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Introduction

Emergencies and disasters affect people and communities in many ways. Injury and
death might result, along with the destruction of homes, the displacement of families,
and the disruption of utilities, businesses and/or services. No First Nations Community
in BC is immune to the threat of such crisis. However, emergency management can
mitigate long-term impact by enabling communities to do the following;

1 Prepare for emergencies and disasters

1 Take measures to minimize impact should such an event occur
1 Respond effectively when the event occurs
1

Recover as quickly as possilte after an event

Emergency planning is essential for effective emergency management on any level.
Families, communities and government must have emergency plans in order to save
lives and property. Planning allows people and communities to prepare calmly and
realistically for likely emergencies by;
1 Organizing the group who will respond to emergencies and disasters
1 Developing response and recovery procedures for the various
emergency/disasters
1 Identifying and acquiring the necessary resources
1 Identifying and ensuring communication lines are kept open and are used
effectively
1 Sharing information that could help expedite outside assistance and minimize
confusion

It is far easier to do all this before an emergency strikes than during the confusion that
normally accompanies an event. Knowing who should go where and who should do
what, will help save lives, reduce damage and accelerate recovery.

Please consider this guide a tool for your use to improve the ability of your community
to develop and implement emergency procedures during a time of crisis. The purpose
of this guide is to demonstrate each sections of an emergency plan and the relevancy of
that particular section by explaining why specific information is needed, and the
parameters for how to make the information useful. This guide also explains in depth
the various duties within an emergency plan and emergency operations centre.

The First Nations® Emergency Services Soci
Nations in developing and sustaining safer and healthier communities.
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Section 1 i Emergency Contact List

Developing and maintaining an emergency contact list is an essential foundation for
yourcommuni ti es®6 emergency response plan
incident that becomes a threat to the safety and security of the community population
and/or infrastructure. This document needs to be maintained and distributed to
agencies that will provide essential support including but not limited to PEP, INAC,
FNESS, etc. Please update the Agency Resource list, following the Emergency Contact
list.

Updated Date

Band Name Emergency Contacts (ALL EMERGENCY CONTACTS)

Chief
Work
Cell

Email

Councillor

Home
Work
Email

Councillor

Home
Work
Email

Councillor

Home
Work
Email

Band Manager

Work
Cell
Email

ETCéé.

and

c



Agency Resources
Police Department

Aboriginal Liaison Off icer

Island Region

Sgt Chris Bear Work ...............

South East Region

Sgt Patty Cook Work ...............

North Region

Sgt Sidney Lecky Work ...............
Cell ..o

Lower Mainland

Sgt Dan King Work ...............
Cell .coooorrnnn.

Fire Department

Provincial Emergency Program (Victoria)

Kamloops Office

First Nations®6 Emergency

Airand Marine Emergencies e

BC Ambulance Emergency Response
BC Hydro

Canadian National Railway

Brent Ballingal, First Nations Liaison Officer (Kamloops)

250-380-6120
250 -208 -0137

250 -491 -5349
250 -718 -8557

250-561-3170
250-613-7122

604 -264 -3253
604 -209 -4974

Phone
Fax

Canadian P acific Railway

- Emergency Line

Administration Response

1 800 663 -3456
250 -371-5240

Servi c 880-G6R-84pG1 e st e

1-800-567 -5111
911

1-888 -769 -3766
1-800 -465 -9239

250 -828 -6399
250 -828 -6444

1-800-795-7851
1-800-766-7912

Id




Critical Incident Stress Management ..., 1-877-263 -3456

Emergency Social Servic es (Program Office T Victoria) ....... 1-800 -585 -9559
Regional manager ESSD
Cell
Email

Environmental Health Officer

Fisheries (Federal - Kamloops) = .iinnnnns (250) 851 -4950
Fisheries and Fish Habitat Violations ~  .......ccccceveeeeen. 1800 465 -4336
Forest Fire reporting  Only e, 1 800 663 -5555

Ministry of Environment, Lands & Parks ...

Environmental Violations, Dangerous Wildlife & Human Conflicts
........................ 1-800 -663 -9453

Ministry of Highways and Transport ..,

Noaho6és Wi sh (Disaster Ani mal Hel p)

BC Coordin ator Donna Wackerbauer — .........cccecinnee. 250 -809 -9589
Poison Control Centre L 1 800 567 -8911
Regional Dam Safety Office - Kamloops ..., (250) 377 -7046
Spill Reporting (Victoria) 1 800 663 -3456

Regional District e

Emergency Planner( s)

Tran mountain Pipeline 1888876 -6711




Section 2 T Community Context

Section 2 is strictly for responder awareness. With the Provincial Emergency Program
and INAC at the Provincial Regional Emergency Operations Centre (PREOC) having this
information is vital to the response to an event.

Updated Date

2.1

2.2

2.3

2.4

2.5

General Location

Enter the location of the most populous reserve. And t he exact location of all
populated Reserves

Information

|l nformation on all | Ré6s popul ated or

Demographi cs

Is the most important information in this section!

Population: all residents that live on Reserve(s).

Structures: Most important structure to include, are homes. How many there
are on each Reserve. This is very important for responders to know this
information, as this information is an accountability measure.

General Community Information

Health Authority

ESS Capacity

Fire Department

Agreement with neighboring community

Connectivity Profile

Lets responders know different means of communication IE. Internet.
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Section 3- Emergency Plan Overview

Updated Date

3.1 Emergency Operations Centre Locations

In the event of a major emergency located either within the community , or
geographically located, that may affe ct members of the community, the EOC may be
activated. Activation of the EOC may be initiated by any individual or agency identified
in Section 3.2. Like the Incident Command Post (ICP), a single person can perform all
EOCfunctions in a small event and may require delegation of duties in larger or long
term events. It is very important to have back up locations in such a case that one may
be affected by the event.

The Primary EOC is located at:
Building Name
Address

Phone Number

The Alternate EOC & located at:

Building Name First Nations Emergency Services
Address OR Mobile Command Centre
Phone Number 102-70 Orwell Street

North Vancouver
3.2 Authority to Activate the Emergency Plan

The following individuals have the authority to activate the Emergency Plan:

>\

Community Emergency Program Coordinator or designate;

p>

Band Administrator or designate;
Chief or council member designate;

Provincial Emergency Management Program designate; or,

> > >

Emergency Services (i.e. Incident Commander: Fire Chief, RCMP, BCAS) or
designate.

Based on the community structure, mutual aid agreements, external agencies, etc,
decide if any of the noted agencies or designated positions within the community can
activate the emergency plan. For those that are not applicable delete and add any
positions or additional agencies that are applicable.
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3.3 Operational responsibility for implementation of the EP

The EOC is responsible for the implementation of the Emergency Plan and for the
coordination and direction of overall operations in respect of preparation for, response
to, and recovery from the emergency or disaster.

The EOC Director is responsible for the control of all operations within the EOC
identified in this Emergency Plan.

Review this section to clarify the responsibility and emergency operations capacity of
those identified to be the EOC Director. During a major event you can request a
Response Officer from FNESS to assume the EOC Director position if the designated and
trained EOC Director(s) are not available to assume this duty.

3.4  De-activation of the Emergency Plan

The EOC Director will terminate the EOC activity for the current event and implement
the de-activation plan.

3.5 Levels of EOC Activation

There are three levels of EOC activation, descrbed below.
Level 1 EOC Activation

Level 1 action reflects events that are normally managed by community resources on a
regular basis. However, there is potential for the event to escalate and requires
monitoring only. There is little or no need for sit e support activities and the event will
be closed in a relatively short time. This level may require the activation of an ICP.

Level 2 EOC Activation

Level 2 events are emergencies that are of a larger scale or longer duration and may
involve limited evacuations, additional or unique resources or similar extraordinary
support activities. If the event cannot be managed appropriately from the site, this level
requires the activation of an EOC, and notification to PEP.
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Level 3 EOC Activation

Level 3 events are of large magnitude and/or long duration or may have multiple sites
that involve multi -agencies and multi-government response.

3.6 Federal Jurisdiction

XXXXXCommunity has not ratified a treaty with the Federal and Provincial
governments. The community is located on Federal Reserve lands and is currently
governed by Federal Acts, specifically the /ndian Act. The Federal and Provincial
governments have entered into a Memorandum of Understanding (MOU) for the
Provincial Emergency Program (PEP) to preide emergency management services.

In order to facilitate the same level of services for First Nations communities PEP,

Indian & Northern Affairs Canada (INAC) and First Nations Emergency Services (FNESS)
utilize the British Columbia Emergency Response Mnagement System (BCERMS) model
to standardize delivery of emergency management and response efforts.

3.7 Provincial and Local Jurisdictions

The Emergency Program Actrequires that all Provincial ministries and agencies utilize
the British Columbia Emergency Response Management System (BCERMS). Local
governments (regional districts & municipalities) and First Nations, who have not
ratified treaties with the Federal and Provincial government are governed by federal
statute, are not legally required to fol low the BCERMS model but are strongly
encouraged to incorporate this model into their emergency plans. The majority of
municipalities and First Nations utilize BCERMS to ensure consistent emergency
management principles and coordinated response efforts.
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The guide supports the development of an emergency plan that directs the operations,
organization, responsibilities and coordination necessary to provide for effective
response and recovery for a First Nations community from major emergencies or
disasters within the jurisdictional area administered by the Band.

The XXXXXhas agreed to follow the principles of BCERMS.

3.8 British Columbia Eme rgency Response System  Response Goals

When responding to an emergency or disaster, the following goals will be used to
determine the appropriate course(s) of action (in priority order):

1) Provide for the safety and health of all
responders

2) Save lives

3) Reduce suffering

4) Protect public health

5) Protection government infrastructure

6) Protect property

7) Protect the environment

8) Reduce economic and social losses
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Section 4 1 Emergency Management Organization

Updated Date
The XXXXEmergency Management Program Organization consists of four main
administrative components which are discussed below.

41 Chief & Council

Chief and Council ultimately carry responsibility for preparation, mitigation, response
and recovery efforts. These responsibilities, as outlined in Band Council Resolution are
delegated to staff and the Emergency Management Committee for action

4.2  Band Administrator [or Executive Director or other title]

The Band Administrator or Executive Director is responsible for overseeing the activities
of the Emergency Program Coordinator (EPC) and for reporting directly to Chief and
Council. The Band Administrator serves as the EOC Director during EOC activations and
serves as a member on the Emergency Management Committee.

4.3  Emergency Program Coordinator

The Emergency Program Coordinator is responsible for overseeing and coordinating the
Emergency Management Program and the development, review and revision of this
Emergency Preparedness Plan.

The Emergency Program Coordinatorserves as the liaison between Chief and Council,
Band Administrator or Executive Director and the Emergency Management Comnittee.

It is the responsibility of the Emergency Program Coordinatorto ensure that adequate
attention is given to all aspects of the Emergency Management Program.
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The duties of the Emergency Program Coordinatorinclude, but are not limited to, the

following:
i

Prepare an annual budget, based on input from the Emergency Management
Committee;

Manage contracts on behalf of the Emergency Management Program, such as
specialists to provide training, exercises or planning;

Coordinate annual assessment of local isks, evaluation of mitigation projects,
preparing evacuation plans, and other responsibilities (see below);

Coordinate implementation of strategies selected by the Emergency
Management Committee, ex., hold public awareness sessions, organize
training, and establishing EOC facilities:

Provide a single point of contact for the overall Emergency Management
Program. This position is also responsible for giving presentations on the
program to community members and other groups who may request such a
presentation:

Update Emergency Plan and associated documents:

Coordinate the purchase and tracking of all equipment, materials and supplies
on behalf of the program;

Coordinate training programs and exercises;

Liaise with regional and provincial government authoritie s, businesses, and
industry in the area on concerns of mutual interest;

Produce appropriate agenda, arrange and chair meetings of the Emergency
Management Committee;

Implement, monitor and evaluate a training and exercise program;
Initiate, maintain and su pport volunteer programs;

Report on the effectiveness of the emergency management program to Chief
and Council; and,

Research, apply for and acquire alternative funding (JEPP, public/private
partnerships, etc.);
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4.4  Emergency Management Committee

The purpose of the committee is to provide policy direction to the Emergency Preparedness
Coordinator, meet on a regular basis, and is responsible for

reviewing, revising and testing the plan and setting out program priorities for each yeatr.
The recommendation for compaosition of this committee is members of Council including

the Chief, the Emergency Preparedness Coordinator, members of the Health Team, and
Administration.

The XXXXXEmergency Management Program will be supported by an Emegency
Management Commitee. The Emergency Management Committeeis responsible for
the following:

I Implementing strategies as outlined in the goals and objectives of the program;
I Reviewing policies and procedures contained within the Emergency Plan;

[ Identifying and participating in training and exercises;

[ Providing input to implementation strategy development and evaluation;

I Conducting an annual Hazard, Risk and Vulnerability Analysis;

[ Identifying and participating in the planning and evaluation of local mitigation
projects such as flood protection works, wildfire fuel reduction, and local
development controls;

I Developing response policies and procedures, such as evacuations, communication
plans, EOC facility plans, etc.

| Evaluating the progress of the program on an annual basis and consider
recommendations for improvement;

[ Assisting with the development of budgets; and,

I Meeting on a regular basis.

The Emergency Management Committee is comprised of the following individuals:
I Emergency Program Coordinator(s) (chair);
I  Chief and/or Council Representative;
[ RCMP or designate;
I Fire Chief or designate;
I Administrator or Executive Director;
I All Department Heads/Supervisors (list departments) or designate;
I Emergency Social Services Director;
i BC Ambulance Representative;
I Health (hospital representative); and,

|  Others as appropriate.
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Section 5 - Emergency Response & Recovery Structure

Updated Date

This section covers the three emergency response structures within British Columbia;
Incident Command (Emergency Site), Emergency Operations Centre (EQ) and
Provincial Emergency Program (PEP).

5.1 BCERMS Response Levels

There are four (4) levels of response within the BCERMS model, discussed below.
Site Response Level

At the site level resources are applied to solve the problems presented by an
emergency incident using the Incident Command System (ICS). Response onsite is
directed by a single command, or unified command, from a single Incident Command
Post (ICP). Ninety to ninety-five percent (90-95%) of incidents, such as a routine
traffic accident or a house fire, will fall into this category and will involve only a site
level response.

Site Support - Emergency Operations Centre (EOC)

In larger incidents responders at the site may require additional coordination, support
and policy direction. In circumstances where existing site response cannot adequately
respond to the emergency an Emergency Operations Center (EOC) may be activated.
The EOC provides policy direction to the site (through the Incident Commander),
coordinates resource requestsfrom the site and manages all off -site activities.

Provincial Regional Emergency Operations Centre (PREOC)

The Provincial Regional Emergency Operation Center (PREOC) level coordinates,
facilitates and manages information, policy direction and provincial resources to support
local authorities and provincial agencies responding to an emergency. This level does
not communicate directly with the Incident Commander at the site but provides a basis
for provincial regional and interagency coordination and communicates with the site
support level (EOC).
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Effort will be made to coordinate with the Provincial Emergency Program (PEP) PREOC
to ensure coordinated response efforts:

Delete the PREOCSs that do not apply
South West PREOC
Green Timbers
9800-140" Street
Surrey, BC
V3T 4M5
TEL: 604-586-4390
FAX: 604-586-4334
Regional Managers
U lan Cunnings
0 Mike Andrews
U Bob Stubbings
Regional ESS and Recovery Coordinator (RESSRC)
U Clare Fletcher

Central PREOC

1255-D Dalhousie Drive

Kamloops, BC

V2C 575

TEL: 250-371-5240

FAX: 250-371-5246

Regional Manager
U Peter Pendergast

Regional ESS and Recovery Coordinator (RESSRC)
U Sue Saunders

South East PREOC

403 Vernon Street

Nelson, BC

V1L 4E6

TEL: 250-354-5904

FAX: 250-354-6561

Regional Manager
i Alan Bond

Regional ESS and Rcovery Coordinator (RESSRC)
U0 Sue Saunders
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North East PREOC

1541 S. Ogilvie Street

Prince Georege, BC

V2N 1W7

TEL: 250-612-4172

FAX: 250-612-4171

Regional Manager
U0 R.J. (Bob) Kelly

Regional ESS and Recovery Coordinator (RESSRC)
U Michael Higgins

North Wes t PREOC

Suite 1B-3215 Eby Street

Terrace, BC

V8G 2X8

TEL: 250-615-4800

FAX: 250-615-4817

Regional Manager
U Maurie Hurst

Regional ESS and Recovery Coordinator (RESSRC)
U Michael Higgins

Vancouver Island PREOC
455 Boleskine Road
Victoria, BC
V8Z 1E7
TEL: 250-952-5848
FAX: 250-952-4304
Senior Regional Manager
U Jim Price

Regional District
Enter District, Name of Emergency Planner, and Address
Local Municipality

Enter the nearest Town or City here

The PREOC can also be reached through the Rovincial Emergency
Coordination Centre (PECQC) at Z-800 -663 -3456 (emergency only).
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Provincial Emergency Coordination Centre (PECC)

The Provincial Emergency Coordination Center (ECC) coordinates provincial resources
and prioritizes and establishes provincial government objectives in response to
requirements at the other levels. This level also serves as the coordination and
communications link with the federal disaster support system. The Provincial Central
Coordination level is activated when the key ministry (ies) or the Director of the
Provincial Emergency Program considers it necessary to coordinate and direct overall
provincial response to an emergency or disaster.

The PECC provides intefregion policy direction and coordination for emergencies in the
province. The EOCwill utilize the PECC 24/7 emergency center for
reporting/coordinating emergency response efforts.

PECC: 1-800 -663 -3456 (emergency)

PEP Headquarters: (250) 962-4913 (routine calls/inquiries)

Recovery Office:  (250) 952-5505 (routine calls/inquiries)
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5.2

EOC Organizational Structure

The following diagram displays the organizational structure of the EOC. The Policy
Group is comprised of Chief & Council and senior EOC staff. The Policy Group works
closely with the EOC staff to develop policy and direction to the EOC Director as

required.

Emergency Operations Centre (EOC)

Organization Chart

Chief and Council

EOC
Director

Risk Management

First Nation Emergency
Service Society

Public Information
Media Relations
Internal Information

Operations
Section

Incident
Commander(s)
Site Level

L Functional

Branches

— Health Services

| Land
Management

| Emergency
Social Services

- Economic
Development

Public Works

Planning Logistics Finance/Admin
Section Section Section
T
T Information !
— Situation ™ Technology — Time
L Resources Communications L Procurement
Computer Systems
L Documentation L | Compensation
OC Support . and Claims
—— Advance Plannin Facilities
g Security L Cost Accounting
—— Demobilization Clerical
— Supply
L— Recovery
 Personnel
L Transportation
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5.3 EOC Staff

Identify personnel that can assume the roles within the EOC. Not all positions require
that they be filled by Band employees. In addition to community members, external
agencies can provide personnel to assume positions. All positions should be filled with
capable and trained individuals. Review training options with the Justice Institute of BC
Emergency Management Division and the Provincial Emergency Program regional
training. PEP training can be viewed at www.pep.bc.ca or www.fness.bc.ca. Always
provide backup information (secondary) as many events last longer than a 12 hour
period, and their will need to be a shift change. Names and all Numbers of where they
could be reached is very important in an event. You will not want to scramble to find
contact information.

Position Name mﬂm Work No. Home No. Cell No.
Command/
Management

Primary Contact

Backup Contact

Operations

Primary Cortact

Backup Contact

Planning

Primary Contact

Backup Contact

Logistics

Primary Contact

Backup Contact

Finance /

Administration

Primary Contact

Backup Contact
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5.4 Basic EOC Roles & Responsi bilities

This page is a quick reference into the positions of an Emergency Operations Centre.
More in depth position references is in the appendix.

Management (EOC Director)

¢ Notify PEP when EOC is activated via 1800-663-3456, PEP will automatically ndify
INAC.

¢ Determine if you have the capacity or human resources required to manage the
incident, if not request and a FNESS Emergency Response Team.

¢ ldentify and request additional resources via PEP as soon as possible, if critical
members of your emergency team are unavailable request a FNESS Emergency
Response Team to support your emergency operations.

¢ Conduct an assessment of what has happened, what resources are available, any
impacts to the communication system, power, water and other critical infrast ructure.

Operations

¢ Support EOC Director in defining working area, establishing control perimeter and
assist police securing the scene if requested.

Planning

¢ Assess Impacts.
¢ Create priority based plans ensuring BCERMS Response Goals are addressed.

¢ Prepare to support long-term recovery
Logistics

¢ Communications

¢ Transportation

¢ Food for EOC

¢ Prepare to support long-term recovery

Finance / Administration

¢ Track and keep accurate records of expenditures

¢ Submit records to PEP for reimbursement
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5.5

Emer gency Operations Centre (EOC) Supplies

In the event of an emergency which requires the activation of the EOC, a full description
of equipment and supplies needed should be included within the emergency plan,
including maps and evacuation routes.

YES
NO

On - Site How
Many

Off - Site How
Many

Communications

Telephones

Satellite Phone

Fax Lines

Cell Phones

Ham Radio

2 way Radios - VHS/FRS

First Aid Kit

Human Comforts

Water Dispenser

Coffee Pot

Blankets

Pillows

Furniture

Chairs

4x8 Folding Tables

Fridge

Stove

microwave

Lamps

Supplies

General Office Supplies (pens, pencils etc)

White Boards

Flip Chart Pads

Felt tip pens

White Board Pens/Erasers

Masking tape

Duct Tape

Scotch tape

Staff Phone Directory

Phone book

Flashlights

Batteries

Tools (hammer, screwdriver etc)
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YES | On - Site How Off - Site How
NO Many Many
Equipment
Photo copier
Printer
Fax Machine

UPS units Uninterrupted Power Supply)

Electrical Power Bar

Extension Cords

TV

Radio AM/FM

Battery - TV

Battery - Radio AM/FM

E-mail set up for data line or telephone modem
connection

PC Power Cord

Computer Stations

Laptop Computers

Printer cable

Generator

Maps

Projector and screen

internet
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Section 6 T HRVA and Evacuation s

A Hazard, Risk and Vulnerability Assessment are the backbone of ay emergency plan. Without
the HRVA, a plan can only be generic and never specific to any particular response structure.
The goal is always have a plan specific to your community need, and exercise the plan. You
can answer this template below or use the Provincial Emergency Prograns (PEP)HRVA toolkit
at www.pep.gov.bc.ca/hrva/toolkit.html

Updated Date
6.1 Hazard, Risk and Vulnerability Assessment
Hazard/Risk/Vulnerability Assessment (HRVA)
Geological Hazards
Likely | Unlikely | Never
1 | Earthquake
2 | Tsunami
3 | Volcano
4 | Landslide, Mudslide, subsidence
5 | Glacier, Iceberg
6 | Erosion, Accretion, Desertification
Meteorological Hazards
Likely | Unlikely | Never
7 | Flood, Flash flood, sieche, tidal surge
8 | Drought
9 | Fire (eg: forest, range, urban, wild land and
urban interface)
10 | Snow, ice, hail, sleet, avalanche, blizzard
Windstorm, tropical cyclone, hurricane,
11 | tornado, water spout, dust/sand storm
12 | Heat wave, cold spell
13 | Lightning strikes
14 | Famine
15 | Geomagnetic Storms
16 | Fog
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Biological Hazards

Likely

Unlikely

Never

17

Disease that impacts humans or animals (eg:
plague, smallpox, anthrax, West Nile virus, foot
and mouth disease, severe acute respiratory
syndrome (SARS), influenza pandemic, bovine
and mouth disease, bovine spongiform
encephalopathy (BSE)

18

Animal or insect infestation or damage

Unintentional Events

Likely

Unlikely

Never

19

Hazardous material spill or release (eg:
explosive, flammable liquid, flammable gas,
flammable solid, oxidizer, poison, radiological,
corrosive)

20

Explosion/Fire

21

Transportation accident (marine, MVA, plane
crash, train derailment)

22

Building/Structure collapse

23

Energy/power/utility failure

24

Fuel/resource shortage

25

Air/Water pollution, contamination

26

Water control structure/dam/levee failure

27

Financial issues, economic depression,
inflation, financial collapse

28

Communications system interruptions

29

Misinformation
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Intentional Events

Likely

Unlikely

Never

30

Terrorism (eg: explosive, chemical, biological,
radiological, nuclear, cyber)

31

Sabotage

32

Civil disturbance, public unrest, mass hysteria,
riot

33

Enemy attach, ware

34

Insurrection

35

Strike or labour dispute

36

Disinformation

37

Criminal activity (eg: vandalism, arson, theft,
fraud, embezzlement data theft)

38

Electromagnetic Pulse

39

Physical or information security breach

40

Workplace Violence

Likel | Unlikel
y y Never
41 | Computers, hardware, software, or application a
(internal/external) malfunction or breakdown
42 | Ancillary support equipment
43 | Telecommunications
44 | Energy/power/utility failure
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6.2 Evacuation s

An evacuation is the action by which one or more persons leave the place they are
occupying to avoid a real or potential threat. The process to enact an evacuation
(partial, total, and selective ) of any First Nation community is performed by a Band
Council Resolution. The Band Councilwill normally be working with the federal and
provincial governments and advised of the specific threat or situation. The decision for
a planned evacuation is made in stages, when time permits, with notice given initially
as an evacuation al/ert and if required by an evacuation order. When the event is over
and it is safe to return home, there will be an evacuation rescind.

Volunteer Evacuation Procedures

Volunteer evacuation occurs when a community member(s) make a choice to evacuate
before the Band Governance, INAC or PEP issues an evacuation order. Volunteer
evacuations are not normally eligible  for Emergency Social Service (ESS) resources
such as food, clothing and lodging. If an order is issued, volunteer evacuees are only
eligible within the time f rame that the alert was issued, not from the original time the
volunteer evacuation occurred and must report to designated ESS facilities - either
one established on band property, or to

If the person(s) wish to evacuate because they require specialized medical or other
forms of special care, ESS support may be available before an evacuation order is
issued. The EOC must contact PEP and request ESS support for at risk community
members before ESS support is provided. PEP will automatially convey the request to
INAC.

If a FNESS Emergency Response Team member has responded to your incident,
identify at-risk community members who may require pre -evacuation due to medical or
specialized care requirements.

Evacuees

The population at risk is the primary focus of the evacuation plans. The need for an
evacuation and the ease with which it can be accomplished will depend on a number of
factors: determining if families will be together at home, or scattered at work and
school for example will depend on the day of the week.
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Evacuation Stages
1. Evacuation Alert

A consistent format and process will be used to alert the population at risk of potential
need for evacuation. The alert highlights the nature of the danger and that people
should be prepared to evacuate the area on short notice. The evacuation alert may
allow for the population at risk to begin an orderly preparation to voluntarily leave the
affected area, within a specified time frame. However, the reality of the situation may
require immediate action with very short notice.

When it has been decided that an evacuation may be pending, it is very important to
ensure all of those who may be evacuated receive this information as soon as possible.
As the stress associated with evecuating one home would be high, providing as much
warning as possible and giving a list of suggested items to take with them will assist in
alleviating stress.

2. Evacuation Order

If t he Band Name Indian Band population at risk is ordered to evacuate, the affected
area(s) will be identified by means of a Band Council Resolution. The RCMP is the
formal agency that enforces evacuation orders on Federal Reserve lands. Normally
community members will comply, however any information should clearly indicate t hat
emergency response personnel will not return for residence that refuse to comply with
an evacuation order. A statement should be included in all bulletins, pamphlets,
warning and orders that makes it very clear to all Band Name Band members, that,
while the evacuation order is in effect, the area in question may have controlled access
and that a pass may be required to regain access to the area.

3. Evacuation Rescind

When the emergency which necessitated the evacuation is under control and the
emergency area is declared safe, a rescind of the Evacuation Order should be
implemented.

General Community Location
A quick reference for responders to help build an evacuation plan

Access & Egress

Enter ROAD(s) here. | t 6 ery imponant piece of information in building an
evacuation plan.
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6.3 Community Maps

Maps of the community which include houses and structures help responders picture
the layout of the land. And make it easier to account for all homes in an evacuation.
Even a hand drawn layout is better than nothing.
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Section 7 17 Emergency Social Services (ESS)

Emergency Social Service (ESS) is very important to the welfare of your community. It
would be beneficial for members to have this free ESS training within the community,
as to not delay ESS services There are teams throughout BC, but as mentioned, may
take some time to respond to your community. Free ESS training can be taken at the
Justice Institute of BC, after you become an ESS volunteer, also yau can view the ESS
course schedule atwww.ess.bc.ca/training.htm

Updated Date

7.1  Emergency Social Services (ESS) Overview

ESS is a communitybased provincial emergency response program required to preserve
the well-being of people affected by an emergency or disaster ranging from single
house fire or calamities involving mass evacuations.

The goal of ESS is to help people begin to re-establish themselves as quickly as possible
after a disaster. ESS plays an important role in emergency management in British
Columbia by:

A Helping people meet their basic survival needs during a disaster; and,

A Reuniting families separated by disaster;

7.2 Emergency Social Services (ESS) Assistance

ESS provides shortterm temporary services for individuals and families affected by
disasters so they can begin to plan their next steps following a disaster.

Services may be provided on site for small scale events, or at a Reception Centre facility
for larger responses, and may include:

Food
Emotional Support

Lodging Volunteer Services
Clothing Child Care

> > > >

ESS is typically available for72 hours. During these first 72 hours, evacuees should

immediately plan their next steps by contacting their insurance agents, families and

friends, or accessing other possible resources. The Pr ovi nci al Emer genc
Office may extend ESS under exceptional circumstances only.
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7.3 Emergency Social Services (ESS) Response Levels
Level 1 Response

A A house fire or very small ESS event (previously known as Personal Disaster
Assistane T PDA)

Level 2 Response

A A single Reception Centre (RC) activation

A No Emergency Operations Centre (EOC) or Department Operations Centre (DOC)
activated

A Resources coordinated within the reception centre
Level 3 Response

A A single RC activated

A An ECC activated

A Some resources may be coordinated at EOC

A The Provincial Regional Emergency Operations Centre (PREOC) may be activated

Level 4 Response

Multiple Reception Centres and/or Group Lodging facilities activated
EOC activated

PREOC activated

Some resources may be coordinated at the EOC and/or PREOC

> > >y >
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7.4  Emergency Social Services (ESS) Community Capacity
No community capacity: call PEP and request ESS support 1-800-663-3456
OR
Agreement with neighboring community
Name of Community
Contact Name
Phone Number
OR

Level of Capacity

Describe the level of capacity of the community T i.e. can provide level 1, 2, 3 or 4
support.

ESS Contact Person
Insert only trained and certified contacts here.
Name(s)
Phone Number(s)

ESS Facilities

1 Reception Centres

A Location & Phone Numbers
A Location & Phone Numbers

1 Groups Lodgings Facilities

A Location & Phone Numbers
A Location & Phone Numbers
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Section 8 - Recovery Roles and Procedures

8.1 Procedure Checklists for Recovery Stage

Recovery gperations in the EOC utilize the same functional positions as in response, but
may involve different tasks. This section summarizes the core functions in recovery to
assist the effort. Note that the functions may be decentralized due to the duration of
the recovery process. In order to understand the scope of the recovery process, a
generally accepted rule is for every one day of the event the recovery period will

require forty days (if the event lasts 4 days; recovery period will take 120 days).

8.2 EOC Director Responsibilities

The EOC Director is responsible for leading the overall recovery effort. During prolonged
recovery efforts, consideration should be given to identifying a position responsible for
the oversight of recovery to perform the required submission and liaison with PEP and
INAC.

Typical recovery duties include:

Inform and brief Chief and Council
Provide leadership for decisions
You can request advice and/or guidance from INAC if required.

Issue public information releases

O 0 0 0 0

Ensure safety of recovery activities
8.3  Operations Responsibilities

The Operations Section is responsible for restoring community services and utilities to
normal pre-emergency/disaster day-to-day operations.

Typical recovery duties include:

Provide building and public safety inspections
Remove debris

Restore medical facilities and services
Restore government facility functions
Demolish buildings

Restore utilities

O 0 0 0 0 0 0

Provide emergency housing
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8.4  Planning Responsibilities

The Planning Section documents and provides drection for recovery activities. Planning
involves consideration of long-term hazard mitigation as part of the recovery process.

Typical recovery duties include:

Provide documentation of response and recovery for disaster assistance
Provide after-action reports consistent with BCERMS requirements
Provide direction in land use and zoning issues

Issue building permits (e.g. a decentralized function with link to recovery).
Develop alternative building regulations and code enforcement

Review and revise the Canmunity Plan, as needed

Provide an Action Plan for recovery operations

Prepare redevelopment plans

Prepare recovery situation reports

Document recovery operations

O 0 0 0 0 0 0 0 0 0 0

Recommend mitigation plans

8.5 Logistics Responsibilities

The Logistics Section is responsble for obtaining resources necessary to carry out
recovery operations. This includes coordination of volunteers and staging areas for
heavy equipment.

Typical recovery duties include:

¢ Allocate office space
¢ Provide recovery supplies and equipment

¢ Provide vehicles and personnel
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8.6

Fi

Finance/Administration Responsibilities

nance/ Admi ni stration handles the communi

including the recovery of funds associated with assisting other agencies.

Typical recovery duties include:

O 0 0 0 0 0

O

Facilitate application process for Emergency Response Funding and Disaster
Financial Assistance

Manage public finances

Prepare and maintain the recovery budget
Develop and maintain contracts

Process accounting and claims

Manage insurance settlements

Ensure correct PEP task number and authorization by contacting the Emergency
Coordination Centre at PEP in Victoria (:800-663-3456).

Complete appropriate PEP claims and task forms.

Submit forms to PEP Regional Manager within 60 days of authorized energency
response task.
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Appendix A T Acronyms and Definitions

British Columbia Ambulance Service (BCAS):

X

History; Created in 1974, the BC Ambulance Service (BCAS) is legislated to provide
emergency medical services in BC under the Medical Services Act

British Columbia Emergency Response Management System (BCERMS):

X

The BCERMS identifies the standardized approach to emergency response
management to be utilized and practiced by provincial government agencies,
ministries, and crown corporations. The BCERMS is based on the Incident
Command System (ICS).

Emergency Operations Centre (EOC):

X

An Emergency Operations Centre (EOC) is activated to oversee and coordinate
activities in the event of a major emergency.

Emergency Social Services (ESS):

X

Emergency Social Services are those Municipal services that are provided short term

(generally 72 hours) to preserve the emotional and physical well being of evacuees

and response workers in emergency situations.

Responsibilities:

1 To plan for the short -term basic needs of all individuals in the event of an
emergency or disaster

Incident Commander (IC):

X

This individual is responsible for the management and coordination of all operations
at the Incident Command Post during an emergency/disaster.

This role is delegated to the most senior staff member on site, and will remain in
that position until relieved by a more qualified person.
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Incident Command System (ICS):

x A standardized emergency management concept specifically designed to allow its
user(s) to adopt an i ntegrated organizational structure equal to the complexity
and demands of single or multiple incidents, without being hindered by
jurisdictional boundaries. The ICS is based on the following principles.

Incident Command

V Sets objectives and priorities
V Has overall responsibility at the site

Operations

V Directs resources
V Carries out the response activities described in the plan
V Directs operations and ensures safety of staff

Planning

Collects and evaluates information

Develops incident action plans

Maintains resource status (personnel, equipment)
Maintains incident documentation

< <K<K

Logistics

V Provides support to meet the incident needs
V Provides resources
V Provides other services to support the incident

Finance/Administration

V Monitors costs related to the incident
V Provides accounting, procurement, time recording and cost analysis

Neighbourhood Emergency Management Program

x A NEPP is made up of individuals andneighbors working in partnership towards
emergency preparedness. This program involves both, personal preparedness as an
individual or family, and planning/training as a neighborhood to respond safely and
effectively during a disaster.
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Provincial Emergency Coordination Centre (PECC):

x If a PREOC is established, then the Provincial Emergency Coalination Centre
(PECC) in Victoria is also established. The PECC provides interegion policy
direction and coordination for emergencies involving more than one PREOC. It acts
as an overall provincial coordination centre in the event of simultaneous multi-region
disasters, such as earthquakes, floods or interface fires.

Provincial Emergency Management Program (PEP):

x PEP assumes the following responsibilities in the event of a major emergency or

disaster.

8 Coordinates all requests for provincial or federal emergency assistance.

8 Makes appropriate requests to Provincial Ministries, if the requesting parties
resources are not adequate for an effective response to the disaster.

8§ Recommends to the Provincial Government that a Provincial State of Emergency
be declared.

§ Maintains a Provincial Public Information program during all phases of a disaster.

x Responsibilities:
8 Arrange for Workerds Compensation cover alge
8§ Provides and maintains a Provincial Public Information Program during all phases

of a disaster.

Contact Information 1 -800 -663 -3456

Provincial Regional Emergency Operations Centre (PREOC):

x An Emergency Operations Centre established and operated at the regional level by
provincial agencies to coordinate provincial emergency response efforts.
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Appendix B - Community Lists

Community Household List

This is a crucial part of an emergency plan. Not only is it useful in the EOC (emergency
operations centre) but it allows the responders who are in the field to account for all
residents on any IR. This list should include ALL personsresiding in the house and
needs to be updated at least once a year.

Updated Date

Road/Drive Persons per
Name Age | Address phone no. Household




Elders / Special Needs List

It is vital to know if there are any persons with special needs. This is an area to be
planned for before an event and not during. An example would be Chronic Asthma;
during an interface fire would harm the patient to the point of not being able to breathe
easily, so we need to evacuate this person before its gets to this point. List all Elders.
List anyone who has special needs elder or not.

Updated Date

Addre ss Name Phone Number Special Needs




Appendix C T EOC Position Descriptions & Checklists

Appendix C is in depth EmergencyOperation Centre positions and a checklist. This
section is meant for anyone, with or without training to be able to be assigned a
position(s) and, by following the steps complete the tasks of that particular position.

Generic EOC Checklist For All Functions
Policy Group

EOC Director

Deputy EOC Director

Risk Management Officer

Liaison Officer

Information Officer

Operations Section Chief

Fire Branch Coordinator

Police Branch Coordinator

Ambulance Branch Coordinator

Health Branch Coordinator

Emergency Saial Services Branch Coordinator
Environmental Branch Coordinator
Engineering Branch Coordinator

Utilities Branch Coordinator

Planning Section Chief

Situation Unit Coordinator

Resource Unit Coordinator
Documentation Unit Coordinator
Advanced Planning UnitCoordinator
Demobilization Unit Coordinator
Recovery Unit Coordinator

Technical Specialists Unit Coordinator
Logistics Section Chief

Information Technology Branch Coordinator
EOC Support Branch Coordinator
Supply Branch Coordinator

Personnel Branch Coordimtor
Transportation Branch Coordinator
Finance / Administration Section Chief
Time Unit Coordinator

Procurement Unit Coordinator
Compensation and Claims Unit Coordinator
Cost Accounting Unit Coordinator

I D D D D D D D D D D DD D D D D D D D D D D D D

The following checklist pertains to all EOC functions required in a major emergency.
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Generic EOC Checklist

T For All Functions

Getting Started:

Check in with the EOC Director or Logistics Section Chief upon
arrival at the EOC. Obtain an identification card and vest, if
available.

If you represent an ou tside (non-jurisdictional) agency, register
with the Liaison Officer.

Complete the PEP Task Registration Form (EOC 512). Use the
EOC Checkin, Check-Out Form (EOC 511) each time you enter
or leave the EOC.

Report to EOC Director, Section Chief, or other assigned
supervisor, to obtain current situation status and specific job
responsibilities.

Set up your workstation and review your position checklist,
forms and function aids.

Establish and maintain a Position Log (EOC 414) that
chronologically describes the actions you take during your shift.
Use one Position Log even if you are serving more than one
function.

Note on your Position Log all ideas you can suggest for
improving the contribution of your function and of the EOC
overall. These will be considered in the After Action Report.
Determine your resource needs, such as a portable radio,
computer, phone, stationery, forms, and other reference
documents.

Participate in any facility/safety orientations, as required.

Before Leaving:

If another person is relie ving you, brief them thoroughly before
you leave your workstation.

Clean up your work area before you leave. Return any
communications equipment or other materials to the Logistics
Section.

Complete all other required forms, reports, and documentation
and submit them to the Planning Section prior to your
departure.

Complete your Position Log, and leave a phone number where
you can be reached.

Sign the EOC CheckOut procedures. Return to Personnel Unit
(in Logistics) to sign out.

Be prepared to participate in the EOC After Action Report and
formal post-operational debriefs.

Make use of EOC stresscounseling and debriefings, as needed.
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Policy Group

Responsibilities:

The Policy Group supports the emergency response effort by
providing interpretation of e xisting policies, new policies to address
emerging situations, and providing continuity of governance
throughout the response and recovery effort. Members of the
Policy Group may include the Chair and Board Members, and/or
Senior Executives.

1.

Consider P olicies 1 Advise on existing policies and
examine the requirement for new or temporary policies to
support response and recovery.

Set Expenditure Limits T Determine appropriate
expenditure limits for response and recovery.

Request Outside Support/Re  sources 1 Upon the advice
of the EOC Director, request extra-ordinary resources and/or
outside assistance.

Aut horize fAState of T UHandwhen En
required, declare or ter mina
Assist Public Information T Upon request, act as a
spokesperson for the jurisdiction and participate in media
briefings.

Acknowledge Contributions i Ensure steps are taken to
acknowledge the contributions of response and recovery
staff and volunteers.

Getting Started:

Convene as the EOC Policy Group at the site and times
recommended by the EOC Director.

Obtain current situation status and a briefing on priority
actions taken and outstanding, from the EOC Director.
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Policy Group

Main Checklist:

Consider Policies
¢ Keep appraised as to the status of the emergency event by
reviewing EOC Situation Reports.

¢ Examine the need for new or temporary policies, as required

to support response and recovery operations.

¢ Consult with EOC Director and/or Legal Advisors regarding
any potential legal issues and recommended courses of
action.

Set Expenditure Limits
¢ Consult with EOC Director to determine appropriate
expenditure limits.

Request Outside Support/Resources
¢ Consult with EOC Director to determine the need for extra-
ordinary resources and/or outside assistance.
¢ Request Provincial and Federal support, as required.

Aut horize fAState of Local Emerd

¢ Consult with EOC Director to determine need for a
decl aration or terminati on

Assist Public Information
¢ Act as a spokesperson for the jurisdiction, upon request.
¢ Upon request, prepare for and participate in any media
briefings.

Acknowledge Contributions
¢ Ensure steps are taken to acknowledge response and
recovery personnel for their efforts.

0

Before Leaving:

¢ Establish the requirements for debriefing response and
recovery personnel, and set a due date for the After Action
Report.

Function Aids:

Aids

Forms
A Decision / Approval Log (Form EOC 407)
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EOC Director

Responsibilities:

The EOC Director provides overall coodination of site support
activities to ensure an effective, coordinated and cooperative
response. The EOC Director role may be filled by two or more
representatives of agencies with jurisdiction.

1.

Assess the Situation 1 Gather information about the
emergency. Assess the magnitude and severity of the
situation to determine the appropriate type and level of EOC
coordination.

Support Site(s) T Provide support to Incident Commanders
and agencies, and ensure that all actions are coordinated
within the established priorities. Approve resource requests,
including municipal and other first responders, municipal
staff and volunteers.

Develop / Approve Action Plans i Prepare EOC action
plans with other EOC members based on an assessment of
the situation and available resources. Set priorities and
response objectives for affected areas.

Inform Others 1 In consultation with the Information
Officer, assist emergency information actions using the best
methods of dissemination. Approve press releases and other
public information materials. Keep the Policy Group and
PREOC informed.

Manage the EOC Group 1 Establish the appropriate EOC
staffing level and continuously monitor organizational
effectiveness. Direct the overall incident coordination with
other agencies with jurisdiction under Unified Command,
where appropriate.

Reports To:

Policy Group
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EOC Director

Getting Started:

Obtain a briefing from Incident Commander(s) or other
person(s) reporting emergency, if available.

Mobilize appropriate personnel for the initial activation of the
EOC. Refer to Section 5 ofBand Name Emergency Response
and Recovery Plan.

Select a name for the incident, such as "Jan 6 Snow" or
"Downtown Explosion." Keep it short but descriptive.
Determine location of the EOC, considering hazards.
Communicate EOC location to others.

Obtain the PEP Task Number for the incident, if available,
from the Emergency Coordination Centre at PEP or from the
PREOC, if activated. Ensure the PEP Task Number is
prominently displayed in the EOC.

Greet and orient arriving EOC members until Logistics
Section can be established to assume this function.

The EOC Director must be accessible. Select a workstation
for yourself and stay there as much as possible so people
can find you.

Main Checklist:

1.

Assess the Situation

C

Gather Information 7 Collect information relevant to the
emergency situation at hand from a range of sources, in
coordination with the Planning Section, if activated.

Assess Situationi Continuously assess the magnitude and
severity of current situation and potential for future threat,
considering:

Risks to life, health, environment, and local economy in the
region

Availability of first responders and other human resources
Assistance available by external agencies

Assess Needs Perform a rapid needs assessment based on
information at hand.

Select EOC Activationi Determine the initial EOC level of
activation and operational period. Mobilize appropriate
personnel for the initial activation of the EOC. Refer to "EOC
Activation Guide."

Mobilize EOCPersonneli Mobilize appropriate personnel for
the initial activation of the EOC. Consider the joint activation
of EOCs among member municipalities.
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EOC Director

¢

C

O 0 0 0 0 00

2. Support Sites

Establish Communicationsi Establish communications for
regular contact with Incident Commanders.

Support Incident Commanders i Liaise with Incident
Commander(s) to determine the demands of the emergency.
Provide support to Incident Commanders and agencies, and
ensure that all actions are coordinated within the established
priorities.

Approve Resource Requestsi Approve requests for
additional resources, including Band Name and other first
responders, Band Name staff, and local volunteers. Ensure
resources are being tracked in the Planning Section.
Release Resources Coordinate with Incident
Commander(s) to release resources from the site, when
appropriate.

Anticipate Site Needsi Consult Planning Section Chief on
incident status and resources assigned and anticipate site
requirements.

3. Develop / Approve Action Plans

Develop Support Strategies i Consult EOC Management
Staff and Section Chiefs regarding appropriate actions. Set
priorities and response objectives for affected areas.
Consider support for the following strategies:

Secure hazard zones

Search and rescue trapped personnel

Provide first aid and triage

Abate hazards

Notifying public and others of emergency

Evacuation

Hold Action Planning Meetingi Call at least one Action
Planning Meeting in each operational period, and whenever
the situation or EOC staff changes significantly. This meeting
should not be longer than 30 minutes. Attendance should
include all Management Staff, Section Chiefs and other key
agency representatives.
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EOC Director

¢

Prepare EOC Action Plang Prepare an initial Action Plan
using the attached EOC Action Plan form. One additional
Action Plans are completed by the Planning Section, review,
approve and authorize implementation. Assign in writing any
delegated powers allowed under a declaration of State of
Local Emergency, if any are given.

Monitor Needsi Monitor operations to anticipate problems
with meeting objectives. Re-assign initial EOC personnel to
new actions, as appropriate.

4. Inform Others

C

Inform EOC Staff i Hold regular briefings of all Band Name
EOC participants to keep them informed on status. This
briefing should not be longer than 30 minutes, and may
include a summary by the Incident Commander or
representative.

Inform Policy Group at the Band Namei Keep the Policy
Group informed on the incident status, priorities, and
objectives. Alert them to any poli cy issues that may arise in
the future.

Inform PREOC Establish and maintain contact with
adjacent jurisdictions and the PREOC, if one has been
established. Keep the PREOC Director informed.

Inform the Public i Keep the EOC Information Officer up to
date on new information, as appropriate. Review and
approve media releases and other public information
materials.
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EOC Director

5. Manage the EOC Group

¢ Select EOC Functions Determine which EOC functions are
needed, matching the needs of the incident.

¢ Staff the EOCi Appoint EOC members to appropriate
functions and post a chart for arriving EOC members.
Identify replacements for EOC members for extended
operations and ensure there are enough personnel to rotate
staff. NOTE: The EOC Director and Section Headgnust
perform all required functions that are not staffed.

¢ Set Operational Periodsi Designate the operational periods
according to the situation and display in a prominent
location.

¢ Ensure EOC Healthi Monitor EOC personnel to ensure they
attend to their p ersonal needs for food, water, sleep and
take regul ar breaks. | mpl ems
personnel.

¢ Monitor Effectivenessi Monitor general staff activities to
ensure that all appropriate actions are being taken.
Continuously monitor the EOC organiational effectiveness.

¢ Assume Control of EOCi Direct the overall incident
coordination with other agencies with jurisdiction under
Unified Command, where appropriate.

Before Leaving: ¢ Follow Generic Activation Checkilist.
¢ Deactivate the EOC.
¢ Prepare the EOC After Action Report.
Function Aids: Aids

A See Figure 5.17 EOC Activation by Level

A See Figure 5.2 EOC Staff Options

A See Figure 5.37 EOC Contact List

A Opening the EOC

A Keeping Leaders Informed

A First Hour Guide

Form

v v > D

Decision / Approval Log (EOC Form 407
Position Log (EOC Form 414)

EOC Action Plan (EOC Form 502)

EOC Checkin, Check-out Form (EOC Form 511)
PEP Registration (EOC Form 512)

EOC Incident Record (EOC Form 550)
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Deputy EOC Director

Responsibilities:

A Deputy EOC Director may be assigned b assist in managing the
EOC group and responsibilities.

1.

2.

Assist Information Flow T Ensure the efficient and
effective flow of information within the EOC.

Support the EOC Organization T Assist the EOC Director
in organizing and supporting the EOC staff, appropriate to
the needs of the emergency or disaster.

Assist EOC Director 1 Support the EOC Director in all
aspects of managing the EOC responsibilities, upon request.
Assume the role of the EOC Director, if required.

Assist with EOC Action Plan  ning i Assist the Planning
Section Chief in preparing for the EOC action planning
meetings.

Debrief EOC Personnel i Interview all EOC members as
they leave to collect recommendations for improvements.
Arrange for stress counseling, as required.

Reports To:

EOC Director

Getting Started:

Follow Generic Activation Checklist.
Assist EOC Director in determining initial EOC activation level and
staffing.

Main Checklist:

1. Assist Information Flow

¢ Assist EOC Functions Help all activated EOC functions

obtain the information required.

Help Planning Sectioni Assist Planning Section Chief and
Information Officer in gathering critical information about
the emergency situation.

Liaise with PREOQ' Liaise with PREOC to ensure the
ongoing exchange of information.
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Deputy EOC Director

2. Support the EOC Organization
¢ Assist with EOC Setupi Supervise the setup of the EOC

¢

facilities for the most effective and efficient operations.
Ensure that appropriate equipment and supplies are in place.
Assist with EOC Shift Planningi Facilitate shift change and
operational decisions with the EOC Director. Coordinate
additional EOC staffing needs with Logistics Section,
Personnel Unit Coordinator.

Support Administrative Needsi Ensure EOC management
staff has sufficient administrative support, including
assigning a recorder assigned to the EOC Director from the
Documentation Unit.

Assess EOC Staff Healtli Monitor the health and welfare of
EOC staff. Mediate and resolve any personnel conflicts.

3. Assist EOC Director

¢

Communicate Objectivesi Assist EOC Director in
communicating priorities, objectives and decisions to all EOC
staff and agency representatives.

Perform Special Assignmentsi Undertake special
assignments at the request of the EOC Director.

Identify Issues T Report significant events and any issues of
concern to the EOC Director, and advise of your activities on
a regular basis.

Fill Role of EOC Directori Assume the role of the EOC
Director in his/her absence.

4. Assist with EOC Action Planning

¢

Help with Planning Meetingsi Assist EOC Planning Section
Chief with preparations for EOC Action Planning meetings.
Meet with Others in EOCT Participate in EOC Action
Planning and Management Team meetings.

5. Debrief EOC Personnel

¢

Hold Exit Interviews i Conduct exit interviews with all key
EOC members, recording their observations and
recommendations for improving EOC operations.

Provide Stress Counselingi Arrange for and facilitate critical

incident stress debriefs for EOC staff, as required.
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Before Leaving: ¢ Assist with the deactivation of the EOC at the designated
time, as appropriate.

¢ Assist with the preparation of the EOC After Action Report.

¢ Organize and coordinate staff recognition initiatives (i.e.:
thank you letters) for EOC staff.

¢ Follow the Generic "Before Leaving" Chedlist.

Function Aids: ids

Forms
A Decision / Approval Log (Form EOC 407)
A Position Log (Form EOC 414)
A EOC Action Plan (Form EOC 502)
A EOC Incident Record (Form EOC 550)
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Responsibilities:

The Risk Managament Officer assesses the high level risks of the
response effort and takes steps to protect organizations from
unexpected losses. The RMO monitors and assess hazardous or
unsafe situations and ensures EOC safety.

1.

Manage Risks 1 Ensure that good risk management
practices are applied throughout the Band Name response
and recovery organization and that every function
contributes to the management of risk. Monitor situations for
risk exposures and ascertain probabilities and potential
consequences of future events.

Ensure EOC Safety i Provide advice on safety issues. A
Technical Specialist familiar with all aspects of safety and
relevant legislation should be appointed to assist.

Ensure EOC Security 1 Ensure that appropriate security
measures have been established to allow only authorized
access to the Band Name EOC facility and documents.

Reports To:

EOC Director

Getting Started:

Follow the Generic "Getting Started" Checkilist.

Main Checklist:

1. Manage Risks

¢

Evaluate Damage and Potential Losgs i Collect damage and
financial loss information, working with the Planning Section
Chief.

Evaluate Liability Exposurei Evaluate situations and advise
the EOC Director of any conditions and actions that might
result in liability exposure for the Band Name program, such
as improper response or evacuation procedures.

Advise Response Organizations Advise members of
response organizations regarding options for risk control,
during operational meetings and upon request.

Promote Loss Preventioni Advise on actions to reduce loss
and suffering and, where appropriate, proactively support
response and recovery objectives.

Identify Claimants i Identify potential claimants against the
Band Name and the scope of their needs and concerns.
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¢ Collect Evidencei Gather and organize evidence that may
assist all EOC organizations in managing legal claims,
including documentation that may be more difficult to obtain
later.

¢ Interview Witnesses I Conduct interviews and take
statements that address major risk management issues.

¢ Assist Public Information i Assist the EOC Director in
reviewing press releases, public alerts and warnings, and
public information materials.

¢ Organize Recordsi Organize and prepare records for final
audit.

2. Ensure EOC Safety

¢ Identify EOC Hazardsi Review any hazardous conditions of
the facility with the EOC Logistics Section Chief, especially
following a seismic event.

¢ Assist in Acquiring Safety Equipmenti Assist EOC Logistics
Section Chief in obtaining any special safety equipment or
procedures for the EOC.

¢ Advise EOC Personnel Provide guidance to EOC staff
regarding actions to protect themselves from the emergency
event, such as smoke from a wildfire or aftershocks from an
earthquake.

¢ Support Personnel Injury Claim Investigation i Work with
the EOC Finance / Administration Section Chief on any EOC
personnel injury claims or records.

¢ Advise on EOC Setupi Monitor set-up procedures for the
EOC, ensuring that personnel adhere to proper safety
regulations.
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3. Ensure EOC Security

¢

Monitor EOC Securityi Establish security checkpoints and
EOC facility access, in cooperation with the EOC Logistics
Section Chief, and arrange for staff sign-in and identification
procedures.

Improve Security, Where Needed i Address any security
issues with the EOC Director, recommending improvements
where necessary.

Secure Documentationi Advise Planning Section on the types
of information to collect, the organization of collected
information, confidentiality, document security measures
taken.

Before Leaving:

Assist the EOC Director in de-activation activities including:
Collection of all relevant documents and electronic records
Collection of all material necessary for After Action Report
Security of EOC records

Follow the generic Demobilization Checkilist.

Function Aids:

" |00 000

Aid

ocumenting Issues
Forms

A Position Log (Form EOC 414)
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Responsibilities:

The Liaison Officer is the EOC point of contact for assisting and
cooperating agency representatives, and responds to requests o
concerns from stakeholder groups.

1.

Assist Agency Representatives i The Liaison Officer
functions as the principal point of contact for representatives
from other agencies arriving at the EOC.

Keep External Agencies Informed I Liaise with
organizations not represented in the EOC. All media contacts
will be handled by the Information Officer.

Advise EOC Director on EOC Staffing 1 Advise EOC
Director in ensuring adequate EOC structure and staffing.
Assist the EOC Director in ensuring proper procedues are in
place for directing agency representatives, communicating
with elected officials.

Advise on EOC Action Plans i Assist and serve as an
advisor to the EOC Director and Planning Section Chief,
providing information and guidance related to the ext ernal
functions of the EOC.

Lead VIP Tours 1 Conduct VIP/visitor tours of the EOC
facility.

Reports To:

EOC Director

Getting Started:

Follow the Generic "Getting Started" Checkilist.
Ensure that an EOC checkin procedure is established immediately
for use by all Agency Representatives (Form EOC 511).

Main Checklist:

1. Assist Agency Representatives
¢ Greet Agency Representativesi ldentify yourself as the

principal point of contact for representatives from other
agencies arriving at the Band Name EOC.

Advise on EOC Functions Working with the EOC Director,
assist agency representatives in filling all necessary roles and
responsibilities within the EOC. Ensure proper procedures are
in place for directing agency representatives.

Assist with Access b EOC Equipment and Suppliesi Ensure
that agency representatives have access to functioning
telephone, radio communications, and other EOC equipment.
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¢

¢

¢

2. Keep External Agencies Informed

3. Advise EOC Director on EOC Staffing

Establish Communicationsi Ensure that communications
with appropriate external non-represented agencies (such
as: Provincial Agencies, utility companies, volunteer
organizations, private sector, etc.) are established and
recorded (Form EOC 410).

Work With External Agenciesi Liaise with local authorities,
other EOCs, Prarincial and Federal organizations, and other
organizations not represented in the EOC. Communicate the
EOC Action Plans and Situation Information, and request
situation reports from external non -represented agencies
and forward to the Planning Section Chief.

Advise the EOC Directori Let the EOC Director know of any
critical information and requests that come to light in
working with external agencies.

Advise on EOC Organizationi Work with the EOC Director to
ensure the EOC organizational structure meets the
requirements of the situation.

Advise on EOC Staffi Assist the EOC Director in determining
appropriate staffing for the EOC. Help identify potential EOC
staff members. Provide assistance with shift change activity
as required.

Orient New EOC Staff Membersi Upon request, advise all
new EOC members on their roles and responsibilities.
Provide an overview of BCERMS and the EOC operations to
all untrained personnel.
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4. Advise on EOC Action Plans

¢ Assistwith Action Plans i Provide information on external
and non-represented agencies to the Planning Section to
assist in the development, continuous updating and
implementation of EOC Action Plans.

¢ Advise on External Agenciesi Assist and serve as an advisor
to the EOC Director and Planning Section Chief, providing
information and guidance related to the external functions of
the EOC.

¢ Help Set Prioritiesi With your knowledge of the EOC and
external agencies, assist the EOC Director and EOC Group in
developing overall EOC priorities. Advise on the capabilities
and willingness of external agencies to undertake
cooperative actions.

5. Lead VIP Tours
¢ Lead VIP Toursi Conduct VIP and visitor tours of the
affected areas in the region and the EOC facility, and explain
the functions within.
¢ Participate in Media Toursi Working with the EOC
Information Officer, conduct media tours of EOC facility as
requested.

Before Leaving: ¢ Notify external non-represented agencies in the EOC of the
planned demobilization, as appropriate.

¢ Assist with the deactivation of the EOC at the designated

time, as appropriate.

Follow the Generic "Before Leaving" Checkilist.

c
Function Aids: Aids

See EOC Contacts in Annex F

Forms
A Contact Log (Form EOC 410)
A Position Log (Form EOC 414)
A EOC Checkin / Check-out List (Form EOC 511)
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Responsibilities:

Provides overall coordination of information for all public
information, media relations and internal information sources for

the EOC, in support of the site Incident Commander and site
Information Officer. Coordinates and supervises all staff assigned as
Assistant Information Officers and their activities.

1.

Gather Information i Collect and verify relevant
information on the emergency from a range of sources, both
internal and external to the EOC. Coordinate all information
collection with the EOC Planning Section Chief and EOC Risk
Management Officer.

Keep the Public Informed i Implement and maintain an
overall public information release program, providing hazard,
safety, and general impact information.

Facilitate News Media Relations i Accommodate the
news media requirements for accurate information and
access to damaged areas, within the bounds of EOC policies.
Provide Internal Information i Keep members of the
EOC, all Incident Command Posts, and other agencies
informed on the status of the emergency and the EOC
objectives.

Manage the EOC Information Function i Create and
maintain an organization to serve the information interests

of the public.

Reports To:

EOC Director

Getting Started:

Follow the Generic "Getting Started" Checkilist.

Determine staffing requirements and make required
personnel assignments for the Information Section.

Assess information skill areas required in the EOC such as
message writing, issues management, media briefings, and
event planning.

Inform every EOC member that all media contacts should be
referred to the Information Officer, and provide your contact
information.
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Main Checklist: 1. Gather Information

¢ Identify Informati on Needsi Anticipate the type of

information to collect and disseminate, appropriate to the

threat at hand and considering:

Status of threat

Band Name community elements affected

Resources available and assigned

Prognosis for short-term and long term

Public advisories

Identify Information Sources i Identify a range of

information sources, both internal and external to the EOC.

Coordinate with the Planning Section and identify methods

for obtaining and verifying significant information as it

develops.

¢ Collect Information 7 Collect and verify relevant information
on the emergency. Maintain a Disaster Assistance
Information Directory, with numbers and locations to obtain
food, shelter, supplies, health services, etc.

¢ Collaborate with Others i Coordinate all information
collection with the EOC Planning Section Chief and EOC Risk
Management Officer. Work with Information Officers at
Incident Command Post(s), at other EOCs in the region, and
the PREOC to ensure consistent information.

O 0 0O 0 00

2. Keep the Public Informed

¢ Prepare Messagesi Develop messages to ensure the Band
Name public receives complete, accurate, and consistent
information. Check with the EOC Risk Management Officer
for any potential liability or safety concerns. Ensure that
announcements, emergency information and materials are
prepared for special populations (non-English speaking,
hearing impaired, etc.), if required. All information releases
must be approved by the EOC Director and copies must be
retained.
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¢ Establish Call Centrei Develop a public information
telephone service or call centre to provide information and
advice concerning the emergency in the region. Work with
the EOC Logistics Section Chief, who will arrange for
telephone equipment and services. Ensure that call takers
are mobilized to accommodate the needs. Provide call takers
with timely and accurate message sheets so they offer only
confirmed and approved information.

¢ Set up Community Information Boards i Maintain up-to-date
status boards and other references at one or more public
information centres, including Reception Centres.

¢ Make Radio and TV Announcementsi As approved by the
EOC Director, issue timely and consistent advisories and
instructions for life safety, health, and assistance for the
public through the electronic ne ws media.

¢ Establish a Websitei Establish an Emergency Information
Website to facilitate public information. Consult with Logistics
Section and the Band Name for protocols.

¢ Coordinate Public Information i Establish distribution lists for
recipients of public information releases. Include Site
Information Officers, PREOC Information Section, other EOC
Information Officers, elected officials, Emergency Social
Service Groups, and the Call Centre.

3. Facilitate News Media Relations

¢ Develop Media Briefingsi At the request of the EOC
Director, prepare media briefings for elected officials and/or
Policy Group members and provide other assistance as
necessary to facilitate their participation in media briefings
and press conferences. Promptly provide copies of al media
releases to the EOC Director.

¢ Receive Media Calls’ Arrange through logistics appropriate
staffing and telephones to efficiently handle incoming media
calls.

¢ Facilitate Site Visitsi Ensure that adequate staff members
are available at incident sites to coordinate and conduct
media tours of the disaster areas when safe.
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¢ Establish Media Centrei Establish a Media Information
Centre near the EOC, as required, providing necessary
space, materials, telephones and electrical power. Develop
the format for press briefings working with the EOC Director.
Develop and publish a media briefing schedule, to include
location, format, and preparation and distribution of handout
materials.

¢ Monitor the News T Monitor news media broadcasts and
written articles for accuracy. Develop follow-up news
releases for rumour control; consult with the Risk
Management Officer on appropriate wording and actions to
take in correcting erroneous information. Keep the EOC
Director advised of all major critical or unfavourable media
comments.

¢ Coordinate With Othersi Coordinate media releases with
officials representing other affected emergency response
agencies, such as the Ministry of Forests. Arrange for
appropriate EOC or agency staff to answer technical
guestions from members of the media.

4. Provide Internal Information

¢ Keep Responders Informedi Develop information sheets to
keep members of the EOC, all Incident Command Posts, and
other agencies informed on the status of the emergency and
the EOC obijectives.

¢ Facilitate EOC ours i In consultation with EOC Director and
Liaison Officer, coordinate VIP and visitor tours of the EOC
facility.

¢ Coordinate with Others i Liaise with the Information Officers
at site(s), other EOCs and the PREOC and other external
agencies. Work with the Liaison Officer to keep external
agencies informed on the EOC status and operations.
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5. Manage the EOC Information Function

¢ Select Information Personnel i Appoint available Information
staff members to appropriate functions and identify
replacements for extended operations. Conduct shift change
briefings in detail, ensuring that in -progress activities are
identified and follow-up requirements are known.

¢ Monitor Effectivenessi Supervise all staff assigned as
Assistant Information Officers and th eir activities. Monitor
the activities of the Information staff to ensure appropriate
actions.

¢ Assume Control of the Information Function 7 Direct the
overall collection and dissemination of information, working
with other relevant agencies and jurisdictio ns as required.

Before Leaving: Prepare final news releases and advise media
representatives of points-of-contact for follow -up stories.
Assist EOC Director with demobilization procedures and
contribute to the recovery planning effort.

Follow the Generic "Before Leaving" Checklist.

c
c
C
Function Aids: ids
A Call Centre Guide
A Informing the Public
A News Media Contacts

Forms

A Evacuation Message (EOC Form 420)

Evacuation Instructions (EOC Form 421)
Spokesperson Media Statement (EOC Form 422)
Media Tracking Report (EOC Form 423)

Media Conference Attendance Record (EOC Form 424)
Position Log (EOC Form 414)

> > > > >
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Responsibilities:

The EOC Operations Section Chief coordinates resource requests,
resource allocations, and response operatons in support of Incident
Commanders at one or more sites.

1. Maintain Communications I Establish communication
links with Incident Command Posts, Department Operation
Centres, and the Provincial Regional EOC, if activated.

2. Participate in EOC Action P lanning Meetings i Prepare
Section objectives for presentation at EOC action planning
meetings, at least once in each operational period.

3. Coordinate Response 1 Direct the coordination of
operations in cooperation with other agencies.
4. Coordinate Resou rce Requests 1 Collect and coordinate

resource requests from site(s), working with the EOC
Logistics Section and the PREOC.

5. Share Operational Information T Collect and distribute
operational information to the Planning Section, the EOC
Information Offic er, and other EOC Sections.

6. Manage the Operations Section i Establish the
appropriate Operations Section Branches or Divisions and
continuously monitor organizational effectiveness.

Reports To:

EOC Director

Getting Started:

¢ Follow the Generic "Getting Started" Checklist.

¢ Based on the situation, activate appropriate branches and
designate Branch Coordinators as necessary:

1 Fire

Police

Ambulance

Health

Emergency Social Services

Environmental

Engineering

Utilities

Others as needed

= =4 =4 -4 -4 -4 -—a -

Page 62




Main Checklist: 1. Maintain Communications

¢ Determine Statusi Obtain a current communications status
briefing from the EOC Logistics Section Chief.

¢ Obtain Equipmenti Ensure that there is adequate
equipment and frequencies available for the Operations
Section. Work with the EOC Logistics Section Chief.

¢ Establish Communicationsi Establish and maintain
communication links (e.g., radio or telephone contact) with
the Operations Section in each Incident Command Post, in
each activated Reception Center, and with the PREOC
Operations.

2. Participate in EOC Action Planning Meetings

¢ Determine Issues and Objectivesi ldentify key issues
currently affecting the Operations Section. Meet with Section
personnel and determine appropriate section objectives for
each operational period.

¢ Determine Needsi Based on the known or forecasted
situation, determine likely future needs of the Operations
Section.

¢ Contribute to Action Plansi Prepare for and participate in
EOC Action Planning meetings and other relevant EOC
Management Team meetings (See form EOC 401A for
Briefing Format).

¢ Determine Strategiesi Detail the strategies required for
carrying out the objectives of the Operations Section.

3. Coordinate Response
¢ Implement Objectives i Work closely with each Branch
Coordinator in the Operations Section to ensure
implementation of all objectives defined in the current Action
Plan.
¢ Coordinate Responsei Coordinate overall response,
resources and event status information.
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¢

¢

4. Coordinate Resource Requests

5. Share Operational Information

Coordinate Internal Resource Requestsi Ensure that
Operations Section branches coordinate all initial resource
needs through the Logistics Section.

Coordinate External Resource Requestd Authorize external
resource requests and forward extraordinary and critical
resource requests to the EOC Director for approval (see form
EOC 514). Ensure the proper codes are noted on the
Resource Request Form and on all invoices to support a
claim for financial assistance, including the PEP Task Number
and Expenditure Authorization Form Number, if applicable.
Coordinate Mutual Aid Requests, If Requiredi Forward
requests for mutual aid under existing agreements to the
EOC Director for consultation with the Band Name Policy
Group. Requests for assistance should be made by theBand
Name Chief or Council to the local authority providing
resources.

Track Costsi Alert the Finance / Admin Section Chief of the
request to track costs.

Keep Planning Section Informedi Ensure that situation and
resources information is provided to the Planning Section as
the situation requires, including Branch Status Reports and
new incoming incident reports.

Keep EOC Director Informedi Brief the EOC Director and
other EOC Group members.

Brief Operations Sectioni Brief Branch Coordinators ard
Section Staff periodically on any updated information you
may have received.

Keep PREOC Informed’ Share status information with
PREOC, as appropriate.
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¢

6. Manage the Operations Section

Set Up Sectioni Ensure that the Operations Section area is
set up properly and that appropriate personnel, equipment,
and supplies are in place, including telecommunications,
maps and status boards.

Ensure Appropriate Personneli Request additional personnel
for the section from the Personnel Unit as necessary to
maintain 24-hour staffing capabilities, as necessary.
Coordinate with the Liaison Officer regarding the need for
Agency Representatives from external organizations in the
Operations Section.

Ensure Documentationi Ensure that all section personnel
maintain their individual position logs and other paperwork
as required.

Participate in Action Planning Meetingsi Collect objectives
from each activated Operations Branch prior to each Action
Planning meeting. Participate in Action Planning Meetings,
using EOC Biefing Format (Form EOC 401A).

Support Financial Objectivesi Coordinate daily time sheets
and emergency expenditures with the Finance/Administration
Section.

Before Leaving: C

Deactivate branches and any organizational elements when
no longer required.

Determine demobilization status of all operations and advise
the EOC Director.

Ensure that all paperwork is complete and logs are closed
and sent to the Documentation Unit in the Planning Section.
Ensure that any open actions are assigned to appropriate
agency and/or EOC staff as appropriate.

Follow the Generic "Before Leaving" Checkilist.

Function Aids: Aids

A

Forms
A EOC Briefing Format (Form EOC 401A)
A Position Log (Form EOC 414)

Request for Resources or Assistance (Form EOC 514)
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Responsibilities:

The EOC Fire Branch Coordinator manages fire resource requests in
support of Incident Commanders at one or more sites. The Fire
Branch does not direct suppression or rescue activities at the site,
but may coordinate the regional allocation of resources to meet

EOC priorities.

1. Coordinate resources for major structural fire |
Coordinate the acquisition of fire / rescue resources, call
utilities and allocate crews to sites according to EOC
priorities.

2. Coordinate hazardous materials response i Coordinate
contacts for response personnel and equipment if requested
by Incident Commander.

3. Coordinate structural protection during wild
land /urban interface fire T Coordinate structural fire
resources operating in unified command with BC Forest
Service.

4. Coordinate light and heavy search and rescue |

Coordinate search and rescue operations in collapsed
structures, including mutual aid.

5. Manage the Fire Branch T Oversee the development of
branch objectives, status reports, and daily time sheets and
expenditures.

Reports To:

EOC Operations Section Chief or EOC Director

Getting Started:

¢ Follow the Generic "Getting Started" Checklist.
¢ Based on the situation, activate the necessary groups within
the Fire Branch:
9 Structural Fire Suppresson Group
1 Hazmat Group
1 Wild land Fire Suppression Group
1 Search and Rescue Group
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Main Checklist: 1. Coordinate Resources for Major Structural Fire

¢ Coordinate Fire Resourcesi Coordinate fire resources
acquired outside mutual aid. The EOC LogisticsSection will
mobilize and arrange to transport these resources. NOTE:
Incident Commanders control response activities at the site
of an emergency. Incident Commanders are authorized to
request and control structural fire resources available
through mutual aid.

¢ Allocate Resources by Prioritiesi Allocate resources to
Incident Commanders based on EOC priorities among several
sites, in consultation with the Band Name EOC Director.

¢ Work with Other EOCs’i Coordinate use of area fire
suppression resources with the Fire Branch Coordinators at
other EOCs.

¢ Ensure Preservation of Evidencei Advise Incident
Commanders to preserve evidence where emergency may be
caused by criminal activity, such as suspected act of
terrorism.

2. Coordinate Hazardous Materials Response

¢ Contact Shippersi If requested by Incident Commander,
contact private company suppliers, who are responsible for
emergency response plans and the costs of response under
the federal Transportation of Dangerous Goods Act, Section
7.

¢ Alert PEPT Notify PEPfor "fan-out" alert of incident and
resource requirements, including the Environmental
Emergency Response Officer from the Ministry of Water,
Land and Air Protection.

¢ Relay CANUTEC Informationi Contact the Canadian
Transport Emergency Center (CANUTEC) affransport
Canada and coordinate the exchange of information and
instructions to the site, if requested by Incident Commander.

¢ Access Expertisei Contact PREOC for permission to access
hazardous materials experts and equipment, if requested by
Incident Commander.

¢ Arrange for Technical Specialistsi Contact technical
specialists at a Lower Mainland Fire Department, e.g.,
Surrey, if requested by Incident Commander.
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¢

¢

¢

3. Coordinate Structural Protection During Wild
land /Urban Interface Fire

4. Coordinate Light and Heavy Search and Rescue

Acquire Additional Resourcesi Contact the PREOC for

Coordinate Structural Protection Resourcesi Arrange for and
coordinate resources for structural fire protection. NOTE:
Fire Chiefs or designates will join BC Forest Service Incident
Commander in unified command, and Fire Department
personnel will report to Operations Section Chief at the
Incident Command Post.

Work with Office of the Fire Commissioner i Liaise with
Provincial Fire Commissioner, as required, to coordinate fire
protection resources from external agencies.

Coordinate Urban SAR (search of buildings)i Coordinate
light and heavy urban search and rescue efforts in support of
site operations. NOTE: All ground and inland waters search
and rescue operations are coordinated through the Police
Branch.

5. Manage the Fire Branch
¢ Work with Office of the Fire Commissioner i Liaise with

assistance with Heavy Urban Search and Rescue, if required.

Provincial Fire Commissioner for hazards involving fire and
explosion, as required.
Set Objectives for Each Operational Periodi Prepare

the Operations Section Chief prior to the next EOC Action

objectives for the Fire Branch for the coming operational
period. Provide Fire Branch objectives and status report to

Planning meeting.
Report on Status i Forward Fire Branch status reports to the

EOC Resource Unit in the Planning Section.
Support Financial Objectivesi Ensure that all fiscal and

administrative requirements are coordinated through the
Finance/Administration Section (notification of any
emergency expenditures and daily time sheets).
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Before Leaving: ¢ Forward any input towards the After Action Report to the
Operations Section Chief.
¢ Follow the Generic "Before Leaving" Checklist.

Function Aids: Aids

Forms
A Request for Resaurces or Assistance (EOC Form 514)
A Position Log (EOC Form 414)
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Responsibilities:

The Police Branch Coordinator manages RCMP resource requests in
support of Incident Commanders at one or more sit es. The Police
Branch does not direct RCMP activities at the site, but may
coordinate the regional allocation of resources to meet EOC
priorities.

1. Enforce Laws During Emergency i Coordinate law
enforcement operations to provide for the security of peop le
and property. Request and coordinate RCMP mutual aid.

2. Secure Affected Area(s) T Control access to affected
areas, secure sites for subsequent investigation, and
preserve evidence.

3. Control Traffic T Coordinate traffic control, and clear
routes for emergency vehicles.
4, Coordinate Ground Search and Rescue i Coordinate

ground search and rescue operations within the jurisdiction,
including mutual aid. Coordinate services for the deceased
with support of Coroner.

5. Implement Evacuation Orders T Inform affected persons
of evacuation alerts and orders, organize the transportation
of evacuated persons to safety through Logistics Section,
and secure evacuated areas.

6. Manage the Police Branch i Oversee the development of
branch objectives, status reports, and daily time sheets and
expenditures.

Reports To:

EOC Operations Section Chief or EOC Director

Getting Started:

¢ Follow the Generic "Getting Started" Checklist.
¢ Based on the situation, activate the necessary units within
the Police Branch:
A Evacuation Unit
A RCMP Operations Unit
A Coroner Unit
A Search and Rescue Unit
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Main Checklist: 1. Enforce Laws During Emergency

¢ Coordinate Site Operationsi Coordinate law enforcement
operations at one or more sites during a major emergency or
disaster.

¢ Arrange for Mutual Aid i Determine the need for and
arrange for RCMP mutual aid.

2. Secure Affected Area(s)

¢ Control Area Accessi Establish perimeters and control points
around the affected area to control access, if requested by
Incident Commander.

¢ Support Investigations T Secure site for subsequent
investigation.

¢ Preserve Evidencei Advise Incident Commanders to
preserve evidence where emergency may be caused by
criminal activity or negligence.

¢ Secure Marine Access to Areai As appropriate, advise PEP
toinitate A Noti ce to Mariners. o

3. Control Traffic
¢ Control Area TrafficT Working with Incident Commanders,
coordinate area-wide traffic control operations during a
major emergency.
¢ Keep Emergency Vehicle Routes Operi Upon request of
Incident Commanders, clear routes for emergency vehicles.

4. Coordinate Ground Search and Rescue

¢ Coordinate Ground SARi Coordinate all ground and inland
waters search and rescue operations in the jurisdiction.
NOTE: Light and heavy search and rescue (digging through
buildings) is coordinated through the Fire Branch.

¢ Support Coroner Servicesi Determine need for Coroner's
services, and confirm that the Coroner has been alerted.
Ensure Coroner activities are coordinated within the Police
Branch of the EOC. Body recovery is a sharedresponsibility
in support of Coroner.

¢ Coordinate Services for Deceasedi Coordinate services for
the deceased and their immediate families, including
notification of next -of-kin and information to family
members.
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5. Implement Evacuation Orders

¢ Assess Poplation to Be Evacuatedi Prepare map of area to
be evacuated, determine number of evacuees, and identify
any special considerations.

¢ ldentify Evacuation Routes i Prepare a map of evacuation
routes, including aquatic / aircraft evacuation points.
Working with ESS Director, identify destinations for
evacuees.

¢ Implement Evacuation Alerts and Ordersi Coordinate the
issuance of evacuation alerts and orders to affected persons,
as requested by the EOC Director, including doorto-door
visits and commercial radio messages.

¢ Coordinate Neighbourhood Evacuationi Deploy personnel to
inform residents of alert or evacuation order. Coordinate
community groups through the Community Coordinator.

¢ Transport Evacueesi Coordinate the transportation of
evacuated persons to sdety, as required and in cooperation
with EOC Logistics Branch.

¢ Monitor Evacuationi Sweep evacuated area, if safe to do so.
Collect and summarize reports from traffic control points on
vehicle numbers leaving evacuated area.

¢ Secure Evacuated Areasi Coordnate security patrols of
evacuated areas to prevent theft and vandalism, where safe
to do so. Establish an access permit system to allow
temporary access to evacuated areas, if approved by
Incident Commander.

6. Manage the Police Branch

¢ Work with PREOCIT Liaise with the PREOC for coordination
of regional resources, as required.

¢ Set Objectives for Each Operational Periodi Prepare
objectives for the Fire Branch for the coming operational
period. Provide Police Branch objectives and status report to
the Operations Section Chief prior to the next EOC Action
Planning meeting.

¢ Report on Statusi Forward Police Branch status reports to
the EOC Resource Unit in the Planning Section.

¢ Support Financial Objectivesi Ensure that all fiscal and
administrative requirements are coordinated through the
Finance/Administration Section (notification of any
emergency expenditures and daily time sheets).
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Before Leaving: ¢ Determine demobilization status of branch units and RCMP
operations.
¢ Follow the Generic "Before Leaving" Checklist.

Function Aids: Aids

A Annex E - Evacuation Plans

Forms

A Position Log (Form EOC 414)
Steps in a Legal Evacuation
Evacuation Alert Bulletin
Evacuation Order Bulletin
Shelter-in-Place Bulletin

All Clear Bulletin

> > D> >
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Responsibilities: The Ambulance Branch Coordinator manages ambulance resource
requests in support of Incident Commanders at one or more sites.
The Ambulance Branch does not direct activities at the site, but
allocates resources tomeet EOC priorities. If two or more EOCs are
activated, ambulance resources will be coordinated regionally
through the PREOC.

1. Determine Need for Ambulance Resources i Determine
need for ambulance resources among site Safety Officers
and other Operations Section Branch Coordinators within the
EOC.

2. Coordinate Ambulance Resources i Determine the
availability of ambulance resources in the local area and
region, and ensure appropriate resources are identified and
mobilized.

3. Distribute Casualties to Hos  pitals i Coordinate the
transportation of the injured to evenly distribute casualties
among medical facilities.

4. Evacuate Health Care Facilities i Coordinate the
transportation of persons evacuated from health care
facilities, under the direction of the Incident Commander.

5. Manage the Ambulance Branch i Oversee the
development of branch objectives, status reports, and daily
time sheets and expenditures.

Reports To: EOC Operations Section Chief or EOC Director
Getting Started: Follow the Generic "Geting Started" Checklist.
Main Checklist: 1. Determine Need for Ambulance Resources

¢ Establish Site Communicationsi Establish and maintain
communication with the site(s).

¢ Determine Need to Assist VictimsT Determine status and
need for ambulance resources. Coordinate with Incident
Commanders to ensure adequate resources are available at
rescue sites to triage, treat, and transport extricated victims.

¢ Determine Need to Assist First Respondersi Liaise with site
Safety Officers and other EOC Operation Braach Coordinators
to provide ambulance and first aid for responders.
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¢

¢

¢

2. Coordinate Ambulance Resources

3. Distribute Casualties to Hospitals

4. Evacuate Health Care Facilities

Identify Available Resourcesi Determine the availability of
BC

Regional Resourcesi Relocate ambulance resources within
the Ambulance resources in the operational area and region.
Ensure that all available auxiliary ambulance resources are
identified and mobilized as required.

Obtain Additional Ambulance Resources, As Needed Callin
crews as required by the emergency.

Acquire Non-Ambulance Resourcesi Coordinate with the
Logistics Section to acquire non-ambulance transportation,
such as local resources for moving the walking wounded, as
required or requested.

Coordinate region and from elsewhere in province to meet
needs.

Coordinate Victim Transportation i Coordinate the
transportation of injured victims to appropriate medical
facilities as required to ensure casualties are evenly
distributed to receiving facilities. Coordinate destinations with
regional Health Authority and PREOC.

Keep Hospitals Informed i Keep hospitals informed of the
number of cases to expect.

Coordinate Transportation of Medical Evacueesi Coordinate
the transportation of evacuated persons requiring medical
care from any facility under evacuation alert or order,
working with facility administrators.
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5. Manage the Ambulance Branch
¢ Work with PREOCI Liaise with the PREOC for coordination

of regional resources, as required.

Set Objectives for Each Operational Periodi Prepare
objectives for the Ambulance Branch for the coming
operational period. Provide Ambulance Branch objectives and
status report to the Operations Section Chief prior to the

next EOC Action Planning meeting.

Report on Status i Forward Ambulance Branch status reports
to the EOC Resource Unit in the Planning Section.

Support Financial Objectivesi Ensure that all fiscal and
administrative requirements are coordinated through the
Finance/Administration Section (notification of any
emergency expenditures and daily time sheets).

Before Leaving:

Follow the Generic "Before Leaving" Checklist.

Function Aids:

Forms
A Position Log (Form EOC 414)
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Responsibilities:

The Health Branch Coadinator ensures coordination of hospitals,
health units, continuing care, mental health and environmental
health within the area.

1.

Coordinate Preventative Measures in Public Health T
The Health Branch Coordinator oversees community efforts
to prevent iliness from contaminated water or food during
the emergency, including inspection of potable water, food
delivery, and sewage systems.

Assist with Medical Transportation i Assist in identifying
and mobilizing available ambulance resources, including ar
transportation.

Coordinate Health Care Facilities and Resources T
Coordinate health care delivery, including special needs for
pharmaceuticals, physically challenged or medically disabled
persons, and care for displaced home care clients.
Coordinate health care needs at Reception Centres.
Coordinate Additional Health Facilities i Coordinate
establishing additional health facilities, such as an advanced
treatment centre or 200 bed emergency hospitals.

Manage the Health Branch 1 Oversee the development of
branch objectives, status reports, and daily time sheets and
expenditures.

Reports To:

EOC Operations Section Chief or EOC Director

Getting Started:

Follow the Generic "Getting Started" Checkilist.

Establish communications with Health Authority local EOC,
and with Health Branches in other EOCs and at the PREOC.
Determine capability of Health Authority to treat casualties.
Determine the status and availability of mutual aid resources
in the operational area, specifically industrial first-aiders, S.
John Ambulance and private / industrial ambulances.
Assess and anticipate health services required to support the
situation.
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Main Checklist: 1. Coordinate Preventative Measures in Public Health

¢ Coordinate Immunization and Epidemic Controli Provide
public health measures including epidemic control and
immunization programs in consultation with Medical Health
Officer.

¢ Monitor Potable Water 1 Ensure that potable water supplies
are inspected and monitored.

¢ Monitor Food Quality i Ensure that food quality is regulated
and inspected.

¢ Monitor Sewage Systemsi Ensure that sewage systems are
operating at acceptable levels.

¢ Coordinate Health Inspection of Mass Feedingi If mass
feeding areas are established, advise Environmental Health
Officers on locations for inspection purposes.

¢ Monitor Stressi Consider the need for critical incident stress
debriefings for responders and affected persons.

2. Assist Ambulance Branch with Medical Transportation

¢ Advise Ambulancei Advise on ambulance resources and
medical transport needs.

¢ Assist Ambulance Resources Assist in identifying and
mobilizing available ambulance and auxiliary ambulance
resources as required.

¢ Assist Medical Transportationi Assist with the transportation
of injured victims and health care personnel to appropriate
medical facilities as required or requested.

¢ Assist Acquiring NonrAmbulance Transportationi Coordinate
with the Logistics Section to acquire suitable non-ambulance
transportation, such as buses for injured.

¢ Assist Medical Air Transportdion i Coordinate air
transportation with Air Operations Branch.

¢ Assist Distribution of Casualtiesi Assist the Ambulance
Branch Coordinator in ensuring that casualties are evenly
distributed to receiving facilities.
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¢

¢

3. Coordinate Health Care Facil ities and Resources

4. Coordinate Additional Health Facilities

Assist Acquiring Health Suppliesi Coordinate with the
Logistics Section and the Health Authority to obtain
necessary supplies and equipment to support local health
emergency response.

Assist Acquiring Pharmaceuticalsi Assist with the
coordination of pharmaceuticals as required or requested.
Coordinate Support for Disabledi Coordinate and support
health services for physically challenged or medically
disabled persons.

Assist Other Health Carei Assist with the coordination of
other health care resources as required or requested.

Assist Sheltering Home Care Clientsi Liaise with ESS Branch
Coordinator to assist with sheltering of displaced home care
clients if needed.

Coordinate Health Services at Reception Centres
Coordinate health care needs at Reception Centres with ESS
Branch Coordinator and contact the Health Authority if
service delivery cannot be maintained.

Coordinate Extra-ordinary Health Facilitiesi Coordinate
moving and establishing advanced treatment centre and/or
200 bed emergency hospitals, if needed. The activation and
deployment of these units will be determined by the Health
Authority and the BC Ambulance Service. (Note: These units
are not small and take time to establish.)
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5. Manage the Health Branch
¢ Work with PREOCI Liaise with the PREOC for coordination

of regional resources, as required.

Set Objectives for Each Operational Periodi Prepare
objectives for the Health Branch for the coming operational
period. Provide Health Branch objectives and status report to
the Operations Section Chief prior to the next EOC Action
Planning meeting.

Report on Status i Forward Health Branch status reports to
the EOC Resource Unit in the Planning Section.

Support Financial Objectivesi Ensure that all fiscal and
administrative requirements are coordinated through the
Finance/Administration Section (notification of any
emergency expenditures and daily time sheets).

Before Leaving:

Follow the Generic "Before Leaving" ChecHist.

Function Aids:

Forms
A Request for Resources or Assistance (EOC Form 514)
A Position Log (Form EOC 414)
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Responsibilities: The ESS Branch Coordinator works with volunteer and privae
agencies in the region to provide food, clothing, shelter and other
essential services as required for evacuees, displaced persons, and
disaster victims in the affected area.

1. Determine Need for ESS i Determine status of
emergency and assess the levelof ESS needed with EOC
Director.

2. Acquire ESS Resources 1 Callout ESS volunteers, and
ensure that other appropriate ESS resources are identified
and alerted.

3. Coordinate Reception Centres and Other ESS Services

i Coordinate the delivery of food, clothing, shelter, health
and other essential services for disaster victims in the area.

4, Coordinate Community Health Services T Liaise
between the Reception Centres and the Health Authority for
the provision of health services.

5. Manage the ESS Branch i Oversee the development of
branch objectives, status reports, and daily expenditures.
Liaise with the Min. Human Resources (MHR) to coordinate
regional resources, as required.

Reports To: EOC Operations Section Chief or EOC Director
Getting Started: Follow the Generic "Getting Started" Checklist.
Main Checklist: 1. Determine Need for ESS

¢ Determine ESS Needs Determine status of emergency and
assess the level of ESS needed.

¢ Identify PEP Task Numberi Note PEP Task Number and
relay it to all Reception Centre Managers.

Page 81




2. Acquire ESS Resources

¢ Alert ESS Teamsi Initiate call-out to ESS Volunteers and
ESS agencies (e.g., Red Cross, Salvation Army) and advise tQ
"stand-by."

¢ Activate Reception Centresi Open one or more Reception
Centers, Group Lodgings or other alternate services.

¢ Transport ESS Resources Coordinate with the EOC
Transportation Unit to arrange suitable transportation for
ESS volunteers and supplies, as needed. Refer to the
Resource Annex for resource contacts.

¢ Coordinate ESS Mutal Aid i Request ESS mutual aid from
other communities, if required, in support of emergency
social services. Work with Logistics to ensure proper
resource request procedures are followed.

3. Coordinate Reception Centres and Other ESS Services

¢ Acquire Canmunications i Work with the EOC Logistics
Section Chief to ensure telephone and/or radio
communications are established with: 1) Reception Centres,
2) Group Lodging Sites, 3) Other ESS support agencies, 4)
Min. Human Resources Regional Office, and 5) PREQC.

¢ Coordinate Resource Deliveryi Coordinate the delivery of
food, clothing, shelter, health services, and other essential
services for disaster victims. Coordinate ESS resources with
local suppliers and private agencies.

¢ Monitor Status of Reception Centres i Determine the status
of Reception Centres and any needs for resources. Develop
and maintain a status board or other reference that depicts
1) Location of each Reception Centre, 2) Name of the
Reception Centre Manager, 3) Phone and fax numbers for
the Reception Centre, and 4) Number of persons processed
by date and in total.

¢ Authorize ESS Expenditures Ensure emergency expenses
and extensions for ESS are preauthorized by the Min.
Human Resources.

¢ Coordinate Mutual Aid Requestsi Facilitate requests for ESS
resources from other communities in the region, and/or from
the PREOC, if able to do so. Seek approval from EOC
Director before committing ESS resources to another
community.
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4. Coordinate Community Health Services

¢ Work with Health Authority i Request Health Authority
attendance to support public health services. As a back-up,
also contact the Medical Health Officer on call.

¢ Support Health Services at Reception Centresi The ESS
Branch Coordinator may be required to work with the Health
Branch Coordnator in using Reception Centres as emergency
health care facilities.

5. Manage the Health Branch

¢ Work with MHR and Health Authority in PREOCI Coordinate
mutual aid resources with Reception Centre Managers. Liaise
with the Min. Human Resources for coordination of regional
resources, as required. Work in partnership with the Health
Authority for Reception Centre supplies required for services
beyond Stage 1 first aid, including establishment of
temporary hospitals.

¢ Set Objectives for Each Operational Perod i Prepare
objectives for the Health Branch for the coming operational
period. Provide Health Branch objectives and status report to
the Operations Section Chief prior to the next EOC Action
Planning meeting.

¢ Report on Status 1 Forward Health Branch status reports to
the EOC Resource Unit in the Planning Section.

¢ Support Financial Objectivesi Ensure that all fiscal and
administrative requirements are coordinated through the
Finance/Administration Section (notification of any
emergency expenditures and daily time sheets).
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Before Leaving:

Determine demobilization status of ESS services (e.g. closing
of reception centres, group lodging, volunteer centre,
registration sites, etc.) and the deactivation of the ESS
Headquarters and advise the Operations Section Chief.
Coordinate the transition of ESS services to Min. Human
Resources regional office and recovery unit to ensure follow-
up and/or continued services are provided to disaster
victims.

Ensure all Registration and Inquiry documentation are
secured by the Red Cross, and all referral forms for ESS
services are archived by Min. Human Resources or the ESS
Headquarters.

Collect all other completed ESS paperwork from all the ESS
service centres, and deliver to the Documentation Unit for
appropriate storage.

Participate in debrief and assemble ESS "lessons learned"
and suggestions for improvements.

Follow the Generic "Before Leaving" Checkilist.

Function Aids:

2o

Forms

A

> > D

ESS Reception Centre Group Lodging Situation Report (EOC
Form 417)

ESS Situaton Report (EOC Form 418)

Request for Resources or Assistance (EOC Form 514)
Position Log (EOC Form 414)
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Responsibilities:

The Environmental Branch Coordinator assists site activities
designed to protect the environment and coordinates local and
regional response to hazardous spills, waste disposal issues, and
other environmental concerns.

1.

Assess Situation and ldentify Needs i Gather
information on environmental issues, damage and threats.
Determine priorities for environmental assistance with the
sites and the EOC Operations Section Chief.

Acquire Environmental Resources i Determine the
availability of resources for environmental protection in the
area, and ensure all resources are identified and mobilized.
Coordinate Environmental Resources i Coordinate local
response to hazardous spills, waste disposal, working with
regional and provincial environment officials and the private
sector.

Manage the Environmental Branch i Oversee the
development of branch objectives, status reports, and daily
time sheets and expenditures. Liaise with the MHR for
coordination of regional resources, as required.

Reports To:

EOC Operations Section Chief or EOC Director

Getting Started:

Follow the Generic "Getting Started" Checklist.

Main Checklist:

1. Assess Situation and Identify Needs
¢ Communicate with Site T Establish and maintain

communication with the site(s) and determine status and
need for environmental protection.

Collect Information i Gather information on environmental
issues, damage and threats. Forward to Situation Unit.
Identify issues i Assess and anticipate environmental
concerns and recommended responses in support of the
emergency situation.

Identify Requirements 1 Determine the scope and priority of
environmental assistance required in consultation with the
EOC Operations Section Chief and other Branch
Coordinators.
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2. Acquire Environmental Resources

¢ Assess Resources Determine the status and availability of
resources for environmental protection in the operational
area.

¢ Mobilize Resourcesi Ensure that all available resources are
identified and mobilized as required.

¢ Assess Waste Disposal Options Determine the status and
availability of waste storage and disposal facilities in the
area.

¢ Acquire Resourcesi Coordinate with the Logistics Section to
acquire additional resources as required.

3. Coordinate Environmental Resources

¢ Coordinate Resourcesi Assist and/or coordinate local
response to hazardous spills, waste disposal, working with
regional and provincial environment officials and the private
sector.

¢ Coordinate Haz Mat Responsei Coordinate hazardous
materials response and support in cooperation with Fire
Branch Coordinator, for situations involving hazardous
materials.

¢ Collaborate with Others i Liaise with Min. Water, Land and
Air Protection and regional Health Authority to assist and
consult with exposure to hazardous materials and impacts on
water and air resources.

Page 86




4. Manage the Environmental Branch

¢ Work with PREOCi Coordinate mutual aid resources with
Environmental Branch Coordinator(s) in other EOCs, as
required. Liaise with the Provincial Regional Emergency
Operations Centre (PREOC) for coordination of regional
resources, as required.

¢ Set Objectives for Each Opegational Period i Prepare
objectives for the Environmental Branch for the coming
operational period. Provide Environmental Branch objectives
and status report to the Operations Section Chief prior to the
next EOC Action Planning meeting.

¢ Report on Status T Forward Environmental Branch status
reports to the EOC Resource Unit in the Planning Section.

¢ Support Financial Objectivesi Ensure that all fiscal and
administrative requirements are coordinated through the
Finance/Administration Section (notification of any
emergency expenditures and daily time sheets).

Before Leaving: ¢ Forward any input towards the EOC After Action Report to

the Operations Section Chief.

¢ Follow the Generic "Before Leaving" Checklist.

Function Aids: Aids
Forms
A Request for Resources orAssistance (EOC Form 514)
A Position Log (EOC Form 414)
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Responsibilities: The EOC Engineering Branch Coordinator manages resource
requests in support of Incident Commanders at one or more sites.
The Engineering Branch does not direct assessment or repair
activities at the site, but may coordinate the regional allocation of
resources to meet EOC priorities.

1. Assess Situation and Identify Needs T Gather
information on damage and threats to public facilities ,
infrastructure systems, and public works. Assess the extent
of damage and recommend repairs.

2. Acquire Engineering Resources 1 ldentify the availability
of resources for engineering operations in the area, and
ensure that required resources are identified and mobilized.

3. Coordinate Engineering Resources and Projects |
Coordinate engineering operations at the sites, including
removing debris, maintaining emergency access routes,
advising on safety of structures, and coordinating repair
projects according to priorities set by EOC.

4. Manage the Engineering Branch i Oversee the
development of branch objectives, status reports, and daily
time sheets and expenditures.

Reports To: EOC Operations Section Chief or EOC Director

Getting Started: ¢ Follow the Generic "Getting Started" Checklist.

¢ Based on the situation, activate the necessary groups within
the Engineering Branch:

¢ Damage/Safety Assessment Group

¢ Roads and Bridges Group

¢ Public Works Group
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Main Checklist:

1. Assess Situation and Identify Needs

¢

2. Acquire Engineering Resources

¢

3. Coordinate Engineering Resources and Projects

¢

Communicate with Site i Establish and maintain
communication with the site(s) and determine status and
need for engineering support.

Collect Information i Gather information on damage and
threats to public facilities. Forward information to the EOC
Situation Unit.

Assess Damagei Survey all infrastructure systems and
public works, such as local roads, bridges, water supply
systems, sewer systems, and public buildings within the
area.

Identify Needs i Assess the extent of damage and
recommend courses of action for repair. Support damage
and safety assessments carried out by the Situation Unit in
the EOC Planning Section for both public and private
facilities.

Assess Resources Determine the status and availability of
resources for engineering operations in the area.

Mobilize Resourcesi Ensure that all available resources are
identified and mobilized as required.

Acquire Resourcesi Coordinate with the Logistics Section to
acquire additional resources as required. Alocate resources
to Incident Commanders based on EOC priorities among
several sites, in consultation with the EOC Director.

Supply Fire Suppression Wateri Coordinate water supply for
fire suppression with Fire Branch Coordinator.

Maintain Road Accessi Maintain emergency traffic routes.
Assess Buildingsi Advise on structural safety of buildings
and structures.

Remove Debrisi Coordinate debris removal services as
required.

Repair Public Worksi Coordinate repair projects to maintain
public buildings and infrastructure, according to priorities set
by the EOC. Assist and/or coordinate engineering projects to
prevent further damage or repair damage.
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5. Manage the Engineering Branch

¢ Work with PREOCi Coordnate mutual aid resources with
Engineering Branch Coordinator(s) in other EOCs, as
required. Liaise with the Provincial Regional Emergency
Operations Centre (PREOC) for coordination of regional
resources, as required.

¢ Set Objectives for Each Operational Reriod i Prepare
objectives for the Engineering Branch for the coming
operational period. Provide Engineering Branch objectives
and status report to the Operations Section Chief prior to the
next EOC Action Planning meeting.

¢ Report on Statusi Forward Engineering Branch status
reports to the EOC Resource Unit in the Planning Section.

¢ Support Financial Objectivesi Ensure that all fiscal and
administrative requirements are coordinated through the
Finance/Administration Section (notification of any
emergency expenditures and daily time sheets).

Before Leaving: Follow the Generic "Before Leaving" Checkilist.
Function Aids: Aids
Forms

A Position Log (Form EOC 414)
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Responsibilities:

The EOC Utilities Branch Coorthator synchronizes support for the
repair of various utilities, including both public and private
organizations. The Utilities Branch does not direct repair of utilities
at the site, but may coordinate the regional allocation of resources
to meet EOC priarities.

1.

Report on the Situation 1 Gather information on damage
and threats to utilities, and report on the extent of damage
and time required for repairs.

Acquire Utility Resources 1 Identify the availability of
resources for utilities in the area, and ensure that required
resources are identified and mobilized.

Coordinate Utility Repair i Coordinate support for utility
repair and restoration, including travel restrictions to
enhance public safety during repairs. Distribute available
resources acording to priorities set by EOC.

Manage the Utilities Branch i Oversee the development
of branch objectives, status reports, and daily time sheets
and expenditures.

Reports To:

EOC Operations Section Chief or EOC Director

Getting Started:

Follow the Generic "Getting Started" Checklist.

Main Checklist:

1. Report on the Situation
¢ Liaise with Utility Providers T Establish and maintain

communications with the utility providers in the affected
area. Coordinate with the Liaison Officer to ensure that
agency representatives from affected utilities are available to
attend the EOC. Liaise with other utility representatives not
present in EOC, and survey all utility systems.

Collect Information i Gather information on damage and
threats to utilities. Deter mine the extent of damage to utility
systems in the affected area.

Assess Damagel Report on the extent of damage and time
required for repairs.

Identify Water Contamination Concerns i Keep the Health
Authority informed of any regional threats regarding wa ter
contamination issues.
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2. Acquire Utility Resources

¢ Assess Resources Identify the availability of resources for
utilities in the area.

¢ Mobilize Resourcesi Ensure that available resources are
identified and mobilized.

¢ Acquire Resourcesi Ensure that support to utility providers
is available as necessary to facilitate restoration of damaged
systems.

3. Coordinate Utility Repair

¢ Set Prioritiesi Survey all utility systems, and provide
restoration priorities to providers.

¢ Allocate Resourcesi Distribute available resources according
to priorities set by EOC.

¢ Coordinate Resourcesi Coordinate support for utility repair
and restoration, including travel restrictions to enhance
public safety during utility repairs.

4. Manage the Utilities Branch

¢ Work with PREOCi Coordinate mutual aid resources with
Utilities Branch Coordinator(s) in other EOCs, as required.
Liaise with the Provincial Regional Emergency Operations
Centre (PREOC) for coordination of regional resources, as
required.

¢ Set Objectives for Each Operational Periodi Prepare
objectives for the Utilities Branch for the coming operational
period. Provide Utilities Branch objectives and status report
to the Operations Section Chief prior to the next EOC Action
Planning meeting.

¢ Report on Status Forward Utilities Branch status reports to
the EOC Resource Unit in the Planning Section.

¢ Support Financial Objectivesi Ensure that all fiscal and
administrative requirements are coordinated through the
Finance/Administration Section (notification of any
emergency expenditures and daily time sheets).
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Before Leaving: ¢ Determine demobilization status of the Utilities Branch and
utility operations in the area, and advise the EOC Operations
Section Chief.

¢ Follow the Generic "Before Leaving" Checklist.

Function Aids: Aids

Forms
A Position Log (Form EOC 414)
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Planning Section Chief

Responsibilities: The Planning Section Chief provides overall collection, evaluation
and dissemination of all information concerning the incident, and
oversees efforts to understand the current situation, predict further
events and damages, and to prepare EOC action plans. Unless
delegated to Planning Section staff, the Section Chief is responsible
for the following:

1. Assess the Situation T Gather information about the
emergency. Collect, analyze, and display situation
information. Prepare periodic Situation Reports.

2. Prepare EOC Action Plans 1 Chair EOC action planning
meetings in each operational period. Prepare and distribute
EOC Action Plas.

3. Track Resources 1 Track resources assigned to the EOC
and to the Incident Commanders through the EOC and
mutual aid.

4. Keep Records 1 Document and maintain paper and
electronic files on all EOC activities.

5. Plan for EOC Demobilization i Set out a schedule for

demobilization and assist Section Chiefs in debriefing EOC
personnel as they leave.

6. Anticipate Future Events T Conduct advance planning
activities to forecast possible events and requirements
beyond the current operational period. Report
recommendations to the EOC Management Team.

7. Plan for Recovery 1 Initiate recovery efforts at the earliest
time, and develop plans for short-term and long-term
recovery appropriate to the needs.

8. Coordinate Technical Specialists i Provide technical
support services to EOC sections and branches as required.
9. Manage the Planning Section i Establish the appropriate

Planning Section Units and continuously monitor
organizational effectiveness.

10. Prepare After Action Report i Coordinate the assembly
of "EOC lessons learned" from contributions from EOC staff
and from outside agency representatives.

Reports To: EOC Director
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Planning Section Chief

Getting Started: ¢ Follow the Generic "Getting Started" Checklist.
¢ Based on the situation, activate units within the Planning
section as needed and designate Coordinators for each unit:

Situation Unit

Damage Assessment Unit
Resources Unit
Documentation Unit
Advanced Planning Unit
Demobilization Unit
Recovery Planning Unit
Technical Specialists Unit

v v D > D

Main Checklist: Refer to checklists in the following sections for more details on each
function.

1. Assess the Situation

¢ Collect Information 7 Collect, analyze, and display situation
information. Meet with Operations Section Chief; obtain and
review any major incident reports. Consider providing a
Planning Liaison to the Operations Section.

¢ Prepare EOC Situation Reporti Produce an EOC Situation
Report for approval by the EOC Director with each
operational period. Distribute EOC Situation Report to EOC
Sections, PREOC or PECC prior to thend of each
operational period.

¢ Display Information i Ensure that all status boards and other
displays are kept current and that posted information is neat
and legible. Ensure that the Information Officer has
immediate and unlimited access to all status reports and
displays.

¢ Communicate with PREOQ' Liaise with the PREOC Planning
Section, if activated, and coordinate Situation Report
requirements with them.
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Planning Section Chief

2. Prepare EOC Action Plans

¢ Advise Section Chiefsi Ensure EOC Section Chiefs provide
their objectives prior to each Action Planning meeting.

¢ Prepare Action Plani Prepare an EOC Action Plan for each
operational period, based on objectives developed by each
EOC Section.

¢ Prepare for Action Planning Meetingi In preparation for the
Action Planning meeting, ensure that all EOC priorities and
objectives are posted or distributed, and that the meeting
room is set up with appropriate equipment and materials
(easels, markers, Sit Reports, etc.)

¢ Chair Action Planning Meetingsi Chair the EOC Action
Planning meetings approximately two hours before the end
of each operational period.

¢ Document Meetingsi Following the meeting, send approved
Action Plan (see form EOC 502) to the Documentation Unit
for distribution prior to the next operational period.

3. Track Resources
¢ Track Site Resourcesi Track the type and status of
resources assigned through the EOC to Incident
Commanders.
¢ Track EOC Resource§ Track the type and status of
resources assigned to the EOC.

4. Keep Records
¢ Document EOC Records Document and maintain files on all
EOC activities.
¢ Archive Filesi Maintain files on all EOC activities and provide
reproduction and archiving services for the EOC, as required.

5. Plan for EOC Demobilization
¢ Plan to Staff EOCT Prepare a staffing plan for the EOC that
addresses the anticipated activation levels for the coming
operational periods, working with the EOC Director.
¢ Prepare Demobilization Plani Prepare a plan for EOC
demobilization.
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Planning Section Chief

6. Anticipate Future Events
¢ Consider Future Eventsi Highlight forecasted events or
conditions likely to occur beyond the forthcoming operational
period; particularly those situations which may influence the
overall priorities of the EOC.
¢ Prepare Plansi Develop plans and report, as required.

7. Plan for Recovery

¢ Assess Needsi Assess the need for immediate and long
term reconstruction, restoration, and recovery of public
infrastructure and services.

¢ Control Donationsi Issue public messages to control
unsolicited donations of unwanted goods.

¢ Develop Recovery Plani Prepare a community recovery
plan.

8. Coordinate Technical Specialists
¢ Manage Technical Specialists’ Provide and manage
technical services, such as environmental advisors and other
technical specialists to all EOC sections, as required.

9. Manage the Planning Section

¢ Set Up Sectioni Ensure that the Planning Section area is set
up properly and that appropriate personnel, equipment, and
supplies are in place, including telecommunications, maps
and status boards.

¢ Ensure Appropriate Personneli Request additional personnel
for the section from the Logistics Section as necessary to
maintain 24-hour staffing capabilities, as necessary.

¢ Ensure Documentationi Ensure that all section personnel
maintain their individual position logs and other paperwork
as required.

¢ Participate in Action Planning Meetingsi Collect objectives
from each activated Planning Branch prior to each Action
Planning meeting. Lead Action Planning Meetings, using EOC
Briefing Format (Form EOC 401A).

¢ Support Financial Objectivesi Coordinate daily time sheets
and emergency expenditures with the Finance/Administration
Section.
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Planning Section Chief

10. Prepare After Action Report
¢ Develop After Action Reporti In consultation with Section
Units and EOC Management Team, prepare the EOC After
Action Report.

Before Leaving: ¢ Ensure Demobilization Plan for the EOC is complete,
approved by the EOC Director and distributed to all EOC
sections.

¢ Deactivate units when no longer required.
¢ Ensure that all paperwork is complete and logs are closed
and sent to the Documentation Unit.
¢ Ensure that any open actions are assigned to appropriate
agency and/or EOC staff as appropriate.
¢ Follow the Generic "Before Leaving" Checklist.
Function Aids: Aids
A Action Planning
A Damage Assessment
A EOC Documentation
A EOC Situation Status Board
A Mapping
A Recovery Planning
A Resource Status Board
Forms
A EOC Mgmt Team Briefing Agenda (EOC Form 401)
A Briefing Format (EOC Form 401A)
A Position Log (EOC Form 414)
A Damage Assessment (EOC Form 415)
A After the Disaster (EOC Form 425)
A EOC Situation Report (EOCForm 501)
A EOC Action Plan (EOC Form 502)
A Request for Resources or Assistance (EOC Form 514)
A Personnel, Resource Planning Worksheet (EOC Form 515)
A Resources Status (by Type) (EOC Form 516)
A Resource Status (by Location) (EOC Form 517)
A EOC Major Incident Record (EOC Form 550)
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Situation Unit Coordinator

Responsibilities: The Situation Unit Coordinator collects and organizes information
on the incident status, damage, and response. Responsible for the
evaluation, analysis, and display of information for use by EOC

personnel.

1. Collect Information i Collect situation reports from site(s)
and all active functions of the EOC.

2. Assess Damagei Oversee the collection of damage

information. Prepare Damage Assessment reports for
distribution to EOC and PREOC.

3. Organize Information i Create organizational schemes for
collected data to facilitate storage and retrieval of
information. Arrange for secure storage of collected

information.
4, Analyze Information i Oversee the analysis of allincidents or
disaster related information.
5. Distribute / Display Information i Prepare maps, status
boards, and status reports to report current information.
Reports To: EOC Planning Section Chief
Getting Started: Follow the Generic "Getting Started" Checklist.
Main Checklist: 1. Collect Information

¢ Liaise with Site T Request that the Situation Unit Leader at
the site Incident Command Post provides regular situation
reports using (Form ICP 209). If required, place field
observers in key locations (e.g., Incident Command Post) to
facilitate the flow of information to the EOC Situation Unit.

¢ Collect EOC Informationi Collect status information from
each active EOC Section and Management Staff Officer on a
regular basis.
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Situation Unit Coordinator

2. Assess Damage

¢ Collect Damage Information T Oversee the collection of
damage information. Some information may be confidential
until victims have been notified. Obtain photographic and
video documentation of damage. Determine the need for
field damage observers.

¢ Identify Victims T Identify victims and evaluate the nature
and extent of damage caused by the event. Identify the type
of primary and secondary losses from the event.

¢ Document Damagei Prepare a Damage Assessment (Form
EOC 415). Ensure copies go to Risk Management Officer,
Recovely Unit, and Documentation Unit.

¢ Assist Recovery Efforti Cooperate with the Recovery
Organization in assessing damage.

3. Organize Information
¢ Organize Collected Information i Create organizational
schemes for collected data to facilitate storage and retrieval
of information.
¢ Archive Information i Arrange for secure storage of collected
information.

4. Analyze Information
¢ Evaluate Information 7 Determine or estimate the following:
Geographic extent, fatalities, injuries, households damaged,
businessesdamaged, transportation damage, infrastructure
damage, and other interpretations of collected information.

5. Distribute / Display Information

¢ Display Information i Prepare maps, status boards, and
other displays contain current and accurate information.
Ensure that adequate EOC members are assigned to
maintain all information displays.

¢ Distribute Situation Reports i Ensure that situation status
reports are disseminated to EOC staff and to the PREOC.
Coordinate with the Documentation Unit for Plan distrib ution
and reproduction as required. Oversee the preparation and
distribution of the EOC Situation Report (Form EOC 501).

¢ Support Information Release i Meet with the Information
Officer to coordinate access to current information.
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Situation Unit Coordinator

Before Leaving: Follow the Generic Before Leaving Checklist.

Function Aids: Aids
A EOC Situation Status Board
A Damage Assessment

Forms
A Position Log (Form EOC 414)
A Damage Assessment (Form EOC 415)
A EOC Situation Report (EOC 501)
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Resource Unit Co ordinator

Responsibilities: The Resource Unit Coordinator works with the Incident Command
Post in preparing resource status information, charting the current
status and location of resources, and maintaining displays of
resource information.

1. Collect R esource Information T Collect resource
information from active functions of the EOC.
2. Organize Resource Information I Create organizational

schemes for collected resource information to facilitate
sharing of status details.

3. Distribute / Display Resour ce Information T Prepare
status boards and resource status reports to share up-to-
date information.

Reports To: EOC Planning Section Chief

Getting Started: Follow the Generic "Getting Started" Checkilist.
Set up a Resource Tracking Board (see sample).

Main Checklist: 1. Collect Resource Information

¢ Identify Critical Resourcesi Obtain list of known critical
resources from Planning Section Chief or EOC Director.
Obtain copies of critical resource requests from the Logistics
Section.

¢ Liaise with Operations Sectioni Coordinate with Operations
Section to collect and centralize resource status information.
Note: The Resource Unit only tracks resources; it does not
obtain or supply them.

2. Organize Resource Information

¢ Identify Resourcesi Use EOC Formb16 to identify resource
kind and type, and whether they are Available, Assigned, or
Out-of-Service.

¢ Monitor Resource Requestsi As resource requests are
received in Logistics, post the request on a status board and
track the progress of the request until filled.

¢ Track Resourcesi Track the progress of resource requests
until filled. Coordinate closely with the Operation Section
Branches and Logistics Section units, particularly Supply,
Personnel, and Transportation.
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Resource Unit Co ordinator

3. Distribute / Display Resource Infor mation

¢ Create Status Boardi Develop and maintain resource status
boards and/or other tracking display systems. See Resource
Status Board sample.

¢ Keep Requestors Informedi Assist EOC Operations and
Logistics in notifying parties of the status of their res ource
requests, especially where there may be delays. It is not
necessary to track mutual aid resources unless they are
ordered through the Logistics Section.

Before Leaving: Follow the Generic "Before Leaving" Checkilist.

Function Aids: Aids

A Resource Status Board (Sample)

Forms
A Position Log (Form EOC 414)
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Documentation Unit Coordinator

Responsibilities: The Documentation Unit Coordinator maintains accurate and
complete incident files, and stores both paper and electronic files
for legal, analytical, and archival purposes.

1. Collect EOC Documents 1 Collect records from each active
EOC function dalily.

2. Take Meeting Minutes 1 Record proceedings of all EOC
briefings and meetings.

3. Copy and Distribute Reports and Plans T Reproduce
and distribute approved EOC reports and plans.

Reports To: EOC Planning Section Chief

Getting Started: Follow the Generic "Getting Started" Checklist.

Set up and maintain document reproduction services for the EOC.
Obtain at least one camera, preferably one digital and one video
camera.

Main Checklist: 1. Collect EOC Documents

¢ Identify Materials to Collect 1 Meet with the EOC Director to
confirm what EOC materials should be maintained as official
records. See suggestions, attached.

¢ Collect Documentsi Collect records from each active EOC
function daily. Collect, organize and file all completed event
or disaster related documents.

¢ Collect Position Logsi Refer to EOC Organization Chart to
ensure that you receive position logs from each activated
function. Remind EOC members to mark appropriate
documents with the date and time.

2. Take Meeting Minutes
¢ Record Minutesi Take minutes at all EOC briefings and
meetings.
¢ Photograph Important Information 7 Photograph
whiteboards (time and date), and other important
information generated at the EOC.
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Documentation Unit Coordinator

3. Copy and Distribute Plans and Reports
¢ Distribute EOC Reports and Plans Reproduce and distribute
approved Situation Reports and EOC Action Plans. Keep
extra copies of reports and Plans available for special
distribution, as required.
¢ Photocopy and Produce Documentsi Provide document
production services to EOC staff.

4. Organize and Secure Documents
¢ Store Documentsi Arrange for dedicated filing cabinets,
preferably ones that can be locked and are fire resistant.
Prepare file folders to reflect contents.
¢ Secure Documentsi Ensure security of EOC records,
working with Risk Management Officer.

Before Leaving: A Follow the Generic "Before Leaving" Checklist.
A Arrange to return photocopying equipment.
A Process all photographs and ensure they are properly

labelled.

Function Aids: Aids
EOC Documentation

Forms
Position Log (Form EOC 414)
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Advanced Planning Unit Coordinator

Responsibilities: The Advanced Planning Unit Coordinator asseses available
information to determine potential future impacts of the event or
disaster, particularly issues that might influence overall EOC
priorities and objectives.

1. Review Available Information i Review the current
reports, plans, and meet with t he EOC members to
determine the future direction and outcomes of the event or
disaster.

2. Identify Approaching EOC Issues i Identify potential
response and recovery related issues likely to occur within
the next 36 to 72 hours.

3. Recommend EOC Objectives T Prepare an Advanced Plan
to recommend EOC objectives in response to approaching
Issues.
Reports To: EOC Planning Section Chief
Getting Started: Follow the Generic "Getting Started" Checklist.
Main Checklist: 1. Review Available Information

¢ Review Information i Review available situation reports,
status reports, action plans, and other significant documents.

¢ Liaise with EOC Managersi Meet individually with the EOC
Management Team and determine best estimates of the
future direction and outcomes of the event or disaster.

2. ldentify Approaching EOC Issues
¢ ldentify Potential Future Implications 7 Determine potential
future impacts of the event or disaster, particularly issues
that might modify the overall EOC priorities.
¢ Identify Issues i Identify potential response and recovery
related issues likely to occur beyond the next operational
period, generally within 36 to 72 hours.
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Advanced Planning Unit Coordinator

3. Recommend EOC Obijectives

¢ Brief EOC Membersi Provide periodic briefings to the EOC
Director, Management Staff, and General Staff on
approaching issues.

¢ Distribute Advanced Plani Submit an Advanced Plan to the
Planning Section Chief for review and approval prior to
implementation via briefings with the EOC Director and
Management Team.

¢ Advise on Recovery Transiton T In conjunction with
Recovery Unit Coordinator, recommend a transition strategy
to the EOC Director when EOC activity shifts from response
to recovery.

Before Leaving: Follow the Generic "Before Leaving" Checklist.
Function Aids: Aids
Forms

A Position Log (Form EOC 414)
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Demobilization Unit Coordinator

Responsibilities: The Demobilization Unit Coordinator looks ahead to demobilization
of the EOC personnel, facility, and equipment resources to ensure
that movement is orderly, safe, and cost-effective.

1. Monitor the Need for EOC Resources T Monitor the
current situation, and consult with EOC members regarding
the need for EOC resources.

2. Prepare Demobilization Plan i In consultation with the
EOC Director and others, prepate a plan to demobilize EOC
resources.
3. Facilitate Demobilization Plan T Assist EOC members in
completing all requirements before leaving the EOC.
Reports To: EOC Planning Section Chief
Getting Started: Follow the Generic "Getting Started" Checklist.
Main Checklist: 1. Monitor the Need for EOC Resources

¢ Assess Opportunity to Demobilizei ldentify opportunities to
demobilize EOC resources. Monitor the current situation,
including EOC Action Plans, Situation Reports, and resource
assignment lists.

¢ Liaise with EOC Managersi Consult with Section Chiefs,
Branch Coordinators, Liaison Officer and EOC Director
regarding the need for EOC resources.

2. Prepare Demobilization Plan

¢ Prepare Demobilization Plani Prepare a draft Demobilization
Plan at least once during each operational period for as long
as EOC functions are formally staffed. Finalize the
Demobilization Plan for approval by the EOC Director.

¢ Discuss Demobilizationi Circulate the draft Demobilization
Plan to the Planning Section Chief, EOC Diector, and EOC
Management Team for review. Meet individually with the
General Staff to discuss the draft Demobilization Plan.
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Demobilization Unit Coordinator

3. Facilitate Demobilization

¢ Implement Demobilization T Initiate the Demobilization Plan
for the EOC as approved by the EOCDirector.

¢ Ensure Demobilized Staff Submit Information i Advise all
Section Chiefs to ensure that demobilized staff complete and
forward to Documentation Unit all reports, time sheets, and
exit surveys prior to leaving the EOC. Advise individual EOC
members on required actions prior to leaving the EOC. Refer
all to the "Before Leaving" Checkilist.

Before Leaving: Follow the Generic "Before Leaving" Checklist.
Function Aids: Aids
Forms

A Position Log (Form EOC 414)
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Recovery Uni t Coordinator

Responsibilities: The Recovery Unit Coordinator develops a Recovery Plan,
identifying the need for recovery, the recovery objectives, the
appropriate initial structure, the players, the location of initial
recovery facilities, and early recovery messages.

1. Assess Situation 1 Assess the need for immediate and
long-term reconstruction, restoration, and recovery of public
infrastructure and services, mental and public health, and
the socio-economic fabric.

2. Control Donations T Issue public messages to control
unsolicited donations of unwanted goods.
3. Prepare Recovery Plan 1 Prepare a written plan advising

on priorities for recovery of public infrastructure, and
continuity of public services.

4, Prepare Community Recovery Plan I Prepare a written
community recovery plan for the incident, including
recommendations for organization and functions.

Reports To: EOC Planning Section Chief
Getting Started: Follow the Generic "Getting Started" Checklist.
Main Checklist: 1. Assess Situation

¢ Determine Immediate Recovery Needsi Assess the need for
immediate reconstruction efforts, such as utility restoration
and debris removal.

¢ Determine Long-Term Recovery Needsi Assess the need for
long-term recovery actions required to restore and recover
public and private infrastructure, property, mental and public
health, and the socio-economic fabric.

2. Control Donations
¢ Issue Public Messagesi Initiate public messages to request
donations in the form of cash until specific needs can be
identified. Work with the Information Officer to ensure this
message is released as soon as possible.
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Recovery Uni t Coordinator

3. Prepare Band Name Recovery Plan

¢ Develop Facilities Repair Plani Prepare a written plan
advising on the actions required by priority for recovery of
roads, potable water systems, sewers systems, hospitals,
and other infrastructure to pre -emergency conditions.

¢ Develop Business Continuity Plani Prepare a written plan
advising on the activation of the Business Continuity Plan for
the continuation of public services by the Band Name

4. Prepare Community Recovery Plan
¢ Access Victim Information i Assist ESS Reception Centres in
collecting evacuee information and sharing data with the
Recovery Organization.
¢ Develop Community Recovery Plani Formulate a community
recovery plan for the incident, including recommendations
for:

Recommended Functions
Priority of Efforts

Support Requirements
Coordination Requirements
Reporting Requirements

= =4 -4 8 -9

Before Leaving: Follow the Generic "Before Leaving" Checklist.

Function Aids: Aids

A Recovery Planning

Forms
A Position Log (Form EOC 414)
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Technical Specialist Unit Coordinator

Responsibilities:

The Technical Specialist Unit Coordinator establishes the work
specifications for and assigns technical specialists to the EOC lased
on requests from management or general staff.

1. Identify Specialists T Locate specialists in subjects that
may be needed during response and recovery to the
emergency event.

2. Manage Technical Specialists T Assign specialists within
the EOC organiation and monitor their organizational
effectiveness.

Reports To:

EOC Planning Section Chief

Getting Started:

Follow the Generic "Getting Started" Checklist

Main Checklist:

1. Identify Specialists

¢ Inventory Technical Specialistsi Maintain inventory of
technical specialists, such as meteorologists, fire behaviour
specialist, geologists, or engineering experts for multiple
incident sites.

¢ Confirm Availability i Ensure that qualified specialists are
available in the areas required by the particular event or
disaster. Coordinate with the Logistics Section to ensure that
technical staff are located.

2. Manage Technical Specialists

¢ Orient Technical Specialistsi Ensure each technical specialist
is given an orientation to the EOC and receives instructions
on completing a Position Log (EOC Form 414).

¢ Collect Contact Information i Obtain contact information
(e.g., business card) from each specialist, if possible.

¢ Assign Technical Specialists Assign technical staff to assist
the EOC sections in coordinatingspecialized areas of
response or recovery.

Before Leaving:

Follow the Generic "Before Leaving" Checkilist.

Function Aids:

Aids

orms
A Position Log (Form EOC 414)

T
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Logistics Section Chief

Responsibilities: The Logistics Section Chief coordinates theprovision of personnel,
facilities, services, equipment, and material in support of the site
Incident Command Post and the EOC. Unless delegated to Logistics
Section staff, the Section Chief is responsible for the following:

1. Provide Telecommunication and Information
Technology Services 1 Support use of telecommunication
and information technology in EOC.

2. Support EOC Operations i Provide and maintain EOC
facilities, including all utilities, food, water, and office
supplies.

3. Supply Equipment and Ma  terial Resources to Sites 1
Coordinate all requests for resources from initiation to
delivery to support Incident Commanders. Track and account
for all resources.

4, Coordinate Personnel 1 Acquire and assign personnel with
the appropriate qualifications to support site requests.
Develop systems to manage convergent volunteers.

5. Arrange Transportation 1 Coordinate transportation
requests in support of response operations.
6. Manage the Logistics Section i Establish the appropriate

Logistics Section Units and continuously monitor
organizational effectiveness.

Reports To: EOC Director
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Logistics Section Chief

Main Checklist:

1. Provide Telecommunication and Information Technology
Services

¢

Activate EOC Communications’ Support use of information
technology in EOC. Establish and maintain EOC telephone,
fax, and radio communications. Establish communications
with the Logistics Section at the PREOC, if activated.
Support Media Centre Communicationsi Establish
telecommunications at media centre, working with the

Infor mation Officer.

Support Reception Centre Communicationsi Establish
communications at Reception Centres, working with the ESS
Branch Director.

2. Support EOC Operations

¢

Supply EOC Materialsi Provide and maintain EOC facilities,
including all utilities, food, water, and office supplies.

Supply EOC Securityi Arrange for and manage EOC security
for all areas, working with the Risk Management Officer.
Provide Clerical Servicesi Coordinate secretarial and clerical
services for use in the EOC.

3. Supply Eq uipment and Material Resources to Sites

¢

Determine Spending Authority i Meet with the
Finance/Administration Section Chief and determine level of
purchasing authority for the Logistics Section. Coordinate
closely with the Purchasing Unit in the Finance/Admin
Section in following all required procedures.

Receive Resource Requests Coordinate all requests for
resources from initiation to delivery to support Incident
Commanders. Validate resource requests from Incident
Commanders prior to acting on a request.

Fill Resource Requestsi Locate or acquire equipment,
supplies, and facilities. Work with Operations Section Chief to
establish priorities for resource allocation. Ensure critical
resources are allocated according to EOC Action Plan policy,
priorities and direction.

Track Resourcesi Ensure that all resources are tracked and
accounted for in cooperation with the Planning Section
Resource Unit.
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Logistics Section Chief

4. Coordinate Personnel

¢

Receive Personnel Requests Coordinate requests for EOC
personnel, and assign availabke personnel appropriate with
their training and qualifications.

Fill Personnel Requestsi Acquire and assign personnel with
the appropriate qualifications. Support site requests for
personnel, accounting for priorities among all sites.
Coordinate Volunteers i Liaise with community volunteer
organizations to acquire personnel to fill both site and EOC
requests. Develop systems to manage convergent
volunteers.

5. Arrange Transportation

¢

Fill Transportation Requestsi Coordinate transportation
requests in support of response operations.

6. Manage the Logistics Section

¢

Set Up Sectioni Ensure that the Logistics Section area is set
up properly and that appropriate personnel, equipment, and
supplies are in place, including telecommunications, maps
and status boards.

Ensure Appropriate Personneli Request additional personnel
for the section as necessary to maintain 24-hour staffing
capabilities.

Ensure Documentationi Ensure that all section personnel
maintain their individual position logs and other paperwork

as required.

Participate in Action Planning Meetingsi Collect objectives
from Logistics Branches prior to Action Planning meetings.
Participate in Action Planning Meetings, using EOC Form
401A).

Support Financial Objectivesi Coordinate daily time sheets
and emergency expenditures with the Finance/Administration
Section.
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Logistics Section Chief

Before Leaving: ¢ Ensure that all paperwork is complete and logs are closed
and sent to the Documentation Unit.

¢ Ensure that any open actions are assigned to appropriate

agency and/or EOC staff as appropriate.

Follow the Generic "Before Leaving" Checkilist.

Ce)

>
o
wn

Function Aids:
BCERMS Overview
EOC Communications
EOC Food Plan

EOC Inventory
Resource Requests
Walk-In Volunteers
Welcome to the EOC

I I D J>~|

Forms

A EOC Shift Schedule (EOC Form 503)

Transportation Plan (EOC Form 507)

EOC Staff Food Plan (EOC Form 508A)

EOC Staff Lodging Plan (EOC Form 508B)
Communications Log (EOC Form 509)

Checkin, Check-out (EOC Form 511)

PEP Registration (EOC Form 512)

Facility/Equipment Inventory for EOC (EOC Form 523)
Request for Resources or Assistance (EOC Form 514)
Position Log (EOC Form 414)

D D D> D> D> D
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Information Technology Branch Coordinator

Responsibilities:

The Information Technology Branch Coordinator ensures the EOC
has access to radig telephone, and other communication means, as
well as computer resources and services, as required.

1.

Establish and Maintain EOC Telephone and Fax
Communications 1 Provide telephone and fax services to
EOC staff. Establish a toltfree Public Information Line or Call
Centre, if required.

Establish and Maintain EOC Radio Communications T
Mobilize and coordinate amateur radio resources to augment
primary communication systems as required.

Establish Telecommunications at Media Centre T
Provide necessay telecommunications when Information
Officer establishes a Media Information Centre.

Establish Communications at Reception Centres T
Establish telephone and radio communications at Reception
Centres, and assign volunteer radio operators to external
locations as required.

Support Use of Information Technology in EOC |
Establish computer, printer, Internet access, and email
addresses for key EOC functions.

Reports To:

EOC Logistics Section Chief

Getting Started:

Follow the Generic "Getting Started" Checklist.

Based on the situation, activate the necessary units within
the Information Technology Branch:

Communications Unit

Computer Systems Unit

Prepare objectives for the Information Technology Branch;
provide them to the Logistics Section Chief prior to the initial
Action Planning meeting.

Issue Communications Operational Instruction (COI),
containing information specific to the emergency operation
and the communication resources available to the EOC.
Update the various components periodically, as needed.
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Information Technology Branch Coordinator

Main Checklist:

1. Establish and Maintain EOC Telephone and Fax
Communications
¢ Supply EOC Telephone and Fax Connection$ Ensure
telephone and fax resources and services are provided to
EOC staff, as required.
¢ Support Call Centrei Provide necessary telephone
equipment and service if and when Information Officer
establishes a toll-free Public Information Line or Call Centre.
¢ Post Communications Status Boardi Create and maintain a
telephone and radio communications status board, and
assign telephone numbers to EOC functions.

2. Establish and Maintain EOC Radio Communications

¢ Setup EOC Radio Communications Mobilize and coordinate
amateur radio resources to augment primary communication
systems as required.

¢ Link with Sites and PREOQ Ensure that a radio
communications link is established with Incident
Commander(s) and the Provincial Regional Emergency
Operations Centre (PREOC), if established.

¢ Provide Communications Personneli Ensure that adequate
communications operators are available for 24-hour
coverage. Develop a shift schedule. Ensure that technical
personnel are available for radio communication equipment
maintenance and repair.

¢ Document EOC Communications Systeni Develop and
distribute a Communications Plan that identifies all systems
in use and lists specific frequencies allotted for the event.

3. Establish Telecommunications at Media Centre
¢ Support Media Communicationsi Provide necessary
telecommunications when Information Officer establishes a
Media Information Centre.

4. Est ablish Communications at Reception Centres
¢ Support Reception Centre Communicationsi Assist ESS
Branch Director with telephone and radio communications at
Reception Centres.
¢ Assign External Radio Personnel Assign volunteer radio
operators to external locations as required.
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Information Technology Branch Coordinator

¢

5. Support Use of Information Technology in EOC

Assess EOC Computer Need$ Determine computer
requirements for all activated EOC functions.
Establish EOC Computer Capabilitie§ Establish computer,
printer, Internet access, and email systems for the following
functions, as directed by Logistics Section Chief:

1 EOC Director

1 Information Officer

9 Planning Section Chief

1 Finance/Admin Section Chief

1 Others, as directed.
Train EOC Usersi Inform all EOC Sections/Branches/Units
regarding the use of information technology.
Troubleshoot EOC Systems' Ensure that computer technical
personnel are available for equipment and application
program maintenance and repair.
Track Expensesi Inform the EOC Support Branch
Coordinator of any purchases or acauisitions of computer
equipment.
Maintain Status Boardi Create and maintain an Information
Technology status board.

te)l

Before Leaving:

Ensure that all expenditures and financial claims have been
coordinated through the Finance / Admin Section.
Follow the Generic "Before Leaving" Checklist.

C
Function Aids: ids

A

A

EOC Communications

Forms

Position Log (Form EOC 414)
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EOC Support Branch Coordinator

Responsibilities:

The EOC Support Branch Coordinator ensures that EOC facilities are
provided for the response effort, including securing access to the
facilities and providing staff, furniture, supplies, and materials
necessary to configure the facilities in a manner adequate to
accomplish the mission.

1.

Manage EOC Facilities 1 Secure access to andmanage all
EOC facilities. Coordinate utilities, including provision of
electricity, heat, water, and waste removal.

Manage EOC Equipment and Supplies 1 Acquire and
distribute office supplies, equipment, and refreshment
required by EOC personnel.

Manage EOC Security 1 Ensure adequate measures are
taken to secure all EOC facilities from access by un
authorized persons.

Provide EOC Clerical Support 1 Arrange for and supervise
clerical staff for the EOC.

Reports To:

EOC Logistics Section Chief

Getting Started:

Follow the Generic "Getting Started" Checkilist.

Main Checklist:

1. Manage EOC Facilities

¢

Identify EOC Facility Needsi Determine facilities and
furnishings required for effective operation of the EOC,
working with the EOC Director.

AccessNon-Owned Facilitiesi Secure legal access and use
of non-owned facilities through contract, working with the
Procurement Unit and the Risk Management Officer.
Manage EOC Utilities and Maintenancel Coordinate EOC
utilities, including provision of electri city, heat, water, and
waste removal. Arrange for continuous maintenance of
acquired EOC facilities.

Clean and Repair EOC Facilities Prior to Returi Ensure all
buildings, floors, and workspaces are returned to their
original state when no longer needed.
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EOC Support Branch Coordinator

2. Manage EOC Supplies

¢

Furnish EOCi Provide furniture, supplies, and materials
necessary to configure the EOC facilities in a manner
adequate to accomplish the mission.

Arrange EOC Refreshments Ensure adequate and nutritious
food and refreshment is provided to EOC staff. Arrange for
and supervise food-catering services for EOC staff.

Maintain EOC Inventoryi Maintain an inventory list of items
used by the EOC in response and recovery.

Maintain EOC Facilities Status Board Develop and maintain
a status board or other reference that depicts the location of
each facility; a general description of furnishings, supplies
and equipment at the site; hours of operation, and the name
and phone number of the Facility Manager.

3. EOC Security

¢

Support EOC Sé&ety i Ensure all structures are safe for
occupancy and that they comply with appropriate regulations
and bylaws.

Support EOC Securityi Secure access to EOC facilities.
Ensure adequate measures are taken to secure all EOC
facilities from access by un-authorized persons. Manage
facility keys to limit off -hours access to essential EOC
personnel.

4. EOC Clerical Support

¢ Manage Clerical Support for EOCI Arrange for and supervise
clerical staff for the EOC.

Before Leaving: ¢ As facilities are vacated during demobilization, coordinate
with the facility manager to return the EOC facility to its
original state. This includes removing and returning
furnishings and equipment, arranging for janitorial services,
and locking or otherwise securing the facility.

¢ Follow the Generic "Before Leaving" Checklist.
Function Aids: ids
A EOC Food Plan
A EOC Inventory
Forms
A Position Log (Form EOC 414)
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Supply Branch Coordinator

Responsibilities:

The Supply Branch Coordinator oversees the acquisition and
allocation of supplies and materials not normally provided through
mutual aid or normal agency channels.

1.

Meet Site Requests for Equipment and Supplies |
Identify the number and type of resources required, where
they are needed and the person or unit that should receive
the supplies.

Acquire Resources 1 Oversee the acquisition and allocation
of supplies and materiel not normally provided through
mutual aid or normal agency channels.

Coordinate the Delivery of Supplies i Coordinate
delivery of supplies and materiel as required.
Coordinate with Finance/Admin I Ensure that all

required purchase documents and procedures are completed
and followed, working with the Finance/Admin Section.

Reports To:

EOC Logistics Section Chief

Getting Started:

Follow the Generic "Getting Started" Checklist.

Main Checklist:

1. Identify Site Needs for Equipment and Supplies

¢ Receive Resource Requests Process incoming site requests

for equipment and supplies. Identify the number and type of
resources required, where they are needed and the person
or unit that should receive the supplies.

Identify Priorities 7 Coordinate closely with the Operations
Section Chief to establish priorities for resource allocation
within the operational area. Determine if the item can be
provided without cost from another jurisdiction or through
the PREOC.

2. Acquire Resources

¢ Locate Resourcesi Acquire equipment, supplies, and

facilities. Determine if requested types and quantities of
supplies and materials are available in inventory or from the
area. Oversee the acquisition and allocation of supplies and
materiel not normally provided through mutual aid or normal
agency channels.

Estimate Arrival Time 7 Determine the estimated time of
arrival of supplies, and advise the requesting parties
accordingly.
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Supply Branch Coordinator

3. Coordinate the Delivery of Supplies
¢ Arrange to Supply Suppliesi Supply material and equipment

resources to sites. Coordinate delivery of supplies and
materiel as required.

Coordinate Deliveryi Determine if the vendor or provider
will deliver the ordered items. If delivery services are not
available, coordinate pick up and delivery through the
Transportation Unit.

Maintain Status Boardi Working with the Resource Unit,
maintain a status board or other reference depicting supply
actions in progress and their current status (See EOC 515).

4. Coordinate with Finance/Admin
¢ Determine Spending Authority i With the Logistics Section

Chief, determine level of purchasing authority for the
Logistics Section. Coordinate closely with the Purchasing Unit
in the Finance/Admin Section in following all required
procedures. Seek approval from the Finance/Admin Section
Chief for orders exceeding the purchase order limit before
completing the order.

Facilitate Contractsi If vendor contracts are required for
specific resources or services, refer the request to the
Finance/Administration Section for development of necessary
agreements.

Control Costsi Identify high -cost resources that could be
demobilized early, and advise other Section Chiefs.

Before Leaving: Follow the Generic "Before Leaving" Checklist.

Function Aids: Aids

Forms
A Position Log (Form EOC 414)
A Request for Resource or Assistance (Form EOC 514)
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Personnel Branch Coordinator

Responsibilities: The Personnel Branch Coordinator provide personnel resoures as
requested in support of the EOC and Site Operations. Responsible
for Identifying, recruiting, and registering staff and volunteers as
required.

1. Support Site Requests for Personnel i Coordinate
requests for site personnel, accounting for prioritie s among
all sites. Acquire and assign personnel with the appropriate
gualifications.

2. Support EOC Personnel Requests 1 Coordinate requests
for EOC personnel, and assign available personnel
appropriate with their training and qualifications. Coordinate
with EOC Director or Deputy EOC Director.

3. Coordinate Volunteers i Liaise with community volunteer
organizations to acquire personnel to fill both site and EOC
requests. Develop systems to manage convergent

volunteers.
Reports To: EOC Logistics Section Cief
Getting Started: Follow the Generic "Getting Started" Checklist.
Main Checklist: 1. Support Site Requests for Personnel

¢ Receive Requests for Site Personnel Process incoming site
requests for personnel support. Identify the number of
personnel required, special qualifications or training, where
they are needed and the person or unit they should report to
upon arrival.

¢ Acquire Site Personnel Resourced Acquire personnel
resources in support of site(s) from 1) Within the jurisdiction,
2) Among outside agencies, and 3) Among community
volunteers.

¢ Transport Personnel to Sitei Coordinate with Transportation
Unit to meet personnel requirements for transportation to
the site. Determine the estimated time of arrival of
responding personnel, and advise the requesting parties
accordingly.

¢ Maintain Personnel Status Boardi Maintain a status board or
other reference to keep track of incoming and assigned
personnel resources. NOTE: Personnel safety briefings will
be provided by the site Incident Commander or Safety
Officer.
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Personnel Branch Coordinator

¢

¢

2. Support EOC Personnel Requests

3. Coordinate Volunteers

Receive Requests for EOC Personnél Coordinate all
requests for EOC personnel. Identify the number of
personnel required, special qualifications or training, where
they are needed and the person or unit they should report to
upon arrival.

Acquire EOC Personnel Acquire EOC personnel from 1)
Within the jurisdiction, 2) Among outside agencies, and 3)
Among community volunteers.

Maintain EOC Personnel Status Board In conjunction with
the Documentation Unit, develop a large poster-size EOC
organization chart depicting each activated function. Upon
check in, indicate the name of the person occupying each
function on the chart. Post the chart where it is accessible to
all EOC personnel.

Receive and Orient EOCPersonneli Check in all incoming
EOC personnel (See Form EOC 511 and Form PEP Task Reg
512). Coordinate with the Deputy EOC Director and Risk
Management Officer to ensure EOC incoming personnel have
EOC badges, checklists, vests, and safety briefing upm
check-in.

Manage EOC Shift Schedules Develop shift schedules.
Accommodate EOC Personnel Arrange accommodation for
out-of-town personnel. Coordinate with ESS Branch, Supply
Unit, and Procurement Unit.

Manage EOC StressCounselingi In coordination wit h the
Risk Management Officer, determine the need for crisis
counseling for both site and EOC emergency workers,
including volunteers. Acquire mental health specialists, as
needed.

Liaise with Volunteer Agenciesi Establish communications
with volunteer agencies and other organizations that can
provide personnel resources.

Reqister Volunteersi Register convergent volunteers, as
required, using Form EOC 511 and Form PEP Task
Registration Form 512.
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Personnel Branch Coordinator

Before Leaving: Follow the Generic "Before Leaving" Checklist.

Function Aids: Aids

A BCERMS Overview
A Walk-In Volunteers
A Welcome to the EOC

Forms
A Position Log (Form EOC 414)
A EOC Checkin / Check-out List (Form EOC 511).
A PEP Task Registration (Form EOC 512)
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Transportation Branch Coordinator

Responsibilities:

The Transportation Branch Coordinator arranges for the acquisition
or use of required transportation resources in support of site
activities and the EOC Action Plan.

1. Determine Transportation Needs and Limitations 1
Coordinate transportation needs with other EOC personnel,
and determine the status of transportation routes in the
region.

2. Acquire Transportation Resources i Consult Resource
Contact List in ERRP Appendix to identify potential
transportation resources.

3. Coordinate Transportation Services i Coordinate the
delivery of transportation resources to sites.
4. Develop a Transportation Plan i Develop a

Transportation Plan to support the EOC Action Plan.

Reports To:

EOC Logistics Seabn Chief

Getting Started:

Follow the Generic "Getting Started" Checkilist.
Obtain from the EOC Director a copy of the ERRP Resource Contact
Appendix.

Main Checklist:

1. Determine Transportation Needs and Limitations

¢ Identify Needs i Coordinate transportation needs with
Supply and Personnel Units, Operations Section Branches,
Information and Liaison Officers.

¢ Receive Transportation Requestsi Coordinate site requests
for transportation services, accounting for priorities among
all sites. Coordinate EOC requests for transportation.

¢ Assess Transportation Routesi Routinely liaise with the
Situation Unit to determine the status of transportation
routes in and around the area.

2. Acquire Transportation Resources
¢ ldentify Resourcesi Consult Resource Comact List in ERRP
Appendix to identify potential transportation resources.
¢ Acquire Transportation Resourcesi Establish contact with
local transportation agencies and schools to determine
availability of transportation resources. Acquire
transportation resources with the appropriate qualifications.
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Transportation Branch Coordinator

3. Coordinate Transportation Services
¢ Deliver Transportation i Coordinate the delivery of
transportation resources to sites.
¢ Maintain Status Boardi Maintain a status board or other
reference to keep track of available and assigned
transportation resources.

4. Develop a Transportation Plan
¢ Prepare Transportation Plani Develop a Transportation Plan
to support the EOC Action Plan, working with other EOC
personnel. Consider the elements identified as "Suggested
Items for a Transportation Plan."

Before Leaving:

Follow the Generic "Before Leaving" Checkilist.

Function Aids:

Aids

Forms
A Position Log (Form EOC 414)
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Finance / Administration Section Chief

Responsibilities:

The Finance / Administration Section Chief provides overall
administrative and financial services to sites and the EOC, including
financial and cost analysis, billing, accounting, filing, and invoice
preparation. Unless delegated to Finance / Admin Section staff, the
Sedion Chief is responsible for the following:

1.

Record Personnel Time 1 Collect and process onduty
time for all EOC personnel, including volunteers and agency
representatives. Ensure uninterrupted payroll for all
employees.

Coordinate Purchasing T Control acquisitions associated
with emergency response or recovery, including purchase
orders and contracts.

Coordinate Compensation and Claims i Process
workerso compensation cl ai ms
Record Costs 1 Maintain financial records for response and
recovery throughout the event. Keep the EOC Director,
Management Team, and Elected Officials aware of the
current fiscal situation.

Manage the Finance / Admin Section i Establish the
appropriate Finance / Admin Section Units and continuously
monitor organizational effectiveness.

Reports To:

EOC Director

Main Checklist:

1. Record Personnel Time
¢ Record Time Sheetsi Collect and record on-duty time for all

EOC personnel, including volunteers andBand Name
representatives. Note: Use the same time sheet forms used
in non-emergency times, if possible.

Forward Time and Expenses for Processingi Forward
timesheets and expense forms to Band Name office for
prompt processing for Band Name employees.
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Finance / Administration Section Chief

2. Coordinate Purchasing

¢ Determine Spending Limitsi In consultation with EOC
Director determine spending limits, if any, for Logistics,
Operations and Management Staff.

¢ Lead EOC in Financial Procedure$ Meet with the Logistics
and Operations Section Chiefs and review financial and
administrative requirements and procedures.

¢ Prepare EAFs To confirm assumptions about eligibility for
provincial financial assistance, submit Expenditure
Authorization Forms (EOC Form 530) to the PREOC on behalf
of the EOC Director and with his or her signature.

¢ Pay for Acquisitionsi Organize and control any acquisitions
required in emergency operations. Process purchase orders
and develop contracts in a timely manner.

3. Coordinate Compensation and Claims
¢ ProcessWCBClam$ Ensure that woroker
claims resulting from the response are processed within a
reasonable time.
¢ Document Potential Legal Claimsi Document any claims or
threats of claims from disaster victims.

4. Record Costs

¢ Develop Cost Record Systemi Maintain all financial records
throughout the event or disaster.

¢ Inform EOC Group on Response Costd Keep the EOC
Director, Management Team, Section Chiefs, and Elected
Officials aware of the current fiscal situation and other
related matters, on an ongoing basis.

¢ Submit Cost Summaries b PREOQ Ensure that all
documentation and local government financial assistance
paperwork is accurately maintained and submitted to PEP.

¢ Maintain Cost Status Boardi Ensure that displays associated
with the Finance/Administrative Section are current, and that
information is posted in a legible and concise manner.

Page 130




Finance / Administration Section Chief

5. Manage the Finance / Admin Section

¢

Set Up Sectioni Ensure that the Finance / Admin Section
area is set up properly and that appropriate personnel,
equipment, and supplies are in place, including
telecommunications, maps and status boards.

Ensure Appropriate Personneli Request additional personnel
for the section as necessary to maintain 24-hour staffing
capabilities, as necessary.

Ensure Documentationi Ensure that all section personnel
maintain their individual position logs and other paperwork
as required.

Participate in Action Planning Meetingsi Collect objectives
from each activated Finance / Admin Branch prior to each
Action Planning meeting. Participate in Action Planning
Meetings, using EOC Briefing Format (Form EOC 401A).
Support Financial Objectivesi Coordinate daily time sheets
and emergency expenditures with other EOC Sections.

Before Leaving:

Follow the Generic Before Leaving Checklist.

Function Aids:

5

DD D> DD D |"’

Expenditure Authorization
Daily Expense Reports
Tracking Response Costs

Forms

Position Log (EOC Form 414)

Internal Message (EOC Form 416)

Expenditure Authorization Form (EOC Form 530)
EOC Daily Expenditures (EOC Form 532)
Expenditures - Event Totals (EOC Form 534)

Payroll Information Form

Request for Resources or Assistance (EOC Form 514)
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Time Unit Coordinator

Responsibilities:

The Time Unit Coordinator tracks, records, and reports all on-duty
time for personnel, including hired and contracted individuals
working during the event or disaster.

1.

Establish Time Unit Procedures i Determine procedures
for recording EOC personnel time, and establish a file for
each EOC employee, volunteer, and agency representative.
Collect Time Reports 1 Gather and / or up date time
reports from all EOC personnel, and ensure accuracy of
records.

Submit Time Recordsto  Band Name Treasurer 1
Submit personnel time records, travel expense claims and
other related forms for employees to the Band Name
Treasurer.

Reports To:

EQOC Finance / Admin Section Chief

Getting Started:

Follow the Generic "Getting Started" Checkilist.

Main Checklist:

1. Establish Time Unit Procedures

¢ Develop Time-Keeping Methodi Determine methods for

recording EOC personnel time, working with the Finance /
Admin Section Chief. Use your jurisdiction's regular payroll
time sheets, where possible.

Create Employee Recordsi Establish a file for each
employee or volunteer to maintain a fiscal record for as long
as the person is assigned to the EOC. Refer b completed
personnel Checkin Lists (See EOC 511) from the Personnel
Unit for the identity of all EOC personnel.

Advise Supervisors about Personnel Records Provide
instructions for all supervisors to ensure that time sheets and
travel expense claims are completed properly and signed by
each employee prior to submitting them.
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Time Unit Coordinator

2. Collect Time Reports

¢ Assemble Time Recordsi Initiate, gather, or update time
reports from all EOC personnel, including volunteers and
agency representatives assigned toeach shift.

¢ Verify Time Recordsi Check time records to ensure they are
accurate and prepared according to policy.

¢ Track Overtime Costsi Maintain a daily overtime
spreadsheet to estimate overtime payments for Band Name
staff. Log the information (i.e., ca sual or full-time employee,
pay rate, type of work, regular hours per day, days per
week) into a daily overtime master spreadsheet so that
overtime is evident.

¢ Collect Overtime Recordsi Ensure all Band Name staff daily
compl ete a timeshgesatarlrlyednp
Submit the completed timesheet for each shift, or staff
members may submit individual timesheets at the end of
their shifts. For missing timesheet information, consult the
EOC6s nCheck I n/ Check Out Sh
the staffing schedules from EOC supervisors.

3. Submit Time Records to Treasurer
¢ Submit Staff Records for Paymenti Submit personnel time
records, travel expense claims and other related forms for
employees to the Band Name Treasurer.

Before Leaving:

Fadlow the Generic "Before Leaving" Checkilist.

Function Aids:

Aids

Forms
A Suggested Items for a Transportation Plan
A Position Log (Form EOC 414)
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Procurement Unit Coordinator

Responsibilities:

The Procurement Unit Coordinator provides administrative services
pertaining to all matters involving purchase, hire, contract, rental
and leases of resources through the EOC.

1.

Establish Procurement Procedures i Determine
procurement policies and procedures for your jurisdiction,
including the approved processes for contracting.
Coordinate Contracts 1 Oversee the development and
maintenance of all contracts initiated through the EOC for
purchase, lease, or rent of acquired resources.

Submit Procurement Records to Cost Unit i Forward
costs and payment schedules to Cost Unit for processing of
all EOC contracts.

Reports To:

EOC Finance / Admin Section Chief

Getting Started:

Follow the Generic "Getting Started" Checkilist.

Main Checklist:

1. Establish Procurement Procedures

¢

Confirm Procurement Authorization i Review emergency
procurement procedures and policies of the Band Name,
including the identity of EOC personnel authorized to commit
the Band Nameto a contract.

Advise EOC Personnel on Procurement Procedures Ensure
that all EOC personnel know the approved processes for
procurement, including contracting procedures.

Obtain Contact Formsi Obtain approved contract forms for
use in all EOC procurement.
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