SRM Affiliate PolicySAMPLE

Replace [bracketed placeholders] with information specific to your agency or region. This template is a starting point — add, adapt, and delete language and sections as needed to fit your governance structure.
[AGENCY NAME] Shared Resources Manager (SRM) Policy
Effective Date: [DATE]
Last Reviewed: [DATE]
1. Purpose
This policy establishes [AGENCY NAME]’s rules, roles, and responsibilities as a Affiliate Entity participating in the Shared Resources Manager (SRM) platform — covering access, day-to-day use, data handling, and coordination with the Master Entity and other participating agencies.  SRM is a collaborative tool that enables multiple agencies to monitor, claim, reserve, and manage interoperable radio channels, equipment, and personnel during planned events and emergencies.
2. Scope
[AGENCY NAME] participates in SRM as an Affiliate Entity under [PLACEHOLDER: Master Entity / regional governing body name].  This policy governs [AGENCY NAME] personnel and the resources [AGENCY NAME] manages within SRM.  It does not govern SRM’s platform-wide configuration, other Affiliates’ resources, or matters reserved to the Master Entity — see the Workgroup Charter for those.

This policy applies to all [AGENCY NAME] employees, contractors, and authorized volunteers who have been granted access to SRM, including [PLACEHOLDER: list specific positions/roles, e.g., telecommunicators, incident commanders, supervisors].  It covers [AGENCY NAME]’s use of SRM for resources it manages directly, as well as its participation in shared resources. This policy establishes best practices and guidelines for common SRM operations but does not cover all possible situations or exceptions.
3. Roles and Responsibilities
As a Affiliate Entity, [AGENCY NAME]’s Policy Owner and SRM Administrators manage this agency’s own users, resources, and day-to-day compliance with this policy.  Platform-wide configuration, cross-entity policy, and final decision-making authority rest with the Master Entity.
Policy Owner
The [PLACEHOLDER: position, e.g., Emergency Communications Director] is responsible for this policy and its enforcement.  The policy owner shall ensure the policy is reviewed annually and updated as necessary.
SRM Administrators
SRM Administrators are responsible for:
· Creating and maintaining user accounts
· Verifying user eligibility before account issuance
· Immediately suspending accounts for terminated or disciplined employees
· Resetting passwords and addressing access issues
· Maintaining and verifying the accuracy of [AGENCY NAME]-owned resources in SRM
· Providing training and support to SRM users
User Responsibilities
All SRM users are responsible for:
· Protecting their login credentials and never sharing them with others
· Reporting lost or compromised credentials immediately to the SRM Administrator
· Using SRM only for official, authorized operational or planning purposes
· Completing required SRM training before use
· Promptly releasing resources when no longer needed
4. Governance
[AGENCY NAME] shall participate in SRM governance, either directly or through a representation process (e.g., a rotating seat, delegate, or regional representative), as determined by the Master Entity's governance structure.  This includes contributing to policy development, resource configuration decisions, and issue resolution through the Workgroup or other governing body established for SRM.  [PLACEHOLDER: specify how [AGENCY NAME] selects or assigns its representative, if applicable.]
5. Eligibility and Access
The following personnel are eligible for SRM access:
· Telecommunicators (after completion of Phase [X] training)
· Incident Communications Technology Branch personnel:
· Communications Unit Leaders (COMLs)
· Communications Unit Technicians (COMTs)
· Incident Communications Center Managers (INCMs)
· Incident Tactical Dispatchers (INTDs)
· Supervisors and managers [PLACEHOLDER: add other roles as appropriate]
Account Issuance
To request an SRM account, an employee’s supervisor shall submit a request to the SRM Administrator, confirming the employee’s position and eligibility.  Each user shall receive a unique login with a strong password that meets [PLACEHOLDER: specify password requirements, e.g., minimum 12 characters].  Users may not share accounts or credentials.  Each account shall be assigned to an individual person, not to a position or role (e.g., “9-1-1 Dispatch Seat 4” is not an acceptable account).
Account Termination and Suspension
The SRM Administrator shall immediately suspend the SRM account of any employee who is terminated, placed on administrative leave, or subject to discipline.  Accounts shall remain suspended until the employee returns to active duty.  Upon permanent termination of employment, the account shall be deleted from the system.
6. Personalization
As a Affiliate, [AGENCY NAME] may configure SRM to fit its own workflow within the boundaries the Master Entity establishes:
· Resource Pages — [AGENCY NAME] may build internal-only resource pages and custom views that combine shared resources with agency-specific ones.
· Profiles — Users may be assigned multiple profiles (e.g., Dispatch, Supervisor, COML) so each sees the resources relevant to their assignment. [PLACEHOLDER: specify who approves profile assignments.]
· Color Coding — [AGENCY NAME] shall use [PLACEHOLDER: system default / agency-specific] color coding and channel prioritization so cross-agency users can interpret [AGENCY NAME]’s resources consistently.
7. Claiming Resources
Resources shall be claimed only when needed for operational or planning purposes.  When claiming a resource in SRM:
· Use the “Claim” or “Quick Claim” function for immediate use
· As time permits, include a brief note identifying the incident, event, or purpose
· Release the resource upon completion of the activity or when it is no longer needed
Do not claim resources unnecessarily or claim multiple resources with the intention of using only some of them.  [AGENCY NAME] personnel may claim any resource marked “Available” in SRM, including resources owned by other Affiliates, unless that resource is flagged as agency-restricted.  Claiming a resource does not require the owning agency’s advance approval, but users should release it and expect the owning agency to reclaim it for its own operational needs if a conflict arises. [PLACEHOLDER: add any additional local rules for claiming another agency’s resources.]
8. Reserving Resources
Resources may be reserved in advance for planned events, exercises, or known future activities.  When making a reservation:
· Reservations should be made as far in advance as practical
· Enter a clear description of the event or activity
· Specify the start and end times (single time slot or recurring)
· Cancel the reservation promptly if the event is cancelled or rescheduled
9. Marking Equipment or Personnel Out of Service
Equipment or personnel that are temporarily unavailable (e.g., radio equipment requiring repair, channel unavailable due to interference, personnel on vacation) shall be marked “Out of Service” in SRM. When marking a resource out of service:
· Provide a plain-language explanation of why it is unavailable (e.g., “radio in for repairs; est. return [DATE]”)
· Notify [PLACEHOLDER: maintenance contact or relevant personnel]
· Clear the “Out of Service” status and confirm the resource shows “Available” once it has been restored
Do not use the “Out of Service” function to hold or reserve a resource for your agency. Use the “Reserve” function instead.
10. Quick Claim Widget
[AGENCY NAME] users may enable the Quick Claim Widget (QCW), a floating panel that displays the first available resource from a pre-designated set and allows one-click claiming outside the main SRM interface.
· [PLACEHOLDER: position, e.g., SRM Administrator] shall approve which resources may be pre-designated in the Affiliate Entity’s QCW
· Claims made through the QCW are subject to the same rules as claims made through the main interface (see Section 6)
· Users shall not pre-designate resources they do not have a legitimate operational need to monitor
11. Data Use and Confidentiality
SRM data reflects real-time operational status and shall be treated as operational information. [AGENCY NAME] owns the data it enters into SRM; SRM serves only as the secure repository for that data.  [PLACEHOLDER: Add agency-specific rules, e.g., “Screenshots and exports of SRM data shall not be shared outside [AGENCY NAME] without approval from the Director”.]  All data accessed through SRM is subject to applicable records retention policies and public records law.  [PLACEHOLDER: Reference your agency’s records retention schedule.]
12. Recordkeeping and Audit Trail
SRM automatically logs every claim, reservation, release, and status change as a permanent record.
· Per-resource logs are available for immediate review during an incident or after-action process
· Monthly logs are generated automatically in PDF and CSV format; [PLACEHOLDER: specify who receives and reviews these]
· [AGENCY NAME] shall retain these logs consistent with [PLACEHOLDER: agency’s records retention schedule]
13. System Unavailability and PACE Fallback
SRM is designed for 99.9%+ uptime but, like any web-based platform, is not guaranteed to be available at all times. [AGENCY NAME] shall follow a Master Entity-authorized fallback procedure (PACE plan) for resource coordination if SRM is unavailable:
· Alternate: [PLACEHOLDER: e.g., direct radio contact with the resource-owning agency]
· Contingent: [PLACEHOLDER: e.g., group email distribution list]
· Emergency: [PLACEHOLDER: e.g., voice query on a designated coordination channel, with a paper log]
Personnel shall be familiar with this fallback procedure as part of required SRM training (Section 14).
14. Prohibited Conduct
The following conduct is strictly prohibited:
· Falsifying or providing inaccurate information in claims, reservations, or out-of-service entries
· Sharing login credentials with any other person
· Using SRM for personal, non-operational purposes
· Claiming or reserving resources with no intention of using them
· Deliberately or carelessly deleting another user’s claims or reservations without proper authorization
· [PLACEHOLDER: Add agency-specific prohibited conduct.]
15. Training Requirements
All users shall complete SRM role-based training before being granted SRM access.  [PLACEHOLDER: Specify training, e.g., “New users shall complete the online SRM overview module and the role-specific module (e.g., Dispatcher, COMU) via [PLATFORM]”.]  Refresher training is required [PLACEHOLDER: specify cadence, e.g., “every two years” or “upon significant system changes”].  Supervisors and administrators may receive additional in-person training from [PLACEHOLDER: position/department].
16. Violations and Consequences
Violations of this policy will be addressed in accordance with [AGENCY NAME]’s Disciplinary Procedures [PLACEHOLDER: reference relevant policy].  
17. Policy Review
This policy shall be reviewed annually by [PLACEHOLDER: position/department] and updated as necessary to reflect operational changes, system enhancements, or lessons learned.  The most recent review date and any revisions shall be documented at the top of this policy.
18. Related Documents and Standards
This policy should be read alongside the Governance Recommendations, the Workgroup Charter, and each Affiliate's own SRM Policy.
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