
 
 

City of Houston 
 
 

 
 

Emergency Preparedness  
Employee Handbook 

 

 

 

 

 

 

June 2025 



City of Houston 
Administration & Regulatory Affairs  
Emergency Preparedness Employee Handbook  
June 2025 

 

2 
 

 
Table of Contents 

Overview .................................................................................................................. 3 

Essential & Non-Essential Personnel/Tier Designation .................................. 3 

Reporting to Work .................................................................................................. 5 

Communications .............................................................................. 5 

Activating HERT ............................................................................................................................ 5 

Transportation ................................................................................................................................ 6 

Animal Services ............................................................................................................................. 6 

Disaster Recovery……………………………………………………………………..6 

Leave Time & Compensation……………………………………………………...7 
 
 
 
 

Exhibits 
 

Exhibit A - AP 2-3: Severe Weather and Other Emergency Conditions 
 

Exhibit B – Departmental Policy 4-22: ARA Emergency Preparedness Policy 
 
Exhibit C – AP 4-2: Internal Disaster Preparation & Recovery 

 
 
 

 
 



City of Houston 
Administration & Regulatory Affairs  
Emergency Preparedness Employee Handbook  
June 2025 

 

3 
 

Overview 
 
Unless otherwise directed by the Mayor, the City of Houston is open for business to 
deliver City services during all scheduled and published hours of operation. City 
employees, unless otherwise directed, are expected to report to work or to a temporary 
work location as scheduled regardless of weather conditions or other emergency events. 

 
All Administration & Regulatory Affairs (ARA) employees are designated as Essential or 
Non-Essential Personnel and designated as Tier I, II, or III to ensure that City services 
and operations are delivered.  

 
If, for any reason, non-emergency City services are suspended, a public announcement 
will be made by the Mayor.  
 
In an emergency, Administration & Regulatory Affairs Employees shall: 

• Know whether you are designated as an Essential or Non-Essential personnel 
and what Tier Designation you are. 

 
• Call ARA’ s  Emergency Contact Number, 866-603-3256 to get instructions on 

reporting to work. 
 

• Contact your immediate supervisor and advise them as to your availability to 
report to work. 
 

• Monitor your City of Houston email and the local news media for reports of current 
conditions and for announcements by the Mayor. 

 
• Monitor the City of Houston emergency alert system. Emergency alerts specific to City 

employees will be sent to the mobile phone number you have listed in HROne. 
 
• If you have volunteered and have been designated as a member of the Houston 

Employee Response Team (HERT), you should remain ready to report to work  
in-person for duties as assigned. 

 
• Be prepared to be reassigned to assist in other areas as needed. 

 
 

                            Essential and Non-Essential Personnel 
 

Essential Personnel:  
 
In accordance with the City's Administrative Policy (AP) 2-3 (Exhibit A): Severe Weather and 
Other Emergency Conditions, ARA has designated all employees as either Essential or Non-
Essential Personnel. ARA employees are to be notified of their Tier Designation by their 
supervisor, annually in May, and must sign an acknowledgement form (Exhibit B).  
 
The contact and emergency information (i.e., cell phone, home phone, alternate phone 
number, and emergency contact person) for each Essential employee should be maintained 
by the supervisor in the event of severe weather or other emergency. 
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Essential employees are expected to report to their regular work location, or other designated 
work location, unless otherwise directed by the Director or his/her designee. 

During severe weather conditions or other emergencies, an Essential employee may be 
assigned to other duties or other areas. An Essential employee may be temporarily assigned 
to another department. 

If an Essential employee, in their best judgment, is not able to report to work, they must notify 
their supervisor or the appropriate level of management of their situation. The employee's 
assessment is subject to review and approval by the supervisor or management. As the 
situation changes, the employee is expected to notify their supervisor when they can report to 
work. 

 
Essential employees have the responsibility to pre-plan the safeguarding or relocation of 
family members before they are required to report to work. 

An Essential employee, who does not report to work without supervisor approval or leaves 
work without proper authorization, shall utilize vacation leave and may be subject to 
appropriate disciplinary action, as defined by AP 3-7: Positive Corrective Action Program. 
 
Non-Essential Personnel:  
 
Non-Essential employees who have been directed to remain at their residence as their 
designated temporary work location or have been directed to another site as their temporary 
work location, shall continue to monitor media communications, the City of Houston’s 
emergency alert system, and call the ARA Emergency Contact Number for updates. 

Upon receiving instructions to return to work, Non-Essential employees shall report to their 
regular or temporary work location. 

A Non-Essential employee who has reported to work during an emergency situation should 
remain at work unless approval to leave is received from their supervisor. An employee who 
leaves without authorization shall utilize accrued paid vacation leave time and may be subject 
to appropriate disciplinary action as defined by AP 3-7: Positive Corrective Action Program. 

Once severe weather or other emergency event subsides, all ARA employees (Essential and 
Non-Essential), unless otherwise directed by the supervisor or management, should report to 
work. 
 
Tier Designations: 

All City employees, Essential and Non-Essential personnel, have been designated as Tier I, 
Tier II, or Tier III for emergency purposes. The Tier structure listed below is as defined by the 
City’s Administrative Policy 2-3 (Exhibit A).  

• Tier I: Employees determined by department directors to be essential to the continued 
operation of critical City functions, including preparations and responses to 
emergencies. Tier I employees are expected to report as directed under any 
circumstances. Tier I employees are considered essential during the pre-, intra- and 
post-event periods and are required to carry out the responsibilities assigned to Tier 1 
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employees in Section 6, Procedures.    

• Tier II: All employees without immediate, specific emergency roles but who may be 
necessary to execute duties for the City under certain circumstances. Tier II employees 
are considered essential during the pre-, intra-, and post-event periods and are required 
to carry out the responsibilities assigned to Tier II employees in Section 6, Procedures. 

• Tier III: All City employees not specifically designated as Tier I or Tier II employees. 
Tier III employees are required to be available and carry out the responsibilities 
assigned to Tier III employees in Section 6, Procedures. 

Reporting to Work 

ARA employees directly provide, or support others who provide, services to the citizens of 
Houston. Many of these services are critically needed before, during, and immediately after 
severe weather or other emergency events. 

During periods of severe weather conditions, travel along roadways could become hazardous. 
Therefore, in cases of severe weather conditions or other emergency events, the Mayor may 
suspend some or all non-emergency City services, requiring the presence of only designated 
Essential personnel. 

The decision to suspend non-emergency City services and to direct or advise City employees 
not to report to their regular work location rests solely with the Mayor. 

Communications 

City of Houston employees will automatically receive report to work notifications from the Office 
of Emergency Management (OEM) via work email and City issued mobile device when the 
Mayor declares an emergency.  If an ARA employee would like to receive emergency 
notifications via text to a personal device, they will need to update their profile in HROne. 

ARA employees are expected to monitor their work email and call the ARA Emergency Contact 
Number, 866-603-3256, to get updates about reporting to work. 

The Director of ARA or his/her designee will be responsible for recording the ARA emergency 
message with up-to-date information and instructions for Department employees specifying 
duties and report to work status for each Tier. 

 
                 Activating Houston Employee Response Team (HERT) 

 
The Houston Employee Response Team (HERT) is comprised of Tier II and Tier III City of 
Houston employees who have volunteered to be available and called upon to meet the needs 
of surge staffing during disasters. 

The Director of ARA or his/her designee is responsible for keeping a list of current ARA HERT 
members consisting of approximately 8.5% of department Tier II and Tier III employees. This 
list is expected to be updated with valid contact information, including personal cell phone 
numbers and email addresses, every year before the beginning of hurricane season on June 1. 
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The Director of Administration & Regulatory Affairs or his/her designee is responsible for 
contacting the appropriate number of volunteers as assigned by the Mayor and directed by OEM. 
HERT assignments and deployment locations will be dictated by OEM and relayed to the 
volunteers upon activation.  

 
                                                       Transportation 

ARA will maintain established transportation procedures with vehicles-for-hire and METRO 
during emergencies. In anticipation of an emergency event, ARA’s Regulatory Permitting 
Division will coordinate with local vehicle-for-hire vendors to meet transportation needs.  

Houston 311 agents are Tier I employees who are required to report to work for scheduled shifts 
in-person or remotely during emergency events. OEM will provide ARA with a list of facilities 
that provide services during an emergency event. 311 agents will book rides for the public 
needing transportation to and from designated facilities using approved vehicle-for-hire, 
METRO, or other providers as designated by OEM.  

In the aftermath of an emergency, return-to-home transportation includes on-site ride dispatch 
provided by ARA staff in addition to rides booked by 311 agents.  

Animal Services 

BARC team members are Tier I employees and will be required to report to work during severe 
weather or other emergency events unless otherwise directed by the Mayor, designee, or ARA 
Director. During an emergency, BARC’s priority is the safety and welfare of the animals under 
its care. Depending on the severity of the emergency, BARC’s division head, in consultation 
with the ARA Director, will recommend which public services will be available or if the animal 
shelter will remain open to the public. This includes all outcome-based activities, including but 
not limited to, adoptions, fostering, and rescue transfers. BARC’s secondary priority during an 
emergency is for the safety and welfare of pets in the community, particularly those that have 
been taken to emergency facilities. 

BARC will make every effort to provide crates, supplies, and food for animals that have come 
to designated emergency facilities with their owners.  

Disaster Recovery 

In accordance with AP 4-2 (Exhibit C): Internal Disaster Preparation & Recovery, the Risk 
Management Division, in advance of an event forecasted to affect the Houston area, notifies 
pre-designated City department contacts responsible for reporting preliminary damage 
assessment reports to Risk Management and OEM. Risk Management collects preliminary 
property damage reports from departments and administers the insurance claim recovery 
process. The reports are due to Risk Management and OEM within three days after the event 
or when road travel in the City is reasonably safe. The division notifies the City’s Insurance 
Broker of Record (BOR) of a potential property insurance claim. The BOR notifies the insurance 
carriers of a potential claim, and the insurance adjusters are mobilized to perform site 
inspections of damaged properties as soon as possible. Risk Management facilitates site 
inspections with the departments and adjusters.                           
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                          Leave Time and Compensation 
 

In conditions where the Mayor has issued a directive suspending non-essential City services 
and directing non-essential City employees not to report to his/her regular work location, 
disaster time off (DTOF) pay may be used. If an employee is on approved scheduled paid 
leave, such as vacation, such time will not be changed from paid vacation to DTOF. In 
localized conditions where the Mayor has not issued a directive instructing a City employee 
not to report to his/her regular work location, if a supervisor authorizes an employee to arrive 
late or miss work due to the emergency conditions, they may allow the employee to make up 
the missed time or allow the employee to use accrued vacation leave time in accordance with 
the Fair Labor Standards Act (FLSA) and AP 3-11: Absence or ARA’s Departmental Absence 
Policy. 
 
If a supervisor does not agree that weather conditions prevented an employee from reaching 
their regular work location as scheduled, the employee may utilize accrued vacation leave 
time and may be subject to disciplinary action in accordance with AP 3-7: Positive Corrective 
Action Program. 

Non-Exempt Employees: 

Non-exempt employees who work during severe weather conditions or other emergency events 
will be paid for the hours physically worked plus appropriate overtime pay. 

A non-exempt employee may make up any scheduled work time at the discretion of the 
supervisor. All hours must be made up during the current workweek. Any shortfall of regular 
hours may be charged to the appropriate accrued leave. In all cases, a non-exempt employee 
is to be paid for all hours worked in accordance with the Fair Labor Standards Act (FLSA). 

Exempt Employees: 

Exempt employees who work during severe weather conditions or other emergency events will 
be paid for the time worked based on their regular salary and may be eligible for approved 
compensatory time. 

In accordance with the Department of Labor and applicable FLSA rules, an exempt employee 
(except in very limited circumstances) cannot be docked for time not worked if they worked any 
time during the workweek. However, any shortfall of regular hours may be charged to the 
appropriate accrued leave, and the employee will be subject to disciplinary action up to and 
including indefinite suspension. 

Emergency Activation Pay: 

According to the 2024 HOPE Meet & Confer Agreement, when the Mayor declares an 
emergency event, non-exempt union member (UM)s regardless of their Tier Designation, who 
are performing work directly related to the emergency event and those working hours are 
overtime hours (excess of 40 hours for the workweek), the non-exempt UMs shall be 
compensated in cash at two (2) times their regular rate of pay for the overtime worked for the 
duration of the emergency event.  
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EXHIBIT A 

AP 2-3: Severe Weather and Other Emergency Conditions 
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EXHIBIT B 

Departmental Policy 4-22: ARA Emergency 
Preparedness Policy 
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EXHIBIT C 

AP 4-2: Internal Disaster Preparation & Recovery 
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Attachment A  
City Preliminary Property Damage Form  
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Attachment B  
Emergency Cash Account Receipt  
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