Citizen Corps Council Administration
Council Approval Tutorial

National Office of Citizen Corps




Uniting Communities - Preparing the Nation

Requirements for Registering a Council

All Citizen Corps Councils must register on the Citizen Corps website to be
recognized as an active Council.

Registrants must provide accurate information as requested on the registration
form.

A Council must be sponsored by a government official whose jurisdiction
corresponds to the service area of the newly requested Council.

A Council’s primary point of contact and the sponsoring official must not be the
same person.

Multiple Councils may exist in the same jurisdiction only if the sponsor
approves.

Council membership should include community representatives from the
public, private, and community/voluntary sectors.
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Logging In

popuiation.

Stay Connected
= Go to www.citizencorps.gov and (4] Subscribe to News Updates # Latest News

E Citizen Corps Widgets
.| Citizen Corps RSS Feeds
L1 Citizen Corps Twitter

= Enter your user name and password in the B FEMAFacebook Page

& FEMAYouTube Channel
! Link to Citizer corps.gov

Webinar: Collaborative F
Secretary Napolitano Hit
Enhancing Critical Infras
New TV PSAs Call on Ar
FEMA Launches CPG 1(

Council Login box in the lower left corner of
the front page.

Website Assists in Comi

DHS and Walmart: Prom|

Council Login

Your Email Address

i <
‘Your Email | Follow These Tipsand &

Thousands Acceptthe L
Don't Drop the Ball, Res:t

Your Password

& % % ¥ % ¥ % ¥ ¥ *

Holiday Parties: Spread

LOGIN .
Click here for more news

Citizen Corps Home
Accessil

PART}
oE 14,%

{‘U“ Ug
A

@)

/*/'1'1‘( 30 %

¢, )
44 ND S5



http://www.citizencorps.gov/�

Startup Page

= After logging in, you will be brought to the startup page.

= Click the Manage Councils link on the right side of the screen.

Home AboutUs Are You Ready? Parners & Affiliates Citizen Corps Councils News & Events Council Administration

Citizen Corps Council Administration

Farim just updated the message of the day

Only national, regional, and state users will see this alerd

Manage CERTS

Manage Users
Everybody that logs in will see this g =

Alert: Manage Evenls
A recant attempt to hack our site was prevented through the manual approval process for View Statistical Reporis
;:I;rr;i:: events Please remember to not simply approve by actually reviéw each event prior to Download Logos
Welcome Citizen Corps Admin! View Councll Map
Click on the appropriate links in the navigation bar to the left to manage user, manage councils, view reports and send email Manage Email
Log out

The following link provides statistical information on CitizenCorps web sile activily. It includes number of unique visitors, number of
visits and other interestng details
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Manage Councils Section

= Four sections on this

page include:

— Newly Requested
Councils

— Councils Pending
Approval

— Approved Councils
— Denied Councils

= All Councils that you
administer will be in

one of these sections.
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RARING THE NATION

Contact | Locate Your Council | Log Out | 1l | I

FEMA

Home AboutUs AreYouReady? Partners & Affiliates  Citizen Corps Councils  News & Events  Council Administration [ | 60!

Newly Requested Councils

Councils Pending Approval

Approved Councils (Show)

Denied Councils

(Show)

(Show)
(Show)

In This Section...

Discussion Forum

Manage Councils
Manage CERTs
Manage Users
Manage Events

View Statistical Reports
Download Logos

view Council Map
Manage Email

Log out

Council Administration

» Add New Council

» Search Councils

» Council Reports

eady gov | Serve gov | Disasterdelp gov

g-ns |No FEAR Act Data | FOIA

The National Office of Citizen Corps - FEMA Individual and Community Preparednes s Division
Techworld Buiding, 800 K. Street NW, Suite 640, Washington, D.C. 20472-3630
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Newly Requested Councils

= Once a Council registration has been
submitted, you will receive an e-mail Newly Requested Councils  (Hide)

18 items found, displaying all items

notification that there is a newly Smte  Type  Name Registared Date

. CA County Carmel Valley Safety Initiative 2010-01-17

requested Council. _
County Silver Valley Disaster Council 2008-04-16
County PMC CERT & 2008-11-03

Local Loma Linda Citizen Corps Council 2009-07-17

= This submission will be located under U | ey S m——

the Newly Requested Councils section. e

Local Lake Elsinore Citizen Corps Council 2008-12-18

. Local Lake Forest Neighborhood Watch 2009-04-14

" On C e yo u are I n th e Nery Req u eSted Local City of Costa Mesa Citizen Corp Coundil 2009-09-23

Councils section, select the Council e o i

Local City of Norwalk Emergency Voluntaer Prog 2009-06-17

submission you’d like to review. Local__ Wartinez CERT 20090591
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Reviewing a Submission

Once you click on a newly requested Council,
you will be brought to the General Information
tab of the Council’s submission.

Because you have begun to review this
submission, this Council’s status will be changed
from “Newly Requested” to “Council Pending
Approval”.

You should review each tabbed section to ensure
the information appears accurate and conforms

to any State requirements (if applicable).

After review, you may click “Approve” or “Deny”.

[e:LUTCIRT L [Local Official Public info. Additional Info Council Users  Jurisdictions

Citizen Corps Council Contact Information

A This council's status is currently Pending and is in need of review.

Since you have the authority to change the councils status, once you have reviewed the request ensured the accuracy of
the submission, simply click Approved or Deny below to complete this process

Keep in mind, the stated goal of the approval process is to ensure that the submission is for a real Council, that has the
authority to operate within the stated jurisdiction. Submissions often are missing many details, and this doesnt
necessarily warrant denial. Since they can update the entries once approved

If you deny a council, the submitters will have to redo the entire process to submit another application, and will not have
the opportunity to update the one you see now.

L

Please provide the name, address, and contact information for your Citizen Corps Council. Ifthe Council address s the same as your,
Council representative address, you can autamatically fill in these fields by elicking on “Populate fram contact info™.
Please note: this infarmation will be posted publicly on the National Citizen Corps Website.

Council Name: *

Street Address: *
Street Address Cont.

City: *
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General Info Tab

= The first tab for review is the General Info tab.

(e LTINS Local Official  Public Info Additional Infe Council Users  Jurisdictions

Citizen Corps Council Contact Information

& This council's status is currently Pending and is in need of review.

Since you have the authority to change the councils status, once you have reviewed the request ensured the accuracy of
the submission, simply click Approved or Deny below to complete this process

Keep in mind, the stated goal of the approval process is to ensure that the submission is for a real Council, that has the
authority to operate within the stated jurisdiction. Submissions often are missing many details, and this doesnt
necessarily warrant denial. Since they can update the entries once approved

Ifyou deny a coundcl, the submitters will have to redo the entire process to submit another application, and will not have
the opportunity to update the one you Se& now.

DENY L

Please provide the name, address, and contact information for your Citizen Corps Council. If the Council address is the same as your
Council representative address, you can automatically fill in these fields by clicking on "Populate fram contact info™.
Please note: this information will be posted publicly on the National Citizen Corps Website.

Council Name: * Loma Linda Citizen C

Street Address: * 25541 Baron Road

o

Street Address Cont.

City: * Loma Linda
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Local Official Tab

General Info m Public Info Additional Info Council Users Jurisdictons

Local Sponsoring Official Information

Ta be approved, your Citizen Corps Council must have the support of the local elected leadership for your Council's jurisdiction - this
could be the Mayor, CityTown Manger, County Commissioner - or the Emergency Management Director for your area.
Please note: this information will not be posted publicly on the National Citizen Corps Website

First Name: *

Middle Initial: b
Last Name: * Rice
Title:

Street Address: * 375 Loma Linda Drive

Street Address Cont.:

City:* Loma Linda

Select Country: * UNITED STATES E|
State: c . =]

Postal Code: * 99354
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The next tab for review is the
Local Official tab.

This tab displays contact
information of the local elected
official sponsoring this
Council.
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Public Info Tab

= The next tab for review is the Public Info tab. This involves a series of questions that
displays information about the activities of a Council.
= This info will be publicly displayed on the Citizen Corps National website.

General Info Local Official m Additional Infe Council Users Jurisdictions

Public Information About Your Council

In addition to posting contact information for your Citizen Corps Council, we would like to include information about your Council
membership and your community's preparedness activities on the National Citizen Corps Website.

Council History

Month & year your Council was started:

Juneg |E] 2010 |E]

Citizen Corps Council

The purpose of 3 community preparedness council, referred to here as the Citizen Corps Council, is to foster collaboration between
government and civic leaders from all sectors to develop goals and strategies for community resilience taillored to specific community
vulnerabilities and population. The membership of the Council should reflect the population composition, the hazard profile, and the
infrastructure of the cammunity.

Please select all organizations that padicipate in your Council

Elected Leadership

Mayor, CityTown Manager, County/Parish Elected Leader

Emergency Responders
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Additional Info Tab (Private)

= The Additional Info tab provides more detailed information on the Council.

= This information will not be viewable by the public and will not be posted on your Council
Profile or the Citizen Corps website. This information helps the National Office assess
needs for future support and technical assistance.

General Info Local Official Publicinfo ERLOHUEIRLE Council Users  Jurisdictions

Additional Informathzn - Not Publicly Accessible

In addition the information on your Citizen Corps Council that will be posted on the public Mational Citizen Corps Website, we would
like to request some more detailed infarmation about your Council activities,

Please note: answers to the following questions will NOT be posted on the public website, but will be posted on the password
protected portal - accessible only to other Citizen Corps Councils and Partners. This data will help us all better understand how
Citizen Corps is being implemented around the country and will help with growing and expanding community preparedness efforts.

Council Administration

How often does your Citizen Corps Council meet?

Monthly
Quarterly
Bi-Annually
Annually

) As needed

Other:

What is the participation of the local elected leader (e.g. Mayor, County Commissioner)?

Chairs the Council
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Council Users Tab

= The Council Users tab allows you to manage the users associated with the Council.

= |t allows you to:
— Select the point of contact.
— Remove or delete the point of contact or any other user.
— Adjust the permissions that the user has.

Genermal Info Local Official Public Info  Additional Info m Junadictions

Council Users / Point Of Contact

Please note; the select point of contacts information will be publicly avallable on the Citizen Corps web site

Council Users
5 items found, displaying all items.

User POC | Del Status Role Assign To Council
Burtan Clark e Inactive Association Only, Mo Permissions To Modify

Inactve Manage Councils J

Inactve Manage Subscribars v

Inactive Manage Usears [

Inactive Send Emails Ls &
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Jurisdictions Tab

The Jurisdictions tab shows where the
Council plans to operate, which is not
necessarily the same zip code as the
Council’s address.

The jurisdiction can be at the county
level, local level, or tribal level.

For state users and regional users, the
system will display all jurisdictions
within your geographic area.

Eibal Info Local Official Public Info  Additional Info  Council Users

Assign Council Jurisdictions
Please note; this information will be publicly available on the Citizen Corps web site

Select Country: *

UNITED STATES [=]
Select State * Califormia |v|
Jurisdiction By: * Lol [j|

Available
= 101 (LOS ANGELES.LOS




Approve or Deny

= This is the final step to
approving or denying a
Council.

m Local Official Public Info Additional Info Council Users Jurisdictions

Citizen Corps Council Contact Information

A This council's status is currently Pending and is in need of review.

Since you have the authority to change the councils status, once you have reviewed the request ensured the accuracy of
the submission, simply click Approved or Deny below to complete this process

- H 11 7
u SI m p Iy C I I C k Ap p rove O r Keep in mind, the stated goal of the approval process is to ensure thatthe submission is for a real Council, that has the

authority to operate within the stated jurisdiction. Submissions often are missing many details, and this doesnt
" Deny” necessarily warrant denial. Since they can update the entries once approved

If you deny a council, the submitters will have to redo the entire process to submit another application, and will not have
the opportunity to update the one you see now.

 DENY
N
= Once a Councils is approved,
. . . . Please provide the nlarne. addresls. and contact in_forrnation for your Citizen C_orps Coupcil. If the Council addrt_ass_is the same as your

the Council’s submission will Piucs s acl. i iliati Wl b biaked ST e el R S

create their Council Profile and Council Nams:

they will gain access to the seetAdeas

Street Address Cont.
secure (login) section of the

Citizen Corps website.

City: * fior
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Approve or Deny (Cont.)

= When you approve or deny a Council, an e-mail will
automatically be sent to the Council’s primary point of
contact notifying him/her of this action.

= Please encourage each Council to update their information
at least every six months.

= For additional support, visit
http://www.citizencorps.gov/councils/reqgistry

= For technical assistance, email citizencorps@dhs.gov

e
citizenReorps
15



http://www.citizencorps.gov/councils/registry�
mailto:citizencorps@dhs.gov�

	Citizen Corps Council Administration Council Approval Tutorial �
	�Uniting Communities - Preparing the Nation�
	Logging In
	Startup Page
	Manage Councils Section
	Newly Requested Councils
	Reviewing a Submission
	General Info Tab
	Local Official Tab
	Public Info Tab
	Additional Info Tab (Private)
	Council Users Tab
	Jurisdictions Tab
	Approve or Deny
	Approve or Deny (Cont.)

