DEFINITION OF PRACTICES AND PROCEDURES

PURPOSE OF PRACTICE

The purpose of this practice is to define the format and use of Pottawatomie County E911 practices and procedures.

PRACTICE

1. Pottawatomie County E911 practices and procedures exist to define the operation of the E911 center and associated personnel.

2. Numbering scheme for practices:

a. All practices should be assigned a number in the following format:

PC911-gxxx-yyy

b. The first five digits define the practice as being a Pottawatomie County E911 practice and procedure and shall be “PC911.”

c. The digits represented by  “gxxx” shall be numerical numbers beginning with 1000 and ending with 9999.

i. The first number represented with a “g” shall represent the major group of practices and procedures as shown below:

                   1xxx – general practices and procedures

                   2xxx – financial practices and procedures

                   3xxx – Addressing and mapping practices and procedures

                   4xxx – dispatch practices and procedures

                   5xxx – to be assigned

                   6xxx – to be assigned

                   7xxx – to be assigned

                   8xxx – to be assigned

                   9xxx – to be assigned

ii. The second number group represented with  “yyy” shall be the revision number of the practice.  Revisions numbers shall begin with 000 and increment sequentially.

3. Development and writing of practices and procedures.

a. Anyone associated with Pottawatomie County E911 can develop and write a practice and procedure (with supervisor approval, if applicable).

b. Employees of Pottawatomie County E911 system will be involved in developing and writing practices and procedures. 

4. Approval of practices and procedures.

a. All Pottawatomie County E911 practices and procedures, including new practices, along with changes, additions, modifications, and deletions within an existing practice, must be approved by the Pottawatomie County E911 administrator prior to being placed into service.

ADDRESSING POLICIES AND PROCEDURES

E911 ADDRESSxe "E911 Address" ASSIGNMENT GUIDELINES

PURPOSE OF PRACTICE

The purpose of this practice is to define the format of Pottawatomie County’s E911 addresses.

PRACTICE

1. All Pottawatomie County E911 addresses shall consist of four parts.

a. E911 numberxe "E911 number" (required);

b. Directional indicatorxe "E911 Address:Directional indicator" (optional);

c. Street or road namexe "E911 Address:Street or road name" (required); and

d. Suffix (optional).

2. Each establishment must have a unique complete E911 address.  

a. A complete E911 address consists of a combination of the E911 numberxe "E911 number", the directional indicator, the street or road name, and the suffix.

b. Uniqueness will not be obtained by using a partial E911 address.

3. When assigning addresses, the following priority for roads and streets must be followed:

a. Interstate highways;

b. State highways;

c. County roads; and

d. City streets.

4. E911 Number – consists of a 5-digit number in the following format (required):

hhhzz
a. Numbers will increase: 

               1. from the north toward the south;

               2. from the west to the east.

b. Numbers will start with a “0” on the west side of a north/south road

c. Numbers will start with a “1” on the east side of a north/south road

d. Numbers will start with a “0” on the north side of a west/east road

e. Numbers will start with a “1” on the south side of a west/east road

f. For establishments located on a county road that runs north/south:
i. hhh - represents the first three digits of the nearest section line north of the establishment.

ii. zz – represents the distance in hundredths of a mile south of the section line referenced above. 

iii. The distance is to be measured from the nearest section line to the north to the point where the driveway intersects the county road.

g.  For establishments located on a county road that runs west/east:
i. hhh - represents the first three digits of the nearest section line west of the establishment.

ii. zz – represents the distance in hundredths of a mile east of the section line referenced above. 

iii. The distance is to be measured from the nearest section line to the west to the point where the driveway intersects the county road.

h. For establishments located on a state highway that runs north/south:
i. hhh - represents the first three digits of the nearest section line north of the establishment.

ii. zz – represents the distance in hundredths of a mile south of the section line referenced above.  

iii. The distance is to be measured from the nearest section line to the north to the point where the driveway intersects the state highway.

i. For establishments located on a state that runs west/east:
i. hhh - represents the first three digits of the nearest section line west of the establishment.

ii. zz – represents the distance in hundredths of a mile east of the section line referenced above. 

iii. The distance is to be measured from the nearest section line to the west to the point where the driveway intersects the state highway.

5. Directional indicatorxe "E911 Address:Directional indicator" is optional; but if used, shall be one of the following:

a. N

North

b. S

South

c. E

East

d. W

West

e. NE

North East

f. SE

South East

g. SW

South West

h. NW

North West

i. D

Diagonal

6. Street or road namexe "E911 Address:Street or road name" (required):

a. The name of the interstate highway, state highway, county road, or street will be used.

b. Where a road is both a state highway and a county road, the state highway designation will take precedence over the county road.

c. County roads:
i. For county roads utilizing four digits, nothing will be appended onto the end of the numeric designation for the road.

d. State highways:

i. When state highways combine such that a single state highway holds the name of multiple state highways, the primary state highway designation will be used.

ii. State highway designations will take precedent over county roads.

7. Mobile home parksxe "E911 Address"

xe "E911 Address:Mobile Home Parks":

e. Each lot/trailer in a trailer park shall be designated by assigning a unique lot number to each lot/trailer.

f. An E911 numberxe "E911 number" shall be assigned to the “Main driveway” where it intersects the state highway or county road.

g.  Except for where a circular driveway exists, a unique E911 numberxe "E911 number" will be assigned to each “driveway” intersecting a state road or county road.

h. Only one E911 numberxe "E911 number" shall be assigned to a trailer park/driveway intersecting a county road or state road.

i. All lots/trailers in a trailer park sharing a common “driveway” will share a common E911 numberxe "E911 number".

j. When a trailer park is initially addressed, lot numbers will be assigned in increments of two (2) beginning with the number one (1).

k. Management of the trailer park will be requested to place lot numbers on the individual trailers.

8. Multiple establishments utilizing a single drivewayxe "E911 Address:Multiple Establishments":

a. When multiple establishments share a common driveway and are located on a state or county road that runs north/south:
i. Numbers will be assigned such that the northern most establishment has the lowest number.

ii. Numbers will then be assigned in increments of two.

b. When multiple establishments share a common driveway and are located on a state road our county road that runs west/east:
i. Numbers will be assigned such that the western most establishment has the lowest number.

ii. Numbers will then be assigned in increments of two.

PROCESSING ADDRESS REQUESTS

PURPOSE OF PRACTICE

The purpose of this practice is to define the procedure for processing a request for an E911 address.

PRACTICE

1. The form shown below and referred to as the Pottawatomie County E911 Address Request Formxe "E911 Address:Address Request Form" shall be used for all requests for an E911 address.

2. The fields of the Pottawatomie County E911 Address Request Formxe "E911 Address:Address Request Form" are defined as follows:

	If you have a 911 number, please complete the section below:



	Name of Resident
	This is the name of the business or the name of the person living in the establishment for which the E911 numberxe "E911 number" will be assigned.

	Telephone
	Enter the phone number assigned to identify this establishment in the E911 system

	911 Number


	E911 numberxe "E911 number" assigned to this establishment.

	My driveway intersects the following road


	Enter the road on which the establishment is located.  

	P.O. Box or Route and Box 
	Prior to the US Postal Service converting postal address to E911 addresses, enter the existing postal address into this field.

After the US Postal Service converting postal address to E911 addresses, this field will be left blank until the E911 numberxe "E911 number" is assigned.  Once the E911 number is assigned, enter the complete E911 address into this field.

	

	If you do not have a 911 number, please complete the section below:



	Name of Resident
	This is the name of the business or the name of the person living in the establishment for which the E911 numberxe "E911 number" will be assigned.

	Current Mailing Address 
	Prior to the US Postal Service converting postal address to E911 addresses, enter the existing postal address into this field.

After the US Postal Service converting postal address to E911 addresses, this field will be left blank until the E911 numberxe "E911 number" is assigned.  Once the E911 number is assigned, enter the complete E911 address into this field.

	Daytime Phone Number


	Enter the phone number resident may be reached to assign the E911 number.xe "E911 number"

	Driving Directions


	From a marked intersection, give directions to establishment.



	Description of Structure


	Color, features, etc.


	Address Request Formxe "E911 Address:Address Request Form"
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	Pottawatomie County E911

107 W. Washington

Tecumseh, OK 74873

 Phone (405) 598-9301

Fax: (405) 598-9303


Pottawatomie County is attempting to verify your 911 address.  If you have a 911 number, please complete the section below.

Name of Resident 
_____________________ Telephone: ____________________

911 Number: ___________ My Drive way intersect the following road. _________

P. O. Box  ____________            OR          Route ___________ Box ___________

If you do not have a 911 number, please complete the section below.

Name of Resident 

_______________________________________________

Current Mailing Address
_______________________________________________

Daytime Phone Number
_______________________________________________

Driving Directions :  (from a marked intersection)___________________________

______________________________________________________________________

______________________________________________________________________

Description of Structure: __________________________________________________

(color, features, etc…)

Name of Road Driveway Intersects: _________________________________________

(Driveway must be marked with your name)

______________________________________________
__________________

Signature







Date

