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Plan Objectives:

The purpose of this plan is to provide the appraisal district personnel with guidance in the performance of their duties in
the event of a major emergency, whether it be an event involving only the district facilities or a major event that effects
the entire community.

The District’s objective is to maintain customer service b‘v minimizing disruptions of operations and to protect the safety
of the districts employees and the facilities, physical assets and electronic information.

Definition of a Critical Incident/Disaster: .

A critical incident is a situation that involves the District’s employees or an employee and/or other members of the
community that creates a major disruption of the normal operations of the district and requires a response beyond
normal procedures.

Examples may be situations such as natural/structural disasters (Le. fire, flood, tornado, hurricane, storms, explosions,
leaks, and hazardous materials releases), violent behavior (i.e. terrorism, workplace violence, vandalism, and theft) or
life-threatening injury or illness.

Some emergencies, disasters or incidents will occur with enough warning that appropriate notification will be issued to
ensure some level of preparation. Other situations may occur with no advanced warning.

Such a disruption may include the inability of the district to receive phone calls at our normal office number, inability to
access hard copies of all district records and the inability to access the office computer network.

This may also include the inability to access electrical power through the normal grid.

The Gonzales County Appraisal District has installed security “Panic Buttons” at all employee stations that will notify
DPS, County Sheriff’s Office and local City Police all at once if any panic button is activated. It also notifies each station
that an event is taking place in the office and for them to get in a secure place or evacuate.

Execution of the Plan:
The Chief Appraiser (Deputy Chief Appraiser, if the Chief is unable to serve) shall have the sole authority to put this
plan into effect and shall be the official spokesperson for the district during such an emergency.

Employee Notification:

The Chief Appraiser, once notified of a disaster or incident involving the District and/or one of its employees, will
_notify the Deputy Chief Appraiser and the Board Chairman. If the Chief or Deputy Chief Appraiser is not able
to be reached or is incapacitated the Computer Operations Manager is the next person in command. The Chief
Appraiser will contact the Deputy Chief Appraiser and all clerical personnel and advise them of the disaster and any
action to be taken as well as any closing. The Deputy Chief Appraiser after being notified is responsible for
contacting the appraisal staff. The Chief, Deputy Chief Appraiser, and Computer Operations Manager have cell
phone and/or home phone contact information for all employees and all employees have contact information
for the Chief, Deputy Chief Appraiser, and Computér Operations Manager as well as various other staff members.
(These 'contact numbers and employee names are not published in this document for privacy purposes as this plan may
be the subject of an open records request).

r=Prevention/Loss Control:
Prevention begins with keeping a well maintained arld organized facility to reduce the chance of loss from internal
sources as well as being aware of possible external ihazards that the building and equipment may be exposed to.
Appraisal information is stored not only on site but off site by the district’s software vendor and is backed up nightly
off site. i
I



Employee Preparedness and Responsibilities:
Employees are responsible for being sure that their office as well as common areas near their offices are secured in the

/~ovent of a foreseeable Incident such as a hurricane or tornado and that all electronics are moved up off the floor and
away from windows if possible to avoid possible water damage if time permits.

Fire extinguishers are located throughout the building al;ld are inspected and maintained as required. Employees should
attempt to extinguish a fire only after a “911" call ha? been placed and if the fire is small and not life threatening.
Everyone should evacuate the building through the nearest exit.

In the event of a tornado or other event requiring employees to “shelter in place” everyone will shelter in the hallway in
the north end of the building.

Post Disaster Response: :

A. The Chief Appraiser will initiate contact with all district employees to inform them of the emergency and have
everyone assemble at a secondary location instead of the district office if necessary.

B. Operation of the district will be established at a secondary location if necessary. This location to be determined
based on available facilities once the situation has been cleared for safety.

C. Recovery operations of the district will begin at this designated location.

D. In the event of a large spread incident the Chief Appraiser may also contact the Gonzales County Emergency
Management Coordinator for instruction and to determine if the area has been cleared for safety. The Chief
Appraiser will then make assignments to district staff for recovery and reestablishment of district basic functions
as this becomes possible.

Secondary/Recovery Location

Staff will be instructed to assemble at the East entrance to the Victoria College Gonzales Center (formerly the Gonzales
/“National Guard Armory). The conference room shall be used as our secondary location for mitigation purposes until a

more permanent location can be put into operation. When all district staff have been accounted for the Chief Appraiser

will contact the Gonzales County Emergency Management Coordinator and provide that information.

District staff will be asked to bring laptop computers with them to the secondary location. District laptops will be
brought to the location by the Chief Appraiser or his designate if they can be safely acquired. District employees with
smartphones or tablets will have the ability to access all of our account information and mapping data that is maintained
online through the cellphone networks if they are op?rational. This data is maintained and hosted offsite on servers
located in Fort Worth and Houston by Pritchard and Abbott Inc. A gasoline powered portable generator will be used for

recharging laptop computers and smartphones as needed if access to electrical power is not otherwise available.

District Operations at a Secondary/Recovery Location

In the event of a localized incident the use of a secondary location will allow for minimal operations of the district. If the
disaster is more widespread the Chief Appraiser will c;ontact staff as possible, where they are sheltered and institute
such portions of this plan as are reasonable and prudent

The primary function of the district at the secondary location will be to provide any ownership and location data
necessary to emergency management personnel during a widespread disaster and to begin coordinating recovery
operations to bring the district back into full operation as soon as possible following the disaster. The Chief Appraiser
will contact all members of the board of directors and the appraisal review board if necessary and keep them informed
of the status of district operations. l

All Software and appraisal data is stored on an in-housF server as well as being stored and backed up off site nightly by
=the district’s software vendor. In the event of a forese;eable disaster the in house server will be removed from the site
and taken home by the employees or stored in a safe kT:ation such as a safety deposit box.



. Safety permitting, district staff will begin securing property from the current district location and gather that property
into the secondary location or to a storage location as determined by the Chief Appraiser. Priority will be given to the
recovery of any paper records and electronic data storage devices to ensure that permanent records and documents

required by records retention are preserved if sa!vageable.

Business Operations at the Secondary/Recovery Locatl

The primary function of the district at the recovery! Iocation will be to reclaim and reassemble the records and
equipment of the district as best as possible to facllitate the return of the district to full operation at a permanent
location as soon as possible.

An inventory of all records and equipment for each department should be done to determine what may need to be
repaired or replaced in order for the district to operate effectively in a permanent location and to make note of any
records that may have been lost or permanently damag?d.

The Chief Appraiser will keep all local media informed o:f any change in the location of the district office and in possible
change in contact information for the district as appropriate. These advisories will also be posted on the districts web
site if internet service is available.

All functions of the appraisal district should be carried on as near to normal as possible considering the situation at the
time with every effort being made to return the district | fo their original location or a new permanent location as soon as
possible. '
Recovery Timeline:
24 Hours:
Assess damage and determine if secondary location is necessary
Determine length of electric and phone service outage
= If possible restore utilities and telecommunications
Secure building, doors, and broken windows

Begin clean up and minor repairs
Determine scope of damage to server, PC'’s, an  all office equipment
Contact software provider and vendors to replace damaged or destroyed equipment
Remove and/or secure all vital records subject to further damage or exposure
Notify Board members of extent of damages and relocation if necessary
Make arrangements with local law enforcement to secure and patrol the premise if necessary
48-72 Hours:
Restoring utilities and telecommunications is highest priority if stili out
Reinstall software and restore data as necessary
Work with vendors to replace furniture/fixtures as necessary
Notify insurance company
Prepare statements/contact local newspapers and post statement on web page advising public of
current situation and possible relocation of district
Document all facility damage — photograph damage as much as possible
Notify post office and vendors if relocated to a secondary location for all deliveries
Keep Directors and all employees informed of recovery process
1-2 Weeks:
If incident is moderate in scope, complete repairs while operating under modified conditions at either
District office or secondary/recovery location
Salvage equipment, furniture, and supplies
/- Arrange for offsite storage if needed
Call special Directors meeting for planning and authorization of purchases as neaded

3-4 Weeks:



If the incident is severe in scope, operate at a temporary facility until repairs are completed or
office is relocated into a new facility

Settle property claims with insurance company and secure financial backing as necessary for
recovery effort ;

Report on final disaster recovery expenses to Board as necessary and keep media updated

See the attached Appendix A, B & C



APPENDIX “A”

EMPLOYEE DIRECTORY

John H. Liford

Joseph N. Rapoza

Tammy Perry

Chief Appraiser Deputy Chief Appraiser (Computer Operations Manager
P.0.Box 1729 3751 County Road 232 P.0. Box 295
Gonzales, Texas 78629 Gonzales, Texas 78629 Gonzales, Texas 78629
Lisa Pakebusch Gary Henderson James Pullin
830-263-4133 830-857-5535 830-857-6962
Mary Miller Kathryn Bradley Kaleb Knox
830-672-9702 830-446-9040 830-351-0003
Kimberly Teague Brynn Mann Sandra Sanchez
830-203-9299 830-339-9586 830-857-6550

Clifton Davis

830-437-5629 Home

249-688-7359 Cell

WEB SITE: www.gonzalescad.org

|
‘EMAIL: gonzcad@gvec.net




APPENDIX "B"

Board of Directors Appraisal Review Board
Chairman

Sue Gottwald Chairman

3158 HWY 90A E Michael E. Baker
Gonazales, Texas 78629 P.0. Box 217
(830)672-2989 HM Cost, Texas 78614
{830)672-8676 VET (830)437-2777 HM
(830)203-0472 CELL {713)819-7610 CELL

Vice Chairman

Vice-Chairman William K. Allen

Frank "8ud" Box 8402 St HWy 97 E

P.O. Box 587 Waelder, Texas 78959

Nixon, Texas 78140 (830)540-3577 HM

(210)275-7558 (713)202-1263 CELL

Secretary Secretary

Josh Gray Marla F. Henegar

P.O. Box 273 2546 County Road 438

Gonzales, Texas 78629 Harwood, Texas 78632

(830)857-3022 (903)815-0959 CELL

Member Member

Jeff Harvey Gary Drescher

P.O. Box 307 391 County Road 345

Nixon, Texas 78140 Gonzales, Texas 78629

(210)833-6522 (972)670-8062 CELL
Member

Member John Barfield

D'Anna Robinson
1415 Saint Vincent Street

8820 N, US Hwy 183
Gonzales, Texas 78629

Gonzales, Texas 78629 (830)672-3649 HM
(361)648-5044 {830)445-0959 CELL
Non Voting Member
Crystal Cedillo
P.O. Box 677 Member
Gonzales, Texas 78629 Lynn Wilburn
(830)672-2841 WK 2440 County Road 354
(830)672-3476 FAX Gonzales, Texas 78629
(830)857-1838 CELL (830)437-2996 HM
(830)519-4256 FAX (830)857-3455 CELL
Member
Larry M. Wehde
1713 Gardien Street
Gonzales, Texas 78629
(830)672-6933 HM

{830)857-3890 CELL




APF"ENDIX C
I

Pritcha rd; & Abbott Inc.

4900 Overton Commons Court
Fort Worth Texas 76132
817-926-7861 Phone
817-927-5314 Fax

Gonzales iNationaI Bank
Safety ljpeposit Box
1622 E Sarah Dewitt Dr
Gonzales Texas 78629
830-519-4450



