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Community Public Water System
Emergency Plan TEMPLATE
Submit Your Emergency Plan To
Stephanie Nistico
New Hampshire Department of Environmental Services

Drinking Water & Groundwater Bureau
PO Box 95

Concord, NH 03302-0095

(603) 271-0867

stephanie.nistico@des.nh.gov
This template along with additional information regarding emergency planning, risk assessments, mutual aid, training, water system security and grant funding opportunities are available on the NHDES website.
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Purpose and Requirements
Emergency response planning is an essential part of managing a drinking water system to maintain safe and reliable drinking water. An emergency plan helps to establish a protocol for the management and staff of a water system to follow during an emergency, and helps a water system reduce its vulnerability to emergencies. New Hampshire Administrative Rule, Env-Dw 503.21 Emergency Plans for Community Water Systems, requires community public water systems to have a formal emergency plan. Emergency plans for community systems must be reviewed annually by the water system and an updated plan must be submitted to the New Hampshire Department of Environmental Services (NHDES) at least every six years. Additionally, the plan will be subject to review during sanitary surveys and lack of one will be considered a significant deficiency.
How to Use This Document 

The purpose of this emergency plan template is to help you understand and meet the basic requirements for an emergency plan as set forth in Env-Dw 503.21. The plan shall be prepared by individuals who are most familiar with the water system’s operation and equipment; however, the owner is ultimately responsible for the emergency plan. When preparing the emergency plan, the owner shall assess the risks to the water system from malevolent acts and natural hazards that may result in operational impairment.
We suggest that the plan have the same organizational format as this template; however, some systems require customizations to meet their needs. Therefore, you are not required to use this template – it is simply a tool to help you write your own plan. Other templates or formats are sufficient as long as the emergency plan includes the minimum requirements, addresses each section in this template, and has the appropriate signatures.
Please note that some sections may or may not apply to your system. Larger systems are more complex and may need to address additional areas and include more details. Smaller systems should consider each section and what is relevant for the type, size and complexity of the system. If a section does not apply to your system, please include an explanation as to why it does not.
We recommend that all plans have a bright cover page so it is easy to locate. Every page in the plan should include the latest revision date, page number and system name, in case pages become loose. 
Section 1.  System Identification

	System PWS Number
	

	System Name
	

	System Address
	

	Town
	

	Source ID/Type/Description/Well Yield  
	
	 gpm

	Source ID/Type/Description/Well Yield 
	
	 gpm

	Source ID/Type/Description/Well Yield 
	
	 gpm

	Source ID/Type/Description/Well Yield 
	
	gpm

	Population Served/# Service Connections 
	  # of people
	 # of connections

	Name, Title, Email and Phone Number of person responsible for maintaining this emergency plan.
	 Name and Title
	Email and Phone


Section 2.  Chain-of-Command

Include a chain-of-command flow chart and a brief description of each person’s responsibilities and contact information during an emergency. Please address how responsibilities may shift in the event that internal staff becomes reduced, including how the system will alternate staff schedules or utilize backup staff.
Section 3. Contact Information

Include mailing addresses, emergency and non-emergency phone numbers for local officials, state agencies, service and repair companies, and critical users, if applicable. 
Local Notification List

	FIRE (day)
	FIRE (night)

	POLICE (day)
	POLICE (night)

	Ambulance service (day)
	Ambulance service (night)

	Local Emergency Management Office (day)
	Local Emergency Management Office (night)

	Local Health Officer (day)
	Local Health Officer (night)

	Local Newspaper (day)
	Local Newspaper (night)

	City/Town Officials (day)
	City/Town Officials (night)

	Local Radio Station (day)
	Local Radio Station (night)

	Power Company (day)
	Power Company (night)

	Neighboring Water System (day)
	Neighboring Water System (night)

	Other
	Other


NH State Notification List

	State Police                                                                                                 (603) 223-4381

	Drinking Water and Groundwater Bureau                                            (603) 271-2513 or (603) 271-3503  
After regular business hours contact the NH State Police at (603) 223-4381 and ask for the on-call person at NHDES.

	Homeland Security and Emergency Management                              (603) 271-2231 or 1-800-852-3792

	Health and Human Services                                                                     (603) 271-4496


Service/Repair Notification List*
	Electrician (day)
	Electrician (night)

	Plumber (day)
	Plumber (night)

	Pump Specialist  (day)
	Pump Specialist  (night)

	Soil Excavator  (day)
	Soil Excavator  (night)

	Hydrogeologic Consultant (day)
	Hydrogeologic Consultant (night)

	Emergency Response Consultant (day)
	Emergency Response Consultant (night)

	Equipment Rental (day)
	Equipment Rental (night)

	Laboratory (day)
	Laboratory (night)

	Information Technology Technician (day)
	Information Technology Technician (night)

	Other
	Other


*Include company and contact names with phone numbers so that the person calling knows who they are trying to reach.
Section 4.  Emergency Notification Procedures

Include a detailed description on how this system would implement emergency notification, including a Boil Order or Do Not Drink Order, to the following contacts: NHDES, local officials, water system customers, including any privately owned redistribution systems (PORS) or consecutive systems, and the general public.
Please note NHDES Drinking Water and Groundwater Bureau must be notified within 24 hours of the following:
· Actual or suspected tampering, sabotage, security breach, or any suspicious incident at the water system; 
· Damage to or depletion of the source of the supply or water system facilities which impairs the quality or sufficiency of the supply; or
· Interruption of service of a pressure zone or the entire water system due to an extended power outage, line break, or other cause. 
Section 4A. Boil Orders/Do Not Drink Orders
Include the names of who will make the decision to issue a Boil Order or Do Not Drink Order when NHDES Drinking Water and Groundwater Bureau staff is unavailable, how such an order will be prepared and printed, and who is in charge of disseminating such orders or other emergency notices. Please note that only NHDES can lift a boil order notice.
Section 4B. Critical Users

List unique service customers including but not limited to schools, day cares, nursing homes and hospitals, and include a brief description of how you will notify them and provide for their water needs. 
Section 4C. Mutual Aid

If applicable, include a list and brief description of any mutual aid agreements where they can be found and who has the authority to activate them.
Section 5. Continuity of Operations

The purpose of a continuity of operations plan (COOP) is to address how the water system will stay operational during and following an emergency by identifying essential staff and functions.

Please use the tables below to provide a description of how the system will continue essential functions during an emergency that may impact number of staff, chemical inventory, critical supplies or resources required for day-to-day operations.

Section 5A. Essential Personnel & Backup Staff
	Essential Personnel
	Backup Staff
	Job Duties

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Section 5B. Supporting Essential Functions

Essential functions are activities that must be completed on a routine basis to ensure safe and reliable service to water customers. 

	Essential Functions
	Associated Equipment
	Supplies

	
	
	

	
	
	


Section 5C. Record Management

Describe the water system’s plan for retaining and having backup systems for records related to finance, personnel, insurance, property management and inventory, system monitoring practices, SCADA and software systems.

Section 6.  System Components
Section 6A. System Equipment & Chemicals
Include an up-to-date list of the system’s assets. Refer to the system’s asset management plan if applicable. Include list of chemicals and backup supply considerations.
Section 6B. System As-Built Plan

Include whether an up-to-date as-built plan of your system or GIS data exists and a description of where it is located.
Section 6C. System Demand

Include a brief description of this system’s ability to isolate sections of the distribution system and how this system could utilize demand reduction and excess capacity during an emergency.

	What is the total production capacity of this system?
	                                                                                                 Gallons per day =

	What is the total storage capacity of this system?
	                                                                                                                Gallons =

	What is the average daily demand of this system?
	                                                                                                    Gallons per day =

	What is the maximum daily demand of this system?
	                                                                                                   Gallons per day =

	Estimated Available Water

(divide total storage capacity by average daily demand)
	                                                                                                                   Days =


Section 7.  Alternate Water Source

Include descriptions of how this system would utilize alternate water sources during an emergency. Describe any options that are not available and why. 
Section 7A. Bulk and/or Bottled Water

Include descriptions of how you would receive bulk water or distribute bottled water to customers.
Section 7B. Interconnections with Adjacent Water Systems
Discuss the feasibility of connecting to an adjacent water system.
Section 7C. New Source / Reactivation
If applicable, describe this system’s plan for developing a new source or using an alternative or backup source.
Section 8. Alternate Power Supply 
If applicable, include a description of available alternate power sources. Complete the table below.
	Available alternate power sources
	

	Manual or automatic transfer switch
	

	Generator type, size, fuel type
	

	Operations supported by generator
	

	Generator duration
	

	Generator testing and maintenance schedule
	


Section 9. Water Use Restrictions

Include a description of how the system will implement water use restrictions during an emergency. Reference any water conservation or drought response plans as applicable.
Section 10. Cybersecurity
Discuss the water system’s procedure for responding to breaches in cybersecurity systems.
	Disconnection
	Describe the ability to disconnect impacted computers from the network to isolate the problem

	Damage Assessment
	Describe how the system will assess damage to the equipment or disruptions caused to utility operations

	Manual Operations
	Describe how the system will initiate manual operation of equipment if control systems were compromised

	Restoration
	Describe plans to restore operation of critical processes that were impacted

	Notification
	Describe plans to distribute any advisories or alerts to customers as needed including those whose records may have been compromised

	Documentation
	Describe procedures to be used to track cyber incident responses


Section 11. Risk Assessment

A risk assessment is a systematic process of evaluating the potential risks that may impair a utility’s operation. NHDES recommends all systems conduct a risk assessment by including statements explaining how your system will handle preventable and unpreventable emergencies including malevolent acts and natural disasters. Although not a state requirement, it is a federal requirement for community water systems serving more than 3,300 people under Section 2013 of America’s Water Infrastructure Act (AWIA).
Please assess the risks to the water system from malevolent acts and natural hazards, using current scientific data and predictions, as applicable, that may result in operational impairment. The risk assessment should not be submitted with the emergency plan. Please store it in a secure location as it contains sensitive information.

Every utility is different and should consider their specific needs when conducting a risk assessment relative to the utility’s location, staff size, population served, drinking water sources, treatment systems, critical infrastructure, and other equipment or assets that may be compromised during an emergency. A water system may consider types of emergencies including, but not limited to, extreme heat and cold, flooding especially if prone to storm surge and coastal flooding, wind storms, cyberattacks, sabotage and chemical spills. EPA has provided tools to conduct a risk assessment including the Small System Risk and Resilience Assessment Checklist and the Vulnerability Self Assessment Tool.
Section 12. Return to Normal Operation 

Include a description of the follow-up actions and staff responsibilities that this system would undertake to return to normal operation.

Section 13.  Plan Readiness and Training

Include a list of the individuals who have a copy of the plan, plan locations, a schedule for rehearsals and a plan for discarding outdated plans. You should also include any special certifications/training that system staff has, such as National Incident Management System (NIMS) or Incident Command System (ICS) training. 
Section 14.  Signatures

The owner and operator of the system must sign and date below. The plan should also be signed by any additional system representatives who assisted in the completion of this plan. The signatures attest that all information provided is true and accurate and that both the owner and primary operator have read and understand this plan. 
	Owner Name & Signature
	Date

	Operator Name & Signature
	Date

	System Representative Signature/Title
	Date

	System Representative Signature/Title
	Date
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