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Hub-in-a-Box Tips
Seattle Emergency Communications Hubs

The following information is intended to help guide new Community Hubs through the process of purchasing and installing a Hub-in-a-Box as part of the 2020 Hub-in-a-Box Program.  If you have questions, please contact:
· Seattle Emergency Hubs: Cindi Barker, CindiLBarker@gmail.com or 206-933-6968
· Department of Neighborhoods: Juan Martinez, juan.martinez@seattle.gov or 206-733-9259

Before you get started, some things to know. 

Eligibility Criteria
· Maintain a primary contact (and backup, if possible) with Seattle Office of Emergency Management.
· Agree to appear on the Emergency NeighborLink Map so other community members are aware.  
· Have at least 3 to 5 people as a core workgroup who agree to exchange information and meet at a designated location related to the hub. 
· Designate a meeting location that must be outside of a City-owned building. 
· Attend a Hub Orientation offered by the Seattle Office of Emergency Management or the Hub Captains Network. 
· Display a public placard, signage or other designation of your Community Emergency Hub. 

Basic steps and considerations for all Hub-in-a-Box Applicants. Make sure to read all the way to the end before you start!

If you have established yourself as a hub that meets the minimum criteria described below, you can apply for up to $1,800 for a Hub-in-a-Box.

STEP 1. Pick your Hub box location, coordinate the box location with the property owner and obtain permission.
· For private property, be sure everyone agrees, especially if property owner is not a tenant of the building. Document your agreement with the property owner. 
· Ensure that the location will not interfere with normal business for the property owner and ask how the box will be “known” to employees so that it is not accidently removed.
· Boxes should be secured in place, either to concrete pad or to a wall. It should be outside a building, so you can access it if the building is damaged in a disaster.  
· [bookmark: _Hlk50623757]If your location is going to be on Parks Property, you will need to contact Seattle Parks Department Emergency Manager (Jon Jainga, jon.jainga@seattle.gov, 206-684-8685). They will work with you for a series of special steps (see section 5 for more details) 



STEP 2. Pick your box
· [image: 48 inch Hub in A Box full gearR]Most Hubs pick a 4-foot or 6-foot wide Knaack job box, depending on the items you want to store. The 4-foot box will hold a 6-foot folding table and two chairs, and a shelter tent that is shorter than 48 inches. It will be a tight fit with all the other gear (see photos to the right).  One other model has a top shelf for storage; some choices are shown below from the Knaack brand, which is what most hubs have ordered to date. (NOTE:  The Seattle Parks Department requires that boxes in parks be no larger than the 4-foot size).Choosing and filling your Hub-in-a-Box

· [image: 48 inch Hub in A Box small supplies detailsR]Pick your locking mechanism. Do you want to issue keys or have a combination arrangement? Will your group have several boxes and if so, do you want them to all have the same key or combination? You will need to have plans to install and lock your boxes ready for the date of delivery, so your box is immediately secured.   

STEP 3. Identify how much equipment you want to store in your Hub-in-a-Box.  	
· [image: 48 inch Hub in A Box loaded 1R]Will it just be communications type equipment?  Will you want to store shelter tents, tables and chairs?  It will make a difference on what size box you select. You will have an Excel spreadsheet with your application to make selection of your box and equipment easy. 
· The City application has a template you will use to pick which supplies and materials you want. Your total purchase, including the box, common supply kit, any other special items you would like, and estimated taxes cannot exceed $1,800.   
[image: 48 inch Hub in A Box loaded 2R]
STEP 4. Delivery and Installation 
· Coordinate installation time and permission to do any drilling or concrete work for bolting with the property owner. Installation can be as simple as chaining to a fence post or drilling 4 footing holes and bolting down to concrete when located on private property. The City will deliver directly to the address you have selected and will work with the box vendor to confirm delivery and receipt. 





STEP 5. Only If your Hub-in-a-Box will be located on Parks property, follow these steps:
1. Review this list or contact Jon Jainga, jon.jainga@seattle.gov, 206-684-8685  or Cindi Barker at CindiLBarker@gmail.com in advance of your application to see if your potential Parks site is on the approved list.  If it is not, we can help with understanding why not and offer other options.  
2. Meet with Parks Emergency Manager and the District Crew Chief, who will review the proposed location and make sure there are no underground reasons why they should not place a pad there.  
3. The Parks Emergency Manager will prepare a cost estimate and schedule estimate.  The costs incurred for installation will be billed to you or against your grant, so make sure and include those in your estimates! If a Hub is doing this without a City grant, Parks will bill it to the person who is coordinating the box installation.
4. Once location, installation costs and schedule are approved, the Hub purchases the job box and has it delivered to the City Shops at Westbridge.  
5. The Parks Paint Shop will remove the decals on the box.
6. The Cement and Fence Shop will place the pad and then install the box.
7. The Hub pays for the installation, locks, and chains for the box. 
8. A Memorandum of Agreement is prepared and signed between Parks and the Community Hub (See Sample MOA on the next page). 

STEP 6. Celebrate your successful installation!


SAMPLE MOA for Hub-in-a-Box on Parks property
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MEMORANDUM OF AGREEMENT
BETWEEN

THE WEST SEATTLE EMERGENCY COMMUNICATIONS HUBS

AND
THE SEATTLE PARKS AND RECREATION DEPARTMENT
FOR

USE OF PARK AREAS FOR EMERGENCY COMMUNICATION HUBS

AND
TEMPORARY INSTALLATION OF A STORAGE BOX
AT THE

Victory Heights Park

This Memorandum of Agreement (called “MOA™) is effective beginning October 14, 2016
between the Victory Heights Community Council and the Seattle Parks and Recreation (called
“SPR”) for the temporary installation, operation, maintenance, and use of a storage Boxes in the
Victory Heights park and to conduct scheduled periodic communication drills.

Both parties understand that the use under this MOA is temporary and that The WSECH’s right
to continue to schedule drills and have the boxes placed in these parks will be reviewed
biannually by the DPR and approved prior to January 1* of the review year.

THE FOLLOWING IS AGREED TO AND UNDERSTOOD BY THE PARTIES.

Section A:

1.

Victory Heights Community Council Responsibilities

Initial Installation. Victory Heights Community Council is responsible for
purchasing the agreed storage box (DPR approved). The storage box is owned by
the Victory Heights Community Council and the Victory Heights Community
Council has sole responsibility for the installation, maintenance and storage of
items within the storage box.

Priority Use. Victory Heights Community Council will have priority use of the
immediate area around the storage box during times of emergency activation due
to disaster. All practice drills must be scheduled through SPR and will not
supersede regular scheduling of the park area for regular scheduled activities.

Tents and Signage. Victory Heights Community Council will be allowed to
erect small temporary tents (10°x12”) and signage during drills and activations.
All tents and signage must be removed immediately after the drill or activation is
completed.

Restoration. In the event the Victory Heights Community Council decides to
remove the storage box from the site, the Victory Heights Community Council is
responsible for returning the area to its original state.

Risk; Indemnity and Insurances. Victory Heights Community Council is
responsible for repairing all damages to the storage box and assumes all
responsibility for items stored in the box.





image7.png
H -0 -

Picture Tools

Insert References

Design  Layout Mailings

ACROBAT

Help Format

hat you want to do

Tips

Walfe, Tim

& cut
ER Copy

ﬁ

AabceDc| AaBbcede AaBDC( AasbCct AQB assbcer acsbeeor aasbeede acsbcco:

AaBbCcDC AGBbCCD( AGEDCCD. AABBCCDT AABBCCDL  AaBBCCDC

" Format Painter TNormal | TNoSpac.. Headingl Heading2  Title Subtitle  Subtle Em.. Emphasis IntenseE. Strong Quote  Intense Q.. SubtleRef... IntenseRe.. Book Title
Clpboard 5 Font 5 Paragraph 5 Styes
m f L PR PR R EERR R SRR R
© \J ©
i Seattle (\) § Seattle (\)
Ne]ghborhoods Seattle Emergency Hubs, I ) Neighborhoods Seattle Emergency Hubs,
3 ‘Sample MOA for a Hub on Parks property Section B SPR Responsibilities
1. Site Approval SPR shall identify the specific site for the storage box as.
MEMORANDUM OF AGREEMENT dentified in atiachment A.
N BETWEEN
ENCY COMMUNICATIONS HUBS 2. Compliance, SPR shall require the Victory Heights Community Council 1o fulfill
THE WEST SEATTLE EMERGENCY Complinn ot
i THESEATTLE PARIS AN RCTEATION DEPATS Inspection. SPR shal inspect the sie for conformance and compliance (0 SPR
USE OF PARK AREAS FOR EMERGENCY COMMUNICATION HUBS standards. SPR will notify the Victory Heights Community Council of its
AND ‘successful or non-successful compliance.
" ‘TEMPORARY INSTALLATION OF A STORAGE BOX
AT THE This MOA supersedes any and all oral or other communications regarding the installation and
‘Vitory Heights Park mainicnance of emergency management commurications sorage boxes and scheduling of rls

This Memorandum of Agrecment (called “MOA™) is effective beginning October 14, 2016
between the Victory Heights Community Council and the Seatte Parks and Recreation (called
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Both parties understand that the use under this MOA is temporary and that The WSECH's right
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‘THE FOLLOWING IS AGREED TO AND UNDERSTOOD BY THE PARTIES.
Section A Victory Heights Community Council Responsibilities

I Initial Installation. Victory Heights Community Council is responsible for

] purchasing the agreed storage box (DPR approved). The storage box is owned by
the Vigtory Heights Community Council and the Victory_Heights Community
‘Council has sole responsibility for the installation, maintenance and storage of
tems within the storage box.

2. Priority Use. Victory Heights Community Council will have priority use of the
immediote area around the storage box during times of emergency actvation due
to disaster. Al practice drills must be scheduled through SPR and will not
‘supersede regulr scheduling of the park area for regular scheduled activiies.

3. Tents and Signage. Victory Heights Community Council will be allowed 0
~ ‘erect small temporary tents (10'x12") and signage during drills and activations.
Al tents and signage st be removed immedinely afe the il orsctivtion is
compited.

Restoration. In the event the Victory Heights Community Council decides

remove the storage box from the sitc,the Victory Heights Community Council is
responsible for retuning the area (0 is original siate.

The parties identified below are authorized signatories for their respective organizations

Contact:  Ann Forrest Contact:

Organization: Victory Heights Commnity Council ~ Seatlle Parks and Recreation (SPR)

Address: 10701 19% Ave NE, Seate 98125 100 Dexter Avenue N, Seatte 98109

Email: aaforrest@hotmail.com Patti Petesch@seattle.gov
VictoryHeighis Seatle@gmail com

Phone:  (360)550-2234 (206)615-1803
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