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EOC ORGANIZATION
The EOC organization follows the concepts of the Incident Command System (ICS) the National Incident Management System (NIMS), and State of California Standardized Emergency Management System (SEMS) with some modifications.
EOC COMMAND STRUCTURE
University Executive/Policy Group

University Chancellor/ President



Emergency Operations Exec. Mgmt.
VP – Admin./Fin.

Command Staff
EOC Coordinator
Public Information Officer 
Liaison Officer
Agency Representatives 
Safety Officer (Optional)
Security Officer Optional)
Recorder/Command Staff



EOC Manager Emergency Manager
Backup
Health & Safety Spes.
Other EOC’s




OPERATIONS Section
Police Chief
Backup
Police Deputy Chief

PLANNING 
Section
AVP – Facilities 

LOGISTICS 
Section
Director Bus./Sup. Services 


FIN./ADMIN. Section

Dir. Accounting







TECHNICAL SPECIALISTS
Communications	Corporation		Facilities	
IT Tech.			Medical			Res. Life
Disability Services - EOC Disability and Access and Functional Needs Coordinator               





*Solid lines and boxes are direct Coordination
**Broken/hashed lines and boxes are advisory Coordination


EOC CONCEPT OF OPERATIONS

The CSUMB Emergency Operations Center (CSUMB EOC) is designated to provide support and coordination to local operations in response to an emergency, utilizing the ICS/NIMS/SEMS system(s).  
The decision to activate the CSUMB EOC is made by the Emergency Operations Executive, Police Chief, Police Commander or Emergency.
The role of the EOC is to facilitate the:
· Overall coordination of emergency activities within the CSUMB Campus
· Coordination with other agencies and jurisdictions
· Coordination of mutual aid
· Establishment of priorities
· Collection, evaluation, and dissemination of damage information and emergency public information

The role of the Executive Policy Group is to address:
· Issues needing executive level decisions
· Issues with the potential for long-term implications on the viability and reputation of the campus
· Issues that may require significant changes in existing policies

CSUMB primary Emergency Operations Center (EOC).  
The CSUMB EOC is located at the University Police Department, Valley Hall Building “E” (Bldg. 82), Room E118.  

CSUMB backup EOC
In the event that the primary EOC is not available, a backup EOC location is the IT Services Building (Building 43).   
	








LEVELS OF ACTIVATION	
There are three levels of activation of the CSUMB EOC, the level of EOC activation depends on the situation and the need for coordination and support. The levels of activation ranging from partial activation - monitoring level, to full activation – fully staffed emergency operations center.
Level I Activation
An incident or event has or may occur that has the potential to require a response by multiple resources; may last for more than one operational period. 
In a level one activation the Emergency Operations Center Manager alerts the Incident Management Team (IMT) members of the potential need for EOC operations; monitors the situation; provides basic support to field operations; and provides information and situation reports (SITREPS) to the IMT, Emergency Operations Executive, and senior leadership team as appropriate. Escalation of a Level I activation is at the discretion of the Emergency Operations Manager. 
Level II Activation
An incident or event has/will occur that has special or unusual characteristics requiring a response by more than one agency, may require the acquisition and use of specialized resources, or which is beyond the scope of available resources may require an elevated activation. The EOC may be partially or fully staffed at this level. 
In a level two activation the Emergency Operations Center(EOC) Manager notifies the Incident Management Team (IMT) members of the need for EOC operations; monitors the situation; provides support to field operations; and provides information and situation reports (SITREPS) to the IMT, Emergency Operations Executive, and senior leadership team as appropriate. Escalation of a Level II activation is at the discretion of the EOC Manager. The EOC Manager will also notify the Monterey County OES of the Level II activation.
ORGANIZATION – At the discretion of the Emergency Operations Center Manager the staffing level will be determined.
Level III Activation
An incident has occurred that requires a coordinated response of all levels of government and emergency services to save lives and protect property. In a level three activation the Emergency Operations Center(EOC) Manager notifies the Incident Management Team (IMT) members of the need for EOC operations; monitors the situation; provides support to field operations; and provides information and situation reports (SITREPS) to the IMT, Emergency Operations Executive, and senior leadership team (Executive Policy Group) as appropriate. The EOC Manager will also notify the Monterey County OES of the Level III activation. ORGANIZATION - The EOC will be fully staffed and prepared to be operational for multiple operational periods. 




CSUMB Incident Management Team (IMT) Position List
Executive Policy Group (Presidents Cabinet)
· University President
· University Provost
· VP A&F
· VP SA
· VP Univ. Dev.
· AVP UP
· AVP Inclusive Excellence
· AVP Univ. Affairs
· Chief of Staff Office of the President
· Presidents Assistant 















CSUMB Incident Management Team (IMT) Position List
EOC Command/Management Staff
· Emergency Operations Center/Coordination Center Manager
· Emergency Manager – Primary
· Health & Safety Specialist – Alternate 
· Emergency Operations Center/Coordination Center Coordinator
· Health & Safety Specialist – Primary 
· Public Information Officer/Public Information Group Supervisor
· Public Affairs/Media Relations Manager – Primary
· Senior Editor – Alternate 
· Unit Leaders – All additional University Public Affairs staff
· Rumor Control Unit Leader
· Media Relations Unit Leader
· Research & Writing Unit Leader
· Content Development Team Leader
· Translation Team Leader
· Documentation Unit
· Situation/Media Monitoring Unit Leader
· Web/Social Media Team Leader
· Hot Line Unit Leader






CSUMB Incident Management Team (IMT) Position List
EOC Command Staff Cont.
· Liaison Officer
· Military/Presidio of Monterey (POM) Liaison
· Agency Representatives
· Safety Officer
· Security Officer
· Recorder/Command Staff
EOC General Staff 
Operations Section Coordinator
· Fire & Rescue Branch Coordinator 
· Haz-Mat Unit Leader
· Search & Rescue Unit Leader
· Law Enforcement Branch Coordinator
· Fatalities Management Unit Leader
· Construction/Engineering Branch Coordinator
· Utilities Unit Leader
· Damage/Safety Assessment Unit Leader
· Public Works Unit Leader
· Health & Welfare Branch Coordinator
· Care & Sheltering Unit Leader
· Public Health Unit Leader
· Mental Health Unit Leader
· Animal Care & Welfare Unit Leader


CSUMB Incident Management Team (IMT) Position List
EOC General Staff 
Planning Section Coordinator 
· Situation Analysis Unit Leader
· Documentation Unit Leader
· Advanced Planning Unit Leader
· Recovery Planning Unit Leader
· Demobilization Unit Leader
· Technical Specialist
· EOC Disability and Access and Functional Needs Coordinator(University Dis. Resources)
Logistics Section Coordinator
· Communications Unit Leader
· Information Systems Unit Leader
· Transportation Unit Leader
· Personnel Unit Leader
· Supply/Procurement Unit Leader
· Facilities Unit Leader
· Resource Tracking Unit Leader
Finance/Administration Section Coordinator
· Time Keeper Unit Leader
· Cost Accounting Unit Leader
· Compensation & Clams Unit Leader
· Purchasing Unit Leader
· Business Continuity Unit Leader
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                          EOC Manager
Command Staff
· EOC Coordinator
· Public Information Officer
· Rumor Control Coordinator
· Liaison Officer
· Agency Representative
· Recorder/Command Staff
· Safety Officer
· Security Officer


Function Description:

The EOC Manager has overall responsibility and authority for the operation of the EOC. He/she will assure that the EOC is staffed and operated at a level commensurate with the emergency. The EOC manager reports to the Emergency Operations Executive.

Positions reporting to the EOC Manager may include but are not limited to:
Command Staff:
EOC Coordinator
Public Information Officer 
Liaison Officer
Agency Representatives 
Safety Officer (Optional)
Security Officer Optional)
Recorder/Command Staff

General Staff Positions:
Operations Section Coordinator
Panning/Intelligence Section Coordinator
Logistics Section Coordinator
Finance/Administration Section Coordinator





EOC Manager

Responsibilities:

1. The EOC Manager is responsible for the overall coordination and the development of overall strategies and objectives of the emergency response and recovery.
2. Establish the appropriate staffing level for the EOC and continuously monitor organizational effectiveness ensuring that appropriate modifications occur as required, ensure command and general staff are on task.
3. Exercise overall management responsibility for the coordination between the Incident Command Post and the EOC, ensure the coordination of resource ordering and releasing. 
4. In conjunction with the General Staff, set priorities for response and recovery efforts. Ensure that all department and agency actions are accomplished within the priorities established at the EOC, ensure that inter-agency coordination is accomplished effectively.
5. Notify ESF coordinators and the D/AFN Coordinator of any issues concerning people with disabilities and others with access and functional needs, and encourage coordination to implement appropriate resolutions	

Activation Phase:
	
· Determine the appropriate level of activation based on the situation as known.

· Activate the CSUMB Emergency Operations Plan to the appropriate level.

· Notify the Police Chief, Emergency Operations Executive of EOC activation.

· Notify the CSUMB Incident Management Team of the initial activation of the EOC. 

· Respond immediately to EOC site and determine operational status.

· Obtain briefing from whatever sources are available.

· Ensure all necessary warnings and notifications have been made or are being arranged through Otter ALERT, Global email, Emergency Update Hotline, and the Federal Notification System.

· Ensure that the EOC is properly set up and ready for operations.

· Ensure that an EOC check-in procedure is established immediately.


EOC Manager

Activation Phase Cont.

· Ensure that an EOC organization and staffing chart is posted and completed.

· Determine which sections are needed, assign Section Coordinators as appropriate and ensure they are staffing their sections as required.

· Operations Section Coordinator
· Logistics Section Coordinator
· Planning/Intelligence Section Coordinator
· Finance/Administration Coordinator

· Determine which Management Staff positions are required and ensure they are filled as soon as possible.
· EOC Coordinator
· Public Information Officer 
· Liaison Officer
· Agency Representatives 
· Safety Officer (Optional)
· Security Officer Optional)
· Recorder/Command Staff

· Ensure that telephone and/or radio communications with Monterey County DES/EOC has been established and functioning. (831-769-8888)

· Schedule the initial Action Planning meeting.

· Confer with the General Staff to determine what representation is needed at the EOC from other emergency response agencies.

· Assign a  liaison officer to coordinate outside agency response to the  EOC,  and to assist as necessary in establishing an Inter-agency Coordination Group.






EOC Manager
Operational Phase:

· Open and Maintain Unit log ICS form 214

· Develop an initial incident briefing using ICS Briefing form ICS 201.

· Ensure that all messages are recorded on a General Message Form ICS 213

· Document all significant actions and information on Unit Log Form ICS 214

· Brief all incoming command and general staff on the situation.
· Provide a summary of the current organization
· Identify current incident objectives
· Provide a review of current incident activities
· Provide a safety statement
· Assess incident situation status and obtain incident objectives (ICS form 201) from the field incident commander.

· Based on current status reports, establish initial strategic objectives for the EOC.

· In coordination with Management Staff, prepare EOC objectives for the initial Action Planning Meeting.

· Convene the initial Action Planning meeting. Ensure that all Section Coordinators, Management Staff, Emergency Operations Executive or designee and other key agency representatives are in attendance. Ensure that planning meetings are conducted as indicated by the planning process checklist

· Determine the status or need for a disaster proclamation and make a recommendation to the Emergency Operations Executive.

· Assess the legal concerns associated with the incident.
· Determine the need to assign legal staff to the EOC
· Review legal responsibilities and authorities, including Emergency Proclamation, lines of succession, procurement process and contracts.

· Formally issue an Emergency Proclamation as necessary, and coordinate local government proclamations with other emergency response agencies, as appropriate.



EOC Manager
Operational Phase Cont.

· In conjunction with the Public Information Officer, conduct news conferences and review media releases for final approval, following the established procedure for information releases and media briefings.

· Authorize the use of the University emergency notification systems to alert and warn the campus community and public. Review and approve emergency information/warning statements.

· Monitor general staff activities to ensure that all appropriate actions are being taken.

· Ensure that the Liaison Officer is providing for and maintaining effective inter-agency coordination.

· Once the Action Plan is completed by the Planning/Intelligence Section, review, approve and authorize its implementation.

· Continue the planning process throughout the response and the recovery from the incident. Ensure all types of planning take place:
· Contingency Planning
· Long Range Response Planning
· Business Continuity Planning
· Short-term Recovery Planning
· Long-term Recovery Planning
· Assess the impact of the incident on day-to-day operations of the University.

· Coordinate the reassigning of personnel to support incident activities.

· Conduct periodic briefings with the general staff to ensure strategic objectives are current and appropriate:
· Identify strategic incident goals and policy directives
· Provide a summary of the current organization
· Provide a review of current incident activities
· Announce the time and location of the next planning meeting
· Provide a safety statement
· Conduct periodic briefings for Emergency Management Executive, University Senior Leadership, elected officials or their representatives.

· Brief your relief at shift change, ensuring that ongoing activities are identified and follow-up requirements are known.
EOC Manager

Demobilization Phase:

· Authorize demobilization of sections, branches, and units when they are no longer required.

· Notify higher level EOCs and other appropriate organizations of the planned demobilization, as appropriate.

· Ensure that any open actions not yet completed will be handled after demobilization.

· Ensure that all required forms or reports are completed prior to demobilization.

· Be prepared to provide input to the after action report.

· Deactivate the EOC at the designated time, as appropriate.

· Proclaim termination of the emergency response and proceed with recovery operations.





















EOC Coordinator
Function Description:	

The EOC Coordinator, because of his/her working knowledge of the EOC facility, communications, support services, and the jurisdictions emergency plan can be an invaluable asset to the EOC Manager.

Responsibilities:

1. Facilitate the overall functioning of the EOC.
2. Assist and serve as an advisor to the EOC Manager and General Staff as needed, providing information and guidance related to the internal functions of the EOC and ensure compliance with operational area emergency plans and procedures.
3. Assist the Liaison Officer in ensuring proper procedures are in place for directing agency representatives and conducting VIP/visitor tours of the EOC.

Activation Phase:

· Check in upon arrival at the EOC.

· Report to EOC Manager, Section Coordinator, Branch Coordinator, or other assigned Supervisor.

· Set up your workstation and review your position responsibilities.

· Establish and maintain a position Unit Log Form ICS 214 that chronologically describes your actions taken during your shift.

· Determine your resource needs,  such as a  computer,  phone,  plan copies,  and other reference documents.

· Ensure WEBEOC  is operational. 

· Assist the EOC Manager in determining appropriate staffing for the EOC.

· Provide assistance and information regarding section staffing to all general staff






EOC Coordinator
Operational Phase:

· Open and Maintain Unit log ICS form 214

· Assist the EOC Manager and the General Staff in developing overall strategic objectives as well as section objectives for the Action Plan.

· Advise the EOC Manager on proper procedures for enacting emergency proclamations, emergency ordinances and resolutions, and other legal requirements.

· Assist the Planning/Intelligence Section in the development, continuous updating, and execution of the EOC Action Plan.

· Provide overall procedural guidance to General Staff as required.

· Provide general advice and guidance to the EOC Manager as required.

· Ensure that all notifications are made to the Operational Area EOC.

· Ensure that all communications with appropriate emergency response agencies are established and maintained.

· Assist the EOC Manager in preparing for and conducting briefings with Management Staff, the agency or jurisdiction policy groups, the media, and the general public.

· Assist the  EOC  Manager and  Liaison  Officer,  in establishing and maintaining     Inter-agency Coordination Groups as necessary.

· Assist the Liaison Officer with coordination of all EOC visits.

· Provide assistance with shift change activity as required.










EOC Coordinator
  Demobilization Phase:

· Deactivate your assigned position and close out logs when authorized by the EOC Manager.

· Complete all required forms, reports, and other documentation. All forms should be submitted through your supervisor to the Planning/Intelligence Section. 

· Be prepared to provide input to the after-action report.

· If another person is relieving you, ensure they are thoroughly briefed before you leave your workstation. 

· Clean up your work area before you leave.

· Leave a forwarding phone number where you can be reached.























Public Information Officer
Function Description:
The Public Information Officer (PIO) serves as the primary point of contact between the EOC and the media and the public. The PIO will prepare information releases, brief media representatives, and provide for press conferences. The Public Information function will also oversee the Rumor Control activity and is responsible for Joint Information Center activation and operations.  

A primary source of information for the Public Information function will be from the Situation Analysis Unit in Planning/Intelligence. While not all information in the unit may be appropriate for the public, the information in Situation Analysis should be the best available and will have been verified for accuracy.   The PIO will provide guidance as appropriate to other departments/agencies on the release of emergency-related information.

Organization: Normally, the Public Information function is handled by the PIO who is a member of the Command Staff. Assistant PIOs may be assigned as needed. The Public Information function may be established as a Group with individual units under the direction of the PIO.

· Rumor Control Unit Leader
· Media Relations Unit
· Research & Writing Unit
· Content Development Team Leader
· Translation Team Leader
· Situation/Media Monitoring Unit Leader
· Web/Social Media Team Leader
· Hot Line Unit Leader
Responsibilities:
1. Serve as the central coordination point for the agency or jurisdiction for all media releases.
2. Establish goals and objectives ensuring the release of accurate and timely information, and other interested parties.  
3. Ensure that the public within the affected area receives complete, accurate, and consistent information about life safety procedures, public health advisories, relief and assistance programs, and other vital information.
4. The PIO may be responsible for sending follow-up emergency warnings or notification to the campus community. 
5. Ensure incident-specific messaging is provided in formats that are accessible and appropriate to reach people with disabilities and others with access and functional needs.
6. Communicate emergency messages to registered people with disabilities and others with access and functional needs in the appropriate formats.
7. Coordinate media releases with Public Information Officers at incidents or representing other affected emergency response agencies as required.
Public Information Officer
Responsibilities cont.:

8. Develop the format for press conferences, in conjunction with the EOC Manager.
9. Maintaining a positive relationship with the media representatives.
10. Supervising the Public Information Group.
11. Oversee the Joint Information Center(JIC) to ensure the accumulation and distribution of timely, accurate information concerning the incident to interested parties
12. The PIO is responsible for coordinating the operations of the JIC as well as releasing all cleared information to the public and media.
13. Work with the EOC D/AFN Coordinator on providing accessible communications, public messaging, traditional and social media, and NGOs to support people with disabilities and others with access and functional needs.
14. In coordination the EOC D/AFN Coordinator and the Health and Welfare Unit Leader assist in providing shelter- and mass care-related communications, including verbal and written messages via multiple formats (e.g., large print, audio, braille, picture, and/or accessible websites) and in languages other than English that are prevalent in the community so that they can be understood by the whole community, including people with disabilities and others with access and functional needs.
Activation Phase:

· Check in upon arrival at the EOC.

· Report to  EOC  Manager,  Section  Coordinator,  Branch  Coordinator,  or other assigned Supervisor.

· Set up your workstation and review your position responsibilities.

· Establish and maintain a position Unit Log Form ICS 214 that chronologically describes your actions taken during your shift.

· Determine your resource needs,  such as a  computer,  phone,  plan copies,  and other reference documents.

· Ensure WEBEOC  is operational. 

· Assist the EOC Manager in determining appropriate staffing for the EOC.

· Determine staffing requirements and make required personnel assignments for the Public Information function as necessary.
Public Information Officer

Operational Phase:

· Open and Maintain Unit log ICS form 214

· Obtain policy guidance from the EOC Manager with regard to media releases.

· Determine the status of alert and warning systems, and use of the University emergency notification systems (ENS) as appropriate.  With the EOC Manager determine the procedure and authorization for managing alerts and warnings.

· [bookmark: _GoBack]Consider using pre-developed emergency information/warning messages for immediate information release.

· Keep the EOC Manager advised of all unusual requests for information and of all major critical or unfavorable media comments. Recommend procedures or measures to improve media relations.

· Coordinate with the Situation Analysis Unit and identify the method for obtaining and verifying significant information as it is developed.

· Develop and publish a media-briefing schedule, to include location, format, and preparation and distribution of handout materials.

· Implement and maintain an overall information release program.

· Establish a  Media  Information  Center,  as required,  providing necessary space,  materials, telephones, and electrical power.

· Maintain up-to-date status boards and other references at the media information center.       Provide adequate staff to answer questions from members of the media.

· Interact with other EOC PIOs and obtain information relative to public information operations.

· Develop content for the Emergency Alert System (EAS) releases if available. Monitor EAS releases as necessary.

· In coordination with other EOC sections and as approved by the EOC Manager, issue timely and consistent advisories and instructions for life safety, health, and assistance for the public.



Public Information Officer
Operational Phase Cont.

· At the request of the EOC Manager, prepare media briefings for members of the agencies or jurisdiction policy groups and provide other assistance as necessary to facilitate their participation in media briefings and press conferences.

· Ensure that a rumor control function is established to correct false or erroneous information.

· Ensure that adequate staff is available at incident sites to coordinate and conduct tours of the affected areas.

· Provide appropriate staffing and telephones to efficiently handle incoming media and public calls.

· Prepare, update, and distribute to the public a Disaster Assistance Information Directory, which contains locations to obtain food, shelter, supplies, health services, etc.

· Ensure that announcements, emergency information, and materials are translated and prepared for special populations (non-English speaking, hearing impaired, etc.).

· Monitor broadcast media,  using the information to develop follow-up news releases and rumor control.

· Open and coordinate the Joint Information Center when needed.

· Ensure that file copies are maintained of all information released.

· Provide copies of all media releases to the EOC Manager.

· Conduct shift changes briefings in detail, ensuring that in-progress activities are identified and follow-up requirements are known.

·   Activate or update ENS as approved by the CSUMB EOC Manager.

·   Obtain approval and signature on Warning Log Form ICS 260 WL from EOC Manager.

· Prepare final news releases and advise media representatives of points-of-contact for follow-up stories.




Public Information Officer

Demobilization Phase:

· Deactivate your assigned position and close out logs when authorized by the EOC Manager.

· Complete all required forms, reports, and other documentation. All forms should be submitted through your supervisor to the Planning/Intelligence Section, as appropriate, prior to your departure.

· Be prepared to provide input to the after-action report.

· If another person is relieving you, ensure they are thoroughly briefed before you leave your workstation. 

· Clean up your work area before you leave.

· Leave a forwarding phone number where you can be reached























Rumor Control Unit Leader
Function Description:

The function of rumor control is to establish within the EOC an activity designed to respond rapidly and with correct and timely information to any and all rumors raised as a result of the emergency.

The Rumor Control Unit Leader must work closely with the Public Information function and with the Planning/Intelligence Section.

Responsibilities:

1. Provide staffing for rumor control/hotline telephone bank. (Note in some incidents this may be the same system).
2. Establish a "Disaster Hotline" with an up-to-date recorded message when necessary.
3. Ensure that all rumors are responded to in a timely manner and with factual information.
4. Supervise the Rumor Control Unit.

Activation Phase:

· Check in upon arrival at the EOC.

· Report to  EOC  Manager,  Section  Coordinator,  Branch  Coordinator,  or other assigned Supervisor.

· Set up your workstation and review your position responsibilities.

· Establish and maintain a position Unit Log Form ICS 214 that chronologically describes your actions taken during your shift.

· Determine your resource needs,  such as a  computer,  phone,  plan copies,  and other reference documents.

· Ensure WEBEOC  is operational. 
	





Rumor Control Unit Leader
Operational Phase:

· Open and Maintain Unit log ICS form 214

· Obtain "confirmed" disaster information.

· Operate a telephone bank for receiving incoming inquiries from the general public.

· Correct rumors by providing factual information based on confirmed data.

· Establish a “Disaster Hotline” recorded message and provide updated message information periodically.

· Refer inquiries from members of the media to the lead Public Information Officer or designated staff.

Demobilization Phase:

· Deactivate your assigned position and close out logs when authorized by the EOC Manager.

· Complete all required forms, reports, and other documentation. All forms should be submitted through your supervisor to the Planning/Intelligence Section, as appropriate, prior to your departure.

· Be prepared to provide input to the after-action report.

· If another person is relieving you, ensure they are thoroughly briefed before you leave your workstation. 

· Clean up your work area before you leave.

· Leave a forwarding phone number where you can be reached.








Media Relations Unit Leader
Function Description: 

The functions of the Media Relations Unit is assessing, monitoring and managing all media needs. Reports to the Public Information Office.

The Media Relations Unit Leader must work closely with the Rumor Control Unit function and with the Public Information Officer.

Responsibilities:

1. Provide staffing for Media Relations Staff Unit.
2. Assessing and monitoring all Media Outlets.
3. Assign staff to tasks is staffed.
4. Supervise the Media Relations Unit.

Activation Phase:

· Check in upon arrival at the EOC.

· Report to  EOC  Manager,  Section  Coordinator,  Branch  Coordinator,  or other assigned Supervisor.

· Set up your workstation and review your position responsibilities.

· Obtain situational briefing from the Public Information Officer.

· Establish and maintain a position Unit Log Form ICS 214 that chronologically describes your actions taken during your shift.

· Determine your resource needs,  such as a  computer,  phone,  plan copies,  and other reference documents.

· Ensure WEBEOC  is operational. 






Media Relations Unit Leader
Operational Phase:

· Open and Maintain Unit log ICS form 214

· Work with the Public Information Officer and the EOC Manager to assess media needs and organize resources to fulfill those needs

· Instruct Media Relations Unit to establish a secured media phone and notify news media about phone line for media only.

· Consult with Research & Writing Unit Leader to develop media advisories, releases, talking points, and press packet materials and obtain approvals from the PIO and EOC Manager.

· Oversee work team members to ensure that tasks are carried out and review work progress.

· Prioritize and assign tasks and activities to work team members for the Media Relations Unit.

· Ensure that the Media Relations Unit promptly answers and returns all media calls and logs media calls, inquiries and requests on media log. 

· Media Relations Unit should update and maintain media contact numbers.

· Prepare and provide status reports on media activities.

· Work with Public Information Officer to assess media needs during a prolonged event and organize resources to fulfill those needs.

· Continue to provide informational updates to news media as needed.













Media Relations Unit Leader

Demobilization Phase:

· Deactivate your assigned position and close out logs when authorized by the EOC Manager.

· Complete all required forms, reports, and other documentation. All forms should be submitted through your supervisor to the Planning/Intelligence Section, as appropriate, prior to your departure.

· Be prepared to provide input to the after-action report.

· If another person is relieving you, ensure they are thoroughly briefed before you leave your workstation. 

· Clean up your work area before you leave.

EOC IMT Command Staff Job Action Sheets and Position Checklist

· Leave a forwarding phone number where you can be reached
25


Research& Writing Unit Leader
· Content Development Team Leader
· Translation Team Leader

Function Description: 

The function of the Research and Writing Unit is overseeing the gathering of information, the verifying and updating of information and the final content development of materials. Content development includes materials for the media, general public and other communication vehicles such as web / social media, hotline scripts, and other non-traditional communications. Reports to the Public Information Officer.

If necessary the Research and Writing Unit may assign staff to into two teams under their direction the Content Development Team and the Translation Team. 

Responsibilities:

1. Overseeing the gathering of information, the verifying and updating of information and the final content development of materials to be released.
2. Provide information in multilingual formats if necessary. 
3. Provide staffing for Content Development Team and the Translation Team
4. The Content Development Team is responsible for the development of materials for the media, general public and other communication vehicles such as web/ social media, hotline scripts, and other non-traditional communications. Reports to the Research and Writing Unit Leader
5. Translations Team is responsible for the real-time translation of information to include, but not limited to, persons with limited English fluency/ comprehension, persons with limited/low illiteracy, persons with hearing loss, persons with a visual impairment or who are blind. Reports to the Research and Writing Unit Leader.
6. Work with the EOC D/AFN Coordinator on providing accessible communications, public messaging, traditional and social media, and NGOs to support people with disabilities and others with access and functional needs.







Research& Writing Unit Leader
· Content Development Team Leader
· Translation Team Leader

Activation Phase:

· Check in upon arrival at the EOC.

· Report to  EOC  Manager,  Section  Coordinator,  Branch  Coordinator,  or other assigned Supervisor.

· Set up your workstation and review your position responsibilities.

· Obtain situational briefing from the Public Information Officer.

· Establish and maintain a position Unit Log Form ICS 214 that chronologically describes your actions taken during your shift.

· Determine your resource needs,  such as a  computer,  phone,  plan copies,  and other reference documents.

· Ensure WEBEOC  is operational. 

· Assist the PIO and the in determining appropriate staffing for the Unit.

Operational Phase:

· Open and Maintain Unit log ICS form 214

· Oversee unit members ensure tasks are carried out for each area.

· Consult with Media Relations Unit Leader to draft media releases, advisories, key messages, talking points, and other news media materials.

· Consult with Media Relations Unit Leader to draft and/or revise event-specific materials such as Fact Sheets, Phone, Scripts, FAQs, Web content, Key Partner messages.

· Oversee the Content Development Team in the research and review pre-developed event-specific materials already in existence.

Research& Writing Unit Leader
· Content Development Team Leader
· Translation Team Leader
Operational Phase cont.:

· Continue to get final approvals and sign off from the PIO and/or the EOC Manager on all new and revised media and public materials before distribution begins.

· Work with Translations Unit to ensure all public information materials are translated.

· Distribute and make accessible all public information materials to various audiences.

Demobilization Phase:

· Deactivate your assigned position and close out logs when authorized by the PIO.

· Complete all required forms, reports, and other documentation. All forms should be submitted through your supervisor to the Planning/Intelligence Section, as appropriate, prior to your departure.

· Be prepared to provide input to the after-action report.

· If another person is relieving you, ensure they are thoroughly briefed before you leave your workstation. 

· Clean up your work area before you leave.

· Leave a forwarding phone number where you can be reached.













Media Monitoring Unit
· Web/Social Media Team Leader

Function Description: 

Media Monitoring Unit Leader collects and organizes incident status and situation information and is responsible for the evaluation, analysis, and display of that information for use by response personnel. 
Reports to the Public Information Officer.

If necessary the Media Monitoring Unit may assign staff to an additional team under their direction the Web/Social Media Team. 

Responsibilities:

1. Monitor Media outlets, Web and Social Media for arcuate information. 
2. Analysis Media outlets, Web and Social Media for trends in rumors or false information.
3. Monitor Web and Social Media for anyone needing assistance.
4. Web/Social Media Team is responsible for defining and executing a specific social media strategy, posting pertinent emergency information and messages onto social media accounts and providing content daily while tracking and monitoring relevant conversations and rumors.

Activation Phase:

· Check in upon arrival at the EOC.

· Report to  EOC  Manager,  Section  Coordinator,  Branch  Coordinator,  or other assigned Supervisor.

· Set up your workstation and review your position responsibilities.

· Obtain situational briefing from the Public Information Officer.

· Establish and maintain a position Unit Log Form ICS 214 that chronologically describes your actions taken during your shift.

· Determine your resource needs,  such as a  computer,  phone,  plan copies,  and other reference documents.


Media Monitoring Unit
· Web/Social Media Team Leader
Activation Phase Cont.:

· Ensure WEBEOC  is operational. 

· Assist the Public Information Officer in determining appropriate staffing for the EOC.

Operational Phase:

· Open and Maintain Unit log ICS form 214

· Oversee unit members ensure tasks are carried out for each area.

· Determine primary newspaper, radio, television, and websites to monitor.

· Distribute new/ revised materials to the web and social media sites with the approval of the PIO and/or EOC Manager. Provide updates to staff as necessary.

· Monitor appropriate news broadcasts.

· Gather perceptions from the media about the progress of the response effort.

· Monitor and maintain regular communication with other emergency response websites and provide Web content as necessary.

· Post all public information materials on main websites and provide information to other emergency Web sites as needed.

· With approval from Incident Lead PIO, post pertinent information to the agency’s social media accounts and attach photos, images to accounts, as appropriate.

· Follow incident information posted on Twitter.

· Track tweets using Tweet Deck or other tools- tracking and analyzing.

· Note any misinformation or rumors of the incident for correction by Media Monitoring Unit Leader.

· Develop a process for posting and monitoring 24 hrs. during activation.

Media Monitoring Unit
· Web/Social Media Team Leader

Demobilization Phase:

· Deactivate your assigned position and close out logs when authorized by the EOC Manager.

· Complete all required forms, reports, and other documentation. All forms should be submitted through your supervisor to the Planning/Intelligence Section, as appropriate, prior to your departure.

· Be prepared to provide input to the after-action report.

· If another person is relieving you, ensure they are thoroughly briefed before you leave your workstation. 

· Clean up your work area before you leave.

· Leave a forwarding phone number where you can be reached.



Hotline Unit Leader
	
Function Description: 

The function of the Hotline Unit is established and manage the hotline system, to distribute information to callers and address questions from the public.

The Hotline Unit must work closely with the Rumor Control Unit Leader and the Public Information Officer.

Responsibilities:

1. Provide staffing for hotline phones/rumor control telephone bank (note in some incidents this may be the same system).
2. Establish a "Disaster Hotline" with an up-to-date recorded message if necessary.
3. Ensure that all questions from callers are answered to in a timely manner and with factual information.
4. Supervise Hotline Unit.

Activation Phase:

· Check in upon arrival at the EOC.

· Report to  EOC  Manager,  Section  Coordinator,  Branch  Coordinator,  or other assigned Supervisor.

· Set up your workstation and review your position responsibilities.

· Establish and maintain a position Unit Log Form ICS 214 that chronologically describes your actions taken during your shift.

· Determine your resource needs,  such as a  computer,  phone,  plan copies,  and other reference documents.

· Ensure WEBEOC  is operational. 

· Assist the EOC Manager in determining appropriate staffing for the EOC.




Hot Line Unit Leader
Operational Phase:

· Open and Maintain Unit log ICS form 214

· Obtain "confirmed" disaster information.

· Operate a telephone bank/hotline for receiving incoming inquiries from the general public.

· Correct rumors by providing factual information based on confirmed data.

· Establish a “Disaster Hotline” recorded message and provide updated message information periodically.

· Refer inquiries from members of the media to the lead Public Information Officer or designated staff.

· Coordinate with the all other Unit within the Public Information Group to ensure the hotline is provided phone scripts for recording, including translated scripts.

· Monitor and report misinformation and call volumes to Public Information Officer.

· Document all activities and keep a file of all distributed materials.

Demobilization Phase:

· Deactivate your assigned position and close out logs when authorized by the EOC Manager.

· Complete all required forms, reports, and other documentation. All forms should be submitted through your supervisor to the Planning/Intelligence Section, as appropriate, prior to your departure.

· Be prepared to provide input to the after-action report.

· If another person is relieving you, ensure they are thoroughly briefed before you leave your workstation. 

· Clean up your work area before you leave.

· Leave a forwarding phone number where you can be reached.

Liaison Officer
Function Description:

The Liaison Officer function is to provide a primary point of contact for all incoming agency representatives assigned to the EOC. The Liaison Officer will ensure that agency representatives are provided with the necessary workspace, communications, information and internal points of contact necessary to perform their responsibilities. The Liaison Officer will also ensure that the EOC Manager is informed as to what agencies are represented in the EOC and will be the primary contact, and relieve the EOC Manager from overseeing their activities.

Responsibilities:

1. Oversee all liaison activities, including coordinating outside agency representatives assigned to the EOC and handling requests from other EOCs for EOC agency representatives.
2. Establish and maintain a central location for incoming agency representatives, providing workspace and support as needed.
3. Ensuring that position-specific guidelines, policy directives, situation reports, and a copy of the EOC Action Plan are provided to Agency Representatives upon check-in.
4. In conjunction with the EOC Coordinator, provide orientations for VIPs and other visitors to the EOC.
5. Ensuring that demobilization is accomplished when directed by the EOC Manager.
6. Work with the EOC D/AFN Coordinator on how to mitigate or resolve issues related to persons with disability access and functional needs during the response and recovery effort.
Activation Phase:

· Check in upon arrival at the EOC.

· Report to  EOC  Manager,  Section  Coordinator,  Branch  Coordinator,  or other assigned Supervisor.

· Set up your workstation and review your position responsibilities.

· Establish and maintain a position Unit Log Form ICS 214 that chronologically describes your actions taken during your shift.

· Determine your resource needs,  such as a  computer,  phone,  plan copies,  and other reference documents.



Liaison Officer
Activation Phase cont.:

· Ensure WEBEOC  is operational 

· Obtain assistance for your position through the Personnel Unit in Logistics, as required.

Operational Phase:

· Open and Maintain Unit log ICS form 214

· Contact Agency Representatives already on-site, ensuring that they:
· Have signed into the EOC,
· Understand their role in the EOC,
· Know their work locations,
· Understand the EOC organization and floor plan.

· Determine if the additional representation is required from:
· Community-based organizations,
· Private organizations,
· Utilities not already represented,
· Other agencies.

· In conjunction with the EOC Manager and EOC Coordinator, establish and maintain an Interagency Coordination Group comprised of outside agency representatives and executives not assigned to specific sections within the EOC.

· Assist the EOC Manager and EOC Coordinator in conducting regular briefings for the Inter-agency Coordination Group and with the distribution of the current EOC Action Plan and Situation Report.

· Request that Agency Representatives maintain communications with their agencies and obtain situation status reports regularly.

· With the approval of the EOC Manager, provide agency representatives from the EOC to other EOCs as required and requested.

· Maintain a roster of agency representatives located at the EOC. The roster should include assignment within the EOC (Section or Inter-agency Coordination Group). The roster should be distributed internally on a regular basis.

Liaison Officer
Demobilization Phase:

· Deactivate your assigned position and close out logs when authorized by the EOC Manager.

· Complete all required forms, reports, and other documentation. All forms should be submitted through your supervisor to the Planning/Intelligence Section, as appropriate, prior to your departure.

· Be prepared to provide input to the after-action report.

· If another person is relieving you, ensure they are thoroughly briefed before you leave your workstation. 

· Clean up your work area before you leave.

· Leave a forwarding phone number where you can be reached.

· Release agency representatives that are no longer required in the EOC when authorized by the EOC Manager.
· 

Military/Presidio of Monterey (POM) Liaison

Function Description:

The Liaison Officer function is to provide a primary point of contact for all incoming agency representatives assigned to the EOC. The Liaison Officer will ensure that agency representatives are provided with the necessary workspace, communications, information and internal points of contact necessary to perform their responsibilities. The Liaison Officer will also ensure that the EOC Manager is informed as to what agencies are represented in the EOC and will be the primary contact, and relieve the EOC Manager from overseeing their activities.

Responsibilities:

4. Oversee all liaison activities, including coordinating outside agency representatives assigned to the EOC and handling requests from other EOCs for EOC agency representatives.

5. Establish and maintain a central location for incoming agency representatives, providing workspace and support as needed.

6. Ensuring that position-specific guidelines, policy directives, situation reports, and a copy of the EOC Action Plan are provided to Agency Representatives upon check-in.

7. In conjunction with the EOC Coordinator, provide orientations for VIPs and other visitors to the EOC.

8. Ensuring that demobilization is accomplished when directed by the EOC Manager.

Activation Phase:

· Check in upon arrival at the EOC.

· Report to  EOC  Manager,  Section  Coordinator,  Branch  Coordinator,  or other assigned Supervisor.

· Set up your workstation and review your position responsibilities.

· Establish and maintain a position Unit Log Form ICS 214 that chronologically describes your actions taken during your shift.

· Determine your resource needs,  such as a  computer,  phone,  plan copies,  and other reference documents.
Liaison Officer
Activation Phase cont.:

· Ensure WEBEOC  is operational 

· Obtain assistance for your position through the Personnel Unit in Logistics, as required.

Operational Phase:

· Open and Maintain Unit log ICS form 214

· Contact Agency Representatives already on-site, ensuring that they:
· Have signed into the EOC,
· Understand their role in the EOC,
· Know their work locations,
· Understand the EOC organization and floor plan.

· Determine if the additional representation is required from:
· Community-based organizations,
· Private organizations,
· Utilities not already represented,
· Other agencies.

· In conjunction with the EOC Manager and EOC Coordinator, establish and maintain an Interagency Coordination Group comprised of outside agency representatives and executives not assigned to specific sections within the EOC.

· Assist the EOC Manager and EOC Coordinator in conducting regular briefings for the Inter-agency Coordination Group and with the distribution of the current EOC Action Plan and Situation Report.

· Request that Agency Representatives maintain communications with their agencies and obtain situation status reports regularly.

· With the approval of the EOC Manager, provide agency representatives from the EOC to other EOCs as required and requested.

· Maintain a roster of agency representatives located at the EOC. The roster should include assignment within the EOC (Section or Inter-agency Coordination Group). The roster should be distributed internally on a regular basis.

Liaison Officer
Demobilization Phase:

· Deactivate your assigned position and close out logs when authorized by the EOC Manager.

· Complete all required forms, reports, and other documentation. All forms should be submitted through your supervisor to the Planning/Intelligence Section, as appropriate, prior to your departure.

· Be prepared to provide input to the after-action report.

· If another person is relieving you, ensure they are thoroughly briefed before you leave your workstation. 

· Clean up your work area before you leave.

· Leave a forwarding phone number where you can be reached.

· Release agency representatives that are no longer required in the EOC when authorized by the EOC Manager.































Agency Representative
Function Description:	
The Agency Representatives serves three principal functions. 1) He/she will bring to the EOC information from the agency they represent, 2) they will normally have some level of authorization to speak or act for their agency, and 3) they will provide their agency with information obtained at the EOC.

Responsibilities:

1. Agency Representatives should be able to speak on behalf of their agencies, within established policy limits, acting as a liaison between their agencies and the EOC.

2. Agency Representatives may facilitate requests to or from their agencies, but normally do not directly act on or process resource requests.

3. Agency Representatives are responsible for obtaining situation status information and response activities from their agencies for the EOC.

Activation Phase:

· Check in upon arrival at the EOC.

· Report to  EOC  Manager,  Section  Coordinator,  Branch  Coordinator,  or other assigned Supervisor.

· Set up your workstation and review your position responsibilities.

· Establish and maintain a position Unit Log Form ICS 214 that chronologically describes your actions taken during your shift.

· Determine your resource needs,  such as a  computer,  phone,  plan copies,  and other reference documents.

· Ensure WEBEOC  is operational 

· Check in with the Liaison Officer and clarify any issues regarding your authority and assignment, including the functions of other representatives from your agency (if any) in the EOC.




Agency Representative

Activation Phase cont.:

· Establish communications with your home agency; notify the Logistics Section    Communications Unit and the Liaison Officer of any communications problems.

· Unpack any materials you may have brought with you and set up your assigned station, requesting necessary materials and equipment through the Liaison Officer and/or Logistics.

· Obtain an EOC organization chart, floor plan, and telephone list from the Liaison Officer.

· Contact the EOC sections or branches that are appropriate to your responsibility.

Operational Phase:

· Open and Maintain Unit log ICS form 214

· Facilitate requests for support or information that your agency can provide.

· Keep current on the general status of resources and activity associated with your agency.

· Provide appropriate situation information to the Planning/Intelligence Section.

· Represent your agency at planning meetings, as appropriate, providing update briefings about your agency's activities and priorities.

· Keep your agency executives informed and ensure that you can provide agency policy guidance and clarification for the EOC Manager as required.

· On a regular basis, inform your agency of the EOC priorities and actions that may be of interest.

· Maintain logs and files associated with your position.








Agency Representative

Demobilization Phase:

· Deactivate your assigned position and close out logs when authorized by the EOC Manager.

· Complete all required forms, reports, and other documentation. All forms should be submitted through your supervisor to the Planning/Intelligence Section, as appropriate, prior to your departure.

· Be prepared to provide input to the after-action report.

· If another person is relieving you, ensure they are thoroughly briefed before you leave your workstation. 

· Clean up your work area before you leave.

· Leave a forwarding phone number where you can be reached.

· When demobilization is approved by the EOC Manager, contact your agency and advise them of the expected time of demobilization and points of contact for the completion of ongoing actions.

· Ensure that you complete all final reports, close out your activity log, and transfer any ongoing missions and/or actions to the Liaison Officer or another appropriate individual.

· Ensure copies of all documentation generated during the operation are submitted to the Planning/Intelligence Section.













Safety Officer
Function Description:

When activated, the Safety Officer position at the EOC is to ensure that a safe working environment is established and maintained within the facility. The Safety Officer will routinely inspect and correct any deficiencies in the operating environment of the EOC. The Safety Officer will also ensure that personnel working in EOC positions are not overstressed or working for extended periods that may jeopardize their health.

Responsibilities:

1. Ensure that all buildings and other facilities used in support of the EOC are in a safe operating condition.

2. Monitor operational procedures and activities in the EOC to ensure they are being conducted in a safe manner, considering the existing situation and conditions.

3. Stop or modify all unsafe operations outside the scope of the EOC Action Plan, notifying the EOC Manager of actions taken.

Activation Phase:

· Check in upon arrival at the EOC.

· Report to  EOC  Manager,  Section  Coordinator,  Branch  Coordinator,  or other assigned Supervisor.

· Set up your workstation and review your position responsibilities.

· Establish and maintain a position Unit Log Form ICS 214 that chronologically describes your actions taken during your shift.

· Determine your resource needs,  such as a  computer,  phone,  plan copies,  and other reference documents.

· Ensure WEBEOC  is operational 




Safety Officer
Operational Phase:

· Open and Maintain Unit log ICS form 214

· Tour the entire EOC facility and evaluate conditions; advise the EOC Manager of any conditions and actions that might result in liability, (unsafe layout or equipment set-up, etc.)

· Study the  EOC  facility and document the locations of all fire extinguishers,  emergency pull stations, and evacuation routes and exits.

· Be familiar with particularly hazardous conditions in the facility; take action when necessary.

· Prepare and present safety briefings for the  EOC  Manager and  General  Staff at appropriate meetings.

· If the event that caused activation was an earthquake, provide guidance regarding actions to be taken in preparation for aftershocks.

· Ensure that the EOC facility is free from any environmental threats - e.g., radiation exposure, air purity, water quality, etc.

· Keep the EOC Manager advised of unsafe conditions; take action when necessary.

· Coordinate with the Finance/Administration Section in preparing any personal injury claims or records necessary for proper case evaluation and closure.













Safety Officer

Demobilization Phase:

· Deactivate your assigned position and close out logs when authorized by the EOC Manager.

· Complete all required forms, reports, and other documentation. All forms should be submitted through your supervisor to the Planning/Intelligence Section, as appropriate, prior to your departure.

· Be prepared to provide input to the after-action report.

· If another person is relieving you, ensure they are thoroughly briefed before you leave your workstation. Clean up your work area before you leave.

· Leave a forwarding phone number where you can be reached.
























Security Officer
Function Description:

When activated, the Security Officer position provides access control for the EOC facility. The EOC Manager will establish policy and procedures for access. The Security Officer will normally oversee personnel check-in and checkout rosters.

Responsibilities:

1. Provide 24-hour security for the EOC, incident facilities, staging, and supply areas.  

2. Control personnel access to the EOC in accordance with policies established by the EOC Manager.

3. Handle any situation arising from inappropriate personnel actions within the EOC.

Activation Phase:

· Check in upon arrival at the EOC.

· Report to  EOC  Manager,  Section  Coordinator,  Branch  Coordinator,  or other assigned Supervisor.

· Set up your workstation and review your position responsibilities.

· Establish and maintain a position Unit Log Form ICS 214 that chronologically describes your actions taken during your shift.

· Determine your resource needs,  such as a  computer,  phone,  plan copies,  and other reference documents.

· Ensure WEBEOC  is operational 








Security Officer
Operational Phase:

· Open and Maintain Unit log ICS form 214

· Determine the current EOC security requirements and arrange for staffing as needed.

· Determine needs for special access to EOC facilities.

· Develop a security plan for incident facilities.

· Provide executive and V.I.P. security as appropriate and required.

· Provide recommendations as appropriate to EOC Manager.

· Prepare and present security briefings for the EOC Manager and General Staff.

Demobilization Phase:

· Deactivate your assigned position and close out logs when authorized by the EOC Manager.

· Complete all required forms, reports, and other documentation. All forms should be submitted through your supervisor to the Planning/Intelligence Section, as appropriate, prior to your departure.

· Be prepared to provide input to the after-action report.

· If another person is relieving you, ensure they are thoroughly briefed before you leave your workstation. 

· Clean up your work area before you leave.

· Leave a forwarding phone number where you can be reached.






Command Staff Recorder

Function Description: 

The Command Staff Recorder is a member of the command staff and is responsible for assisting the EOC Manager or the EOC Coordinator with documentation of the activities, meetings briefings and documenting the decision-making processes of the EOC and command and general staff personnel.  At the discretion of the EOC Manager, the recorder may also serve as the administrative assistant in support of the EOC Manager or the EOC Coordinator. The Command Staff Recorder reports to the EOC Manager.

Responsibilities:

1. Monitoring EOC operations noting significant events, actions, and decision making processes as directed by the EOC Manager.

2. Documentation of all meetings and briefings.

3. Coordinate with the Planning Section on all documentation.

Activation Phase:

· Check in upon arrival at the EOC.

· Report to EOC Manager or the EOC Coordinator.

· Set up your workstation and review your position responsibilities.

· Establish and maintain a position Unit Log Form ICS 214 that chronologically describes your actions taken during your shift.

· Determine your resource needs,  such as a  computer,  phone,  plan copies,  and other reference documents.

· Ensure WEBEOC  is operational 







Command Staff Recorder

Operational Phase:

· Open and Maintain Unit log ICS form 214.

· Determine the current requirements and arrange for additional recording staffing as needed.

· Obtain briefing from the EOC Manager.

· Monitor EOC operations noting significant events, actions, and decision making processes as directed by the EOC Manager.

· Attend and take notes at the planning meetings.

· Provide recommendations as appropriate to EOC Manager.

· Prepare and present security briefings for the EOC Manager and General Staff.

Demobilization Phase:

· Deactivate your assigned position and close out logs when authorized by the EOC Manager.

· Complete all required forms, reports, and other documentation. All forms should be submitted through your supervisor to the Planning/Intelligence Section, as appropriate, prior to your departure.

· Be prepared to provide input to the after-action report.

· If another person is relieving you, ensure they are thoroughly briefed before you leave your workstation. 

· Clean up your work area before you leave.

· Leave a forwarding phone number where you can be reached.








Developing the EOC 


The Incident Action Plan
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GUIDE FOR CONDUCTING INCIDENT ACTION PLANNING MEETINGS

EOC Incident Action Planning Responsibilities:

· EOC Manager: Ensure that EOC Incident Action Planning is accomplished within the EOC.

· Planning/Intelligence Coordinator: Is directly responsible for the EOC Incident Action Planning process.

· Situation Analysis Unit Leader: Conducts the EOC Incident Action Planning meeting and prepares or assigns staff to prepare the Action Plan.

· Documentation Unit Leader: Distributes and archives the EOC Incident Action Plan.


Purpose of the EOC Incident Action Plan:
· Establishes Direction and Priorities for EOC operations in the form of overall objectives.

· Establishes Operational Objectives for each SEMS function in the EOC, and tracks the progress.

· Establishes the Operational Period. (Time-frame for completion of operational objectives)

· Provides for Accountability and reduces Redundancy.

· Provides valuable documentation for After Action Reports
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The Incident Action Planning
Process
Step # 1: Conducting the Initial Planning Meeting:

· EOC Manager reviews the initial situation immediately upon activation of the EOC.

· EOC Manager meets with available general staff and establishes overall (broad) objectives.


Example:

•
•
•
OVERALL OBJECTIVES
Mitigate Life threatening situations.
Prepare a detailed situation report. Mobilize EOC Staff as required.

Initial Planning Meeting Outcomes:
1. Overall objectives identified. Objectives must represent the INITIAL PRIORITIES FOR EOC OPERATIONS!

2. Key management and general staff members must know the overall objectives.

3. The first formal EOC Action Planning Meeting is scheduled. (Usually, 1 hour after the overall objectives have been established)


The Initial Planning Meeting should be BRIEF
– No more than 10 Minutes!



· The EOC Manager concludes the meeting by directing all management and general staff members to prepare their operational objectives and be ready to present them at the first EOC Action Planning Meeting

Step # 2: Preparing for the Action Planning Meeting:


	Purpose?
	1.
	Review the Overall Objectives

	
	2.
	Present Operational Objectives by Function

	
	3.
	Update Progress and Completion Estimates for Objectives




	Who
	1.
	EOC Manager

	Should
	2.
	Key Management Staff

	Attend?
	3.
	Section Coordinators and Key Unit and Branch Leads




	Who
	1.
	Situation Analysis Unit Leader (Primary)

	Facilitates?
	2.
	Planning Intelligence Coordinator (Secondary)




Duration?	This meeting should not last more than 30 minutes!
Frequency?	1.	Meeting should be scheduled 2 hours prior to the end of the Operational Period.

NOTE: If the overall objectives are changed during the operational period, the EOC Manager may convene an Action Planning Meeting accordingly to address the new situation.





[image: ]Tools & Facilities? (Manual Process)
1. Quiet meeting room with wall space for chart paper.
2. Two easels with chart tablets.
3. Felt tip markers and masking tape.
4. Copies of the most recent Situation Report.









[image: ]Tools & Facilities? (WEBEOC)
1. Quiet meeting room with space for a projector screen.
2. Laptop or desktop computer.
3. LCD Projector.
4. One easel with chart tablet, felt tip markers and masking tape.
5. Copies of the most recent Situation Report.










Report Format:	The EOC Action Plan format is maintained on WEBEOC. Should it become necessary, the template may be printed from WEBEOC and completed manually.



[image: ]Before The Meeting...

1. Situation Analysis staff meets with Management and all Section Coordinators or designees and obtains all Section objectives to be presented at the meeting.

2. Objectives are entered into WEBEOC for projection on the screen, or written out on chart paper for posting.

3. It is mandatory that all objectives be prepared for presentation before the meeting is convened.
















Step # 3: Conducting the Action Planning Meeting:

[image: ]The Facilitator:
1. Starts the meeting ON TIME!
2. States the purpose of the meeting.
3. Reviews the “ground-rules:”

· Pagers and cell-phones OFF!
· No unnecessary “side-discussions!”
· Participants must keep focused and take notes.
· The meeting is over in 30 minutes or less!
4. Briefly highlights the Situation Status Report:

· Operational Priorities (significant incidents in progress).
· Weather report if critical to the response.
5. Presents the Overall Objectives (updating as necessary).


Ask the EOC Manager to emphasize the importance of the Overall Objectives. Everyone must understand the priorities.
6. Calls on Management Staff to present and update their objectives. The following order is recommended:

· Public Information
· Liaison
· Safety
· Security
· Others as appropriate
7. Calls on each Section Coordinator to present and update their objectives. The following order is recommended:
· Operations Section
· Planning Intelligence Section
· Logistics Section
· Finance Administration Section



If using the computer, corresponding screen images from the Action Plan can be projected during each Section Report.

If done manually, refer to the posted chart paper as Section Reports are given.



Progress reports on existing objectives should be given by indicating the % completed, as appropriate.





When a Section Objective is completed, it is closed out in the Action Planning Meeting. It will be listed as “completed” in the next Action Plan. It will then be removed from subsequent Plans.


DEVELOPING OPERATIONAL STRATEGY
Should NOT occur as part of the Action Planning Meeting!  These strategy sessions should be conducted in the Section workplace with respective staffs present. They are NOT part of the Action Planning Meeting. The facilitator should encourage inter/intra-sectional strategic or operational planning subsequent to the Action Planning Meeting.

Step # 4: Concluding and Adjourning the Meeting:





[image: ]The Facilitator:


When all reports are completed, the facilitator should:

1. Ensure objectives are clearly stated and understood by all participants.
2. Encourage follow-up strategy sessions AFTER the meeting is adjourned.
3. Announce the time for the next meeting.
4. Announce the deadline for submitting new or updated objectives
5. ADJOURN THE MEETING!




[image: ]REMEMBER!

· The Action Planning Meeting is BRIEF! 30 MINUTES OR LESS!

· Detailed “game-plan” development occurs AFTER THE MEETING IS ADJOURNED, NOT DURING THE MEETING!

· Do not allow the meeting to drift off course…STAY FOCUSED
· 
Step # 5: Preparing and Distributing the Action Plan:


MANUAL PREPARATION:

1. Situation / Documentation staff transfers information from chart paper in the WEBEOC Action Plan Format.
2. The plan is approved by the Planning Intelligence Coordinator and EOC Manager.
3. The Documentation staff conducts hard copy or automated distribution.
4. Extra copies should be kept by Documentation.
5. Archive on CD or Disk.


WEBEOC PREPARATION:

1. The Action Plan should be nearly complete as a result of the meeting.
2. The Planning Intelligence Coordinator and the EOC Manager approve the Plan.
3. Distribution of the Action Plan may be done electronically through WEBEOC or replicated by other information management software.
4. Archiving should occur through periodic program back up or other archiving procedures.




























EOC DISPLAYS AND EQUIPMENT


























EOC DISPLAYS AND EQUIPMENT

1. Weather Status Board				
The weather status board is clearly marked and has the appropriate telephone numbers to call to obtain current information. Weather status will be checked and updated every 2 hours.
Obtain an updated weather report from NOAA www.weather.gov/sanfrancisco 

2. General Information Boards
These are “white” or dry marker boards and are located on the walls of the EOC. They can be customized to fit the current situation.  Use dry erase markers on these “White” boards.

3. Situation Maps 
A large campus map is provided on the EOC wall.  Additional maps may be requested through the Planning Section Chief or EOC Manager.  Additional maps large maps can be printed as needed. Do not use permanent type markers on any laminated maps.

4. Building Status Board 
The Building Status Board is a clearly marked “whiteboard” fixed to the EOC wall.  Status is maintained using dry erase markers. Update the Building Status Board 2 hours. 

5. Shelter Status Chart
The Logistics Section will maintain a shelter status chart.  This chart shows the location, occupancy; time opened and closed, and telephone numbers of the shelter and/or shelter manager.

6. Staffing Pattern
The EOC staffing information is contained on Form ICS 201. A chart of current staffing will be posted in the EOC and distributed to all command and general staff.

7. Copy Machine
A copy machine is available for use when the CSUMB EOC is activated.  It will reproduce on 8.5 x 11, 8.5 x 14, and 11 x 17.  It will duplex, sort, staple, and numerous other functions. Large copies can be printed using the (####) located in the Communication Room.  Additional larger format copy machines are available from the Planning and Development Department in Mountain Hall.  Contact the Planning Section Chief or EOC Manager to access these resources.

8. Street Atlas
Available via the Internet are street maps which can be quickly reproduced, displayed in the EOC, distributed to command and general staff and\or given to personnel going to the field.





EOC DISPLAYS AND EQUIPMENT


9. Support to EOC Staff
The employee break room containing a refrigerator, microwave, and sink is available to eat or to get away from the EOC during meals or breaks. The Logistics Section may be requested to provide hot meals to the EOC staff during prolonged activations thru the Food Unit Leader. The EOC is equipped with a coffee maker and a stock of bottled water.
Showers are available to EOC staff in the Police Department locker room, request access if needed. There are restrooms located adjacent to the EOC in the main hallway.  


Sleeping accommodations can be arranged in offices in Valley Hall.  Arrangements should be made through the Logistics Section if sleeping accommodation is required. The EOC has blankets available.
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