PROCEDURES TO USE FOR THE NORTH CENTRAL TEXAS
PUBLIC WORKS MUTUAL AID AGREEMENT

Here are the suggested steps for your agency to follow when using the Agreement. Generally if the
Emergency Operations Center for your city is activated follow the incident command system and
associated communications operations plan to request resources

1. Requesting Agency Steps to Follow:

A. Assess the situation and determine the resources needed.

B. Fill out the REQUESTING AGENCY Checklist (Form 1).

C. Locate agencies included in the agreement OR Contact the Public Works Emergency Response Team
(PWERT) standby point of contact for assistance to complete the remaining steps.

D. Call one or more agencies that may have the resources you need.

E. Fill out a REQUESTING AGENCY MUTUAL AID INFORMATION Form (Form 2).

F. Send copy of the form to the RESPONDING AGENCY as soon as possible.

2. Responding Agency Steps to Follow:

A. Make sure you can fulfill the request before providing an answer. Notes: 1) obtain required local
authority to deploy the resources 2) providing assistance is voluntary and an agency is not required to
fulfill the request if you determine the resources are critical to your operational needs.

B. Analyze the risk level of the request.

C. Complete the RESPONDING AGENCY Checklist (Form 3) with the information given by the

REQUESTING AGENCY.

D. Brief your employees and prepare the equipment.

E. Complete the Employee & Equipment Information Form (Form 4). Provide copies to your
responding staff and to the REQUESTING AGENCY.

F. Dispatch staff to the REQUESTING AGENCY for assistance.

3. Supervision and Control: The responding personnel, equipment and other resources will be under
the operational control of the Requesting Agency. These response operations shall be NIMS compliant
as well as organized and functioning within an Incident Command System (ICS), Unified Control System
(UCS). Direct supervision and control of responding agency’s resources shall remain with their
designated supervisor(s). The designated supervisor(s) shall: maintain personnel time records, material
records and a log of equipment hours and report work progress to the Requesting Agency. The
Responding agency’s personnel and other resources remain subject to recall by the Responding Agency’s
authority at any time, subject to reasonable notice to the Requesting Agency.

4. Food, Housing and Self Sufficiency: Unless specifically instructed otherwise, the Responding agency
will have the ability to be self-sufficient as practicable from the time of arrival to their designated
staging area location to the time of their arrival back at the responding agency’s home department.
However, the requesting agency may need to provide resources for tasks extending normal supplies.
For example, if the required tasks require significant mobile activities and fuel, the Requesting agency
should be prepared to augment their gas/diesel supplies.
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5. Communications: Unless specifically instructed otherwise, the Requesting Agency shall have the
responsibility for coordinating communications between the personnel of the Responding Agency and
the Requesting Agency. Responding Agency should be prepared to furnish their own internal
communications equipment sufficient to only maintain communications among their respective

operating units.



