by the City of Myrtle Beach.   

Employee’s Signature ___________________               Date __________________  

HUMAN RESOURCES 

Approval ___________ Disapproval ___________ 

Reason:  

 

 

Signature ________________                                              Date _________________ 
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APPENDIX C 
Continuity of Facilities 

City Departments that are considered mission critical will have to remain on duty during 

the event and/or crisis.  These employees will be working from the emergency operations 

center (EOC), fire stations, police stations, or designated work facilities.  

 Tier 1 Employees 

• (Outlined in the City of Myrtle Beach’s EOP Employee Classification Annex) 

 Emergency Management / EOC 

 Public Works  

 Police Department  

 Fire Department  

 

Note: In the event recovery functions are needed please refer to the City of Myrtle 

Beach’s EOP Recovery Task Force Annex.   

City departments that can operate remotely in the event they would have to vacate their 

office facilities are listed below:  

 City Services 

 City Hall Staff 

 HR/OD 

 Neighborhood Services 

 Insurance & Risk Management Services 

 Financial Services & Management 

 Information Systems Division 

 Construction Services 

 Sports Tourism 

 Parks & Recreation 

 Convention Center 

 

Note: Continuity of services for the Municipal Court will be incident specific and 

determined on a case by case basis. 
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Authorities and References 
 

 City of Myrtle Beach Emergency Operations Plan 

 City of Myrtle Beach Code of Ordinances: 
• Chapter 8 Civil Emergencies 

 The National Security Act of 1947, dated July 26, 1947, as amended. 

 Executive Order 12148, Federal Emergency Management, dated July 20, 1979, as 

amended. 

 Executive Order 13618, Assignment of National Security and Emergency 

Preparedness Communications Functions, dated July 6, 2012, as amended. 

 Executive Order 12656, Assignment of Emergency Preparedness Responsibilities, 

dated November 18, 1988, as amended. 

 The Homeland Security Act of 2002 (Public Law 107-296), dated November 25, 

2002. 

 Executive Order 13286, Establishing the Office of Homeland Security, dated 

February 28, 2003. 

 Homeland Security Presidential Directive 5, Management of Domestic Incidents, 

dated February 28, 2003. 

 Homeland Security Presidential Directive 7, Critical Infrastructure Identification, 

dated December 17, 2003. 

 Homeland Security Presidential Directive 8, National Preparedness, dated 

December 17, 2003. 

 National Security Presidential Directive 51/Homeland Security Presidential 

Directive 20, National Continuity Policy, dated May 9, 2007. 

 National Communications System Directive 3-10, Minimum Requirements for 

Continuity Communications Capabilities, dated November 7, 2011, as amended. 

 National Continuity Policy Implementation Plan, dated August 2007. 

 Federal Continuity Directive 1 (FCD 1), Federal Executive Branch National 

Continuity Program and Requirements, dated October 2012, as amended. 

 Federal Continuity Directive 2 (FCD 2), Federal Executive Branch Mission Essential 

Function and Primary Mission Essential Function Identification and Submission 

Process, dated February 2008. 

 

References 

 Presidential Decision Directive 62, Protection Against Unconventional Threats to 

the Homeland and Americans Overseas, dated May 22, 1998. 

 36 CFR, Part 1236, Management of Vital Records, revised as of October 2, 2009, as 

amended.  

 41 CFR 101.20.103-4, Occupant Emergency Program, revised as of July 1, 2000. 

 HSPD 1, Organization and Operation of the Homeland Security Council, dated 

October 29, 2001. 

 NIST Special Publication 800-34, Contingency Planning Guide for Information 

Technology Systems, dated November 2010, as amended. 
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 HSPD 5, Management of Domestic Incidents, dated February 28, 2003. 

 National Incident Management System, dated December 2008, as amended. 

 HSPD 12, Policy for a Common Identification Standard for Federal Employees and 

Contractors, dated August 27, 2004. 

 National Strategy for Pandemic Influenza, dated November 1, 2005. 

 National Infrastructure Protection Plan, dated 2010, as amended. 

 National Strategy for Pandemic Influenza Implementation Plan, dated May 2006. 

 NIST Special Publication 800-53, Recommended Security Controls for Federal 

Information Systems, dated December 2006. 

 National Exercise Program Implementation Plan, April 2007. 

 NFPA 1600 Standard on Disaster/Emergency Management and Business Continuity 

Programs, 2013 Edition, as amended. 

 FEMA Continuity of Operations Plan Template. 

 Comprehensive Preparedness Guide 101, Producing Emergency Plans, – Interim, 

FEMA, dated November 2010, as amended. 

 


