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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 EOC Manager.
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








General Staff Position 

Job Action Sheets & Position Checklist

	











EOC Operation Section
The Operations Section in the EOC acts as the primary point of contact between the EOC and the field Incident Commands. Coordinators assigned to the EOC Operations Section receive incoming situation reports, department status, resource requests, and field intelligence. 
Incoming information will be routed to the appropriate EOC section. They will provide information from the EOC to the field Incident Commands.
The Operations Section positions are extremely important in that they relieve the EOC Manager of many activities that may interfere with the Manager’s primary responsibility for EOC management.
Operation Section Coordinator
Function Description:
The Operations Section Coordinator, a member of the General Staff, is responsible for the management and coordination of all EOC related operational functions. The Operations Section Coordinator will ensure, based on the emergency that all necessary operational functions have been activated and are appropriately staffed.
The Operation Section Coordinator reports to the EOC Manager. Operations Section Coordinator is responsible for all tasks associated with the Branches or Units under them if the position is not filled.
Responsibilities:
1. Ensure that the Operations Function is carried out including coordination of activities for all operational functions assigned to the EOC.
2. Ensure that operational objectives and assignments identified in the EOC Action Plan are carried out effectively.
3. Establish the appropriate level of branch and unit organizations within the Operations Section, continuously monitoring the effectiveness and modifying accordingly.
4. Exercise overall responsibility for the coordination of Branch and Unit activities within the Operations Section.
5. Ensure that the Planning/Intelligence Section is provided with Status Reports and Major Incident Reports.
6. Conduct periodic Operations briefings for the EOC Manager as required or requested.
7. Supervise the Operations Section.
8. 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.
General Staff Job Action Sheets and Position Checklist
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Operations Section Coordinator
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 log 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.
· Ensure that the Operations Section is set up properly and that appropriate personnel, equipment, and supplies are in place, including maps and status boards.
· Meet with Planning/Intelligence Section Coordinator; obtain a preliminary situation briefing.
· Based on the situation, activate appropriate branches within the section. Designate Branch Coordinators as necessary.
· Fire & Rescue
· Law Enforcement
· Health and Welfare
· Construction & Engineering
· Determine if there are mutual aid requests for these functional areas.  Initiate coordination with appropriate mutual aid systems as required.
· Request additional personnel for the section as necessary for 24-hour operation.
· Obtain a current communications status briefing from the Communications Branch Coordinator in Logistics. Ensure that there are adequate equipment and radio frequencies available as necessary for the section.
· Determine estimated times of arrival of section staff from the Personnel Branch in Logistics.
· Confer with the EOC Manager to ensure that the Planning/Intelligence and Logistics Sections are staffed at levels necessary to provide adequate information and support for operations.
Operations Section Coordinator
Activation Phase cont.:
· Coordinate with the Liaison Officer regarding the need for Agency Representatives in the Operations Section.
· Coordinate with the Planning/Intelligence Section Coordinator to determine the need for any Technical Specialists.
· Establish radio or phone communications with Department Operations Centers (DOCs), and/or with Incident Commander(s) as directed, and coordinate accordingly.
· Determine the activation status of other EOCs in the Operational Area or adjacent areas and establish communication links with their Operations Sections if necessary.
· Based on the situation known or forecasted, determine likely future needs of the Operations Section.
· Identify key issues currently affecting the Operations Section; meet with section personnel and determine appropriate section objectives for the first operational period.
· Review responsibilities of branches of section; develop an Operations Plan detailing strategies for carrying out Operations objectives.
· Adopt a pro-active attitude.  Think ahead and anticipate situations and problems before they occur.
Operational Phase:
· Open and Maintain Unit log ICS form 214
· Obtain briefing from EOC Manager
· Document all significant actions and information on Unit Log Form ICS 214
· Ensure Operations Section position logs and other necessary files are maintained.
· Ensure that situation and resources information is provided to the Planning/Intelligence Section on a regular basis or as the situation requires, including Status Reports and Major Incident Reports (utilize WEBEOC format if available).
· Ensure that all media contacts are referred to the Public Information Officer.
· Conduct periodic briefings and work to reach consensus among staff on objectives for forthcoming operational periods.


Operations Section Coordinator
Operational Phase cont.:
· Attend and participate in EOC Manager's Action Planning meetings.
· Provide the Planning/Intelligence Section Coordinator with the Operations Section's objectives prior to each Action Planning meeting.
· Work closely with each Branch Coordinator to ensure that the Operations Section objectives, as defined in the current Action Plan, are being addressed.
· Ensure that the branches coordinate all resource needs through the Logistics Section.
· Ensure that intelligence information from Branch Coordinators is made available to the   Planning/ Intelligence Section in a timely manner.
· Ensure that fiscal and administrative requirements are coordinated through the Finance/ Administration Section (notification of emergency expenditures and daily time sheets).
· Brief the EOC Manager on all major incidents.
· Complete a Major Incident Report for all major incidents; forward a copy to the Planning/ Intelligence Section.
· Brief Branch Coordinators periodically on any updated information you may have received.
· Share status information with other sections as appropriate.
· Ensure coordination with command and other general staff:
· Ensure the documentation of equipment used is maintained and given to the Finance Section Coordinator
· Ensure resource ordering and logistical support needs are passed to the logistics section chief in a timely manner
· Notify logistics of communication problems
· Keep the EOC Manager apprised of the status of operational efforts
· Keep Planning Section Coordinator  apprised of resource and situation status
· Coordinate media field visits with the Public Information Officer



Operations Section 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, 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.















Fire & Rescue Branch Coordinator	
Function Description:
The Fire and Rescue Branch in the EOC Operations Section is responsible for linking the EOC to Fire Department Operations, Dispatch Centers, the fire, and rescue mutual aid system. 
The Branch Coordinator reports to the Operations Section Coordinator. The Branch will obtain situation reports, requests for resource support (outside of the mutual aid system), and be the primary link from the EOC to fire department operations.
Responsibilities:
1. Coordinate fire, emergency medical, hazardous materials, and urban search and rescue operations in the jurisdictional area.
2. Assist Fire & Rescue Mutual Aid System Coordinator in acquiring mutual aid resources, as necessary.
3. Coordinate the mobilization and transportation of all resources through the Logistics Section.
4. Complete and maintain status reports (in WEBEOC format if available) for major incidents requiring or potentially requiring operational area, state and federal response, and maintains the status of unassigned fire & rescue resources.
5. Coordinate with the Law Enforcement Branch Coordinator on jurisdiction Search & Rescue activities.
6. Implement the objectives of the EOC Action Plan assigned to the Fire & Rescue Branch.
7. Supervise the Fire & Rescue Branch.
8. Coordinate with the EOC D/AFN Coordinator on any issues related to the need to adjust response efforts in a way that supports 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 log 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. 

Fire & Rescue Branch Coordinator
Activation Phase cont.:
· Based on the situation, activate the necessary Units within the Fire & Rescue Branch:
· Fire & Rescue Unit
· Emergency Medical Unit
· Haz-Mat Unit
· If the mutual aid system has been activated, coordinate use of fire resources with the Operational Area Fire & Rescue Mutual Aid Coordinator.
· Prepare and submit a preliminary status report and major incident reports as appropriate to the Operations Section Coordinator.
· Prepare objectives for the Fire & Rescue Branch; provide them to the Operations Section Coordinator prior to the first Action Planning meeting.
Operational Phase:
· Open and Maintain Unit log ICS form 214
· Obtain briefing from Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Ensure that Branch and Unit position logs and other necessary files are maintained.
· Obtain and maintain the status of Fire & Rescue missions being conducted in the jurisdictional area.
· Provide the Operations Section Coordinator and the Planning/Intelligence Section with an overall summary of Fire & Rescue Branch operations periodically or as requested during the operational period.
· On a regular basis, complete and maintain the Fire & Rescue Status Report on WEBEOC forms if available.
· Refer all inquiries for information from the media to the Public Information Branch.
· Ensure that all fiscal and administrative requirements are coordinated through the Finance/ Administration Section (notification of any emergency expenditures and daily time sheets).


Fire & Rescue Branch Coordinator
Operational Phase cont.:
· Prepare objectives for the Fire & Rescue Branch for the subsequent operational period; provide them to the Operations Section Coordinator prior to the end of the shift and the next Action Planning meeting.
· Provide your relief with a briefing at shift change; inform him/her of all ongoing activities, branch objectives for the next operational period, and any other pertinent information.
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.











Haz-Mat Unit Leader
Responsibilities:
1. Determine the scope of hazardous materials incidents.
2. Assist in mobilizing hazardous materials teams at the request of Department Operations Centers or Field Incident Commanders.
3. Request assistance from and/or provide hazardous materials support as required to Operational Area Emergency Response Agencies consistent with established priorities and objectives.
4. Ensure that deployed teams are provided with adequate support.
5. Supervise the Haz-Mat 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 log 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. 
Operational Phase:
· Open and Maintain Unit log ICS form 214
· Obtain briefing from Operation Section Coordinator
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Work closely with all Operations Section Branch Coordinators to determine the scope of   Haz-Mat incident response required.


Haz-Mat Unit Leader
Operational Phase Cont.:
· Establish radio or phone communication with all deployed Haz-Mat teams to determine the scope of support required.
· Work closely with the Logistics Section to determine the status and availability of Haz-Mat Response Teams in the Operational Area.
· Coordinate with Construction/Engineering to provide on-site assistance with Haz-Mat operations at the request of team leaders.
· Coordinate with the Emergency Medical Unit to determine medical facilities where victims of Haz-Mat incidents can be transported following decontamination.
· Coordinate with the Coroner/Fatalities Management Unit to provide on-site assistance in managing fatalities at Haz-Mat scenes.
· Ensure that Haz-Mat Team Leaders report all significant events.
· Inform the Fire & Rescue Branch Coordinator of all significant events.
· Reinforce the use of proper procedures for media contacts. This is particularly critical in instances where the media is seeking technical information on the hazardous material, statistical information, or personal identities of injured victims or fatalities.
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.


Search & Rescue (SAR) Unit Leader
Responsibilities:
1. Determine the scope of the search and rescue mission.
2. Assist in mobilizing Search and Rescue Teams at the request of Department Operations Centers or Field Incident Commanders.
3. Provide search and rescue support as required by other emergency response agencies consistent with established priorities and objectives.
4. Ensure that deployed teams are provided with adequate support.
5. Supervise the Search & Rescue 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 log 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. 
Operational Phase:
· Open and Maintain Unit log ICS form 214
· Obtain briefing from Fire Branch Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files. 
· Work closely with all Operations Section Branch Coordinators to determine the scope of search and rescue assistance required.
· Establish radio or phone communication with all deployed search and rescue team leaders to determine the scope of support required.

Search & Rescue (SAR) Unit Leader
Operational Phase cont.:
· Work closely with the Logistics Section to determine the status and availability of search and rescue resources specifically larger jurisdictions who have organized SAR teams.
· Coordinate with Construction/Engineering to provide on-site assistance with rescue operations at the request of team leaders.
· Coordinate with the Emergency Medical Unit to provide on-site assistance to extricated victims requiring medical treatment.
· Coordinate with the coroner/fatalities management unit to provide on-site assistance in managing fatalities at search locations.
· Ensure that team leaders report all significant events.
· Inform the Law Enforcement Branch Coordinator of all significant events.
· Reinforce the use of proper procedures for media contacts. This is particularly critical in instances where the media is seeking statistical information or personal identities of injured victims or fatalities.
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.




Law Enforcement Branch Coordinator
Function Description:
The Law Enforcement Branch in the EOC Operations Section is responsible for linking the EOC to law enforcement agencies Department Operations Centers, Dispatch Centers, the law enforcement mutual aid system, and, as appropriate to the jurisdiction, with Incident Command on incidents under the management of law enforcement agencies. 
The Law Enforcement Branch Coordinator reports to the Operations Section Coordinator. The Branch will obtain situation reports, requests for resource support (outside of the mutual aid system), and be the primary link from the EOC to law enforcement operations. 
Responsibilities:
1. Coordinate movement and evacuation operations during an emergency.
2. Alert and notify the public of the impending or existing emergency.
3. Coordinate law enforcement, search and rescue, and traffic control operations during the emergency.
4. Coordinate site security at incidents.
5. Coordinate Law Enforcement Mutual Aid requests from emergency response agencies through the Law Enforcement Mutual Aid Coordinator at the Operational Area EOC.
6. Supervise the Law Enforcement Branch.
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 log 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. 



Law Enforcement Branch Coordinator
Activation Phase cont.:
· Based on the situation, activate the necessary Units within the Law Enforcement Branch:
· Law Enforcement Operations Unit 
· Coroner/Fatalities Management Unit 
· Search and Rescue Unit
· Contact and assist the Operational Area EOC Law Enforcement and Coroner’s Mutual Aid Coordinators as required or requested.
· Provide an initial situation report to the Operations Section Coordinator.
· Based on the initial EOC strategic objectives prepare objectives for the Law Enforcement Branch and provide them to the Operations Section Coordinator prior to the first Action Planning meeting.
Operational Phase:
· Open and Maintain Unit log ICS form 214
· Obtain briefing from Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files. 
· Maintain status of Law Enforcement missions being conducted.
· Provide the Operations Section Coordinator and the Planning/Intelligence Section with an overall summary of Law Enforcement Branch operations periodically or as requested during the operational period.
· On a regular basis, complete and maintain the Law Enforcement Status Report. (Use WEBEOC Forms if available).
· Refer all contacts to the media to the Public Information Branch.
· Determine the need for Law Enforcement Mutual Aid.
· Determine need for Coroner's Mutual Aid.
· Ensure that all fiscal and administrative requirements are coordinated through the    Finance/ Administration Section (notification of any emergency expenditures and daily time sheets).

Law Enforcement Branch Coordinator
Operational Phase cont.:
· Prepare objectives for the Law Enforcement Branch for the subsequent Operational period; provide them to the Operations Section Coordinator prior to the end of the shift and the next Action Planning Meeting.
· Provide your relief with a briefing at shift change, informing him/her of all ongoing activities, branch objectives for the next operational period, and any other pertinent information.
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.











Coroner/Fatalities Management Unit Leader
Responsibilities:
This function will normally be accomplished by the county. However, during major emergencies, local governments may be required to provide interim capabilities.
1. At the direction of the Sheriff/Coroner, establish and oversee an interim system for managing fatalities resulting from the emergency.
2. At the direction of the Sheriff/Coroner, establish and oversee the operation of temporary morgue facilities and maintain detailed records of information relative to each fatality.
3. Supervise the Coroner/Fatalities Management 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 log 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. 
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from Law Enforcement Branch Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Ensure that locations, where fatalities are discovered, are secured.
· Ensure that fatality collection points are established and secured as necessary.
· Ensure that temporary morgue facilities are established in accordance with guidelines established by the Sheriff/Coroner.

Coroner/Fatalities Management Unit Leader
Operational Phase cont.:
· Request Coroner's Mutual Aid as required.
· Procure, through Logistics, all necessary fatalities management equipment and supplies, such as temporary cold storage facilities or vehicles, body bags, etc.
· Coordinate with the Fire & Rescue unit or Law Enforcement Search & Rescue (SAR) Unit to determine location and number of extricated fatalities.
· In conjunction with local mortuaries and cemeteries, assist with the reburial of any coffins that were surfaced and/or disturbed as a result of an emergency.
· Keep the Law Enforcement Branch Coordinator informed of Coroner/Fatalities Management Unit activities on a regular basis.
· Inform the Law Enforcement Branch Coordinator and the Public Information Officer of the number of confirmed fatalities resulting from the emergency. (NOTE: This information must be verified with the Sheriff/Coroner prior to release).
· Ensure that all media contacts are referred to the 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.



Construction/Engineering Branch Coordinator
Function Description:
The Construction/Engineering Branch coordinates all infrastructure related activities during an emergency. The Construction/Engineering Branch Coordinator reports to the Operations Section Coordinator.  Typically, it may include coordination of utility services (public and private), public works, engineering, and damage and safety inspections and assessments.
Responsibilities:
1. Survey all utility systems, and restore systems that have been disrupted, including coordinating with utility service providers in the restoration of disrupted services.
2. Survey all public and private facilities, assessing the damage to such facilities, and coordinating the repair of damage to public facilities.
3. Survey all other infrastructure systems, such as streets and roads within the jurisdictional area.
4. Assist other sections, branches, and units as needed.
5. Supervise the Construction/Engineering Branch.
6. Coordinate with the EOC D/AFN Coordinator on any issues related to the need to adjust response and recovery efforts in a way that supports 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 log 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. 
· Based on the situation, activate the necessary units within the Construction/Engineering Branch:
· Utilities Unit	
· Damage/Safety Assessment Unit
· Public Works Unit

Construction/Engineering Branch Coordinator
Activation Phase cont.:
· Contact and assist the Operational Area Public Works Mutual Aid Coordinator with the coordination of mutual aid resources as necessary.
· Provide an initial situation report to the Operations Section Coordinator.
· Based on the initial EOC strategic objectives prepare objectives for the Construction/ Engineering Branch and provide them to the Operations Section Coordinator prior to the first Action Planning meeting.
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operation Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Maintain status of all construction/engineering activities being conducted.
· Ensure that damage and safety assessments are being carried out for both public and private facilities.
· Request mutual aid as required by the Operational Area Public Works Mutual Aid Coordinator.
· Determine and document the status of transportation routes into and within affected areas.
· Coordinate debris removal services as required.
· Provide the Operations Section Coordinator and the Planning/Intelligence Section with an overall summary of Construction/Engineering Branch activities periodically during the operational period or as requested.
· Ensure that all Utilities and Construction/Engineering Status Reports, as well as the Initial Damage Estimation, are completed and maintained. (Utilize WEBEOC forms if available).
· Refer all contacts to the media to the Public Information Branch.
· Ensure that all fiscal and administrative requirements are coordinated through the    Finance/ Administration Section (notification of any emergency expenditures and daily time sheets).

Construction/Engineering Branch Coordinator
Operational Phase cont.:
· Prepare objectives for the Construction/Engineering Branch for the subsequent operations period; provide them to the Operations Section Coordinator prior to the end of the shift and the next Action Planning meeting.
· Provide your relief with a briefing at shift change, informing him/her of all ongoing activities, branch objectives for the next operational period, and any other pertinent information.
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.











Utilities Unit Leader
Responsibilities:
Reports to the Construction/Engineering Branch Coordinator
1. Assess the status of utilities; provide Utility Status Reports as required.
2. Coordinate restoration of damaged utilities with utility representatives in the EOC if present, or directly with Utility companies.
3. Supervise the Utilities 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 log 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. 
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Construction/Engineering Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
·  Establish and maintain communications with the utility providers. 
· Determine the extent of damage to utility systems.
· Coordinate with the Liaison Officer to ensure that agency representatives from affected utilities are available to respond to the EOC.


Utilities Unit Leader
Operational Phase Cont.
· Ensure that all information on system outages is consolidated and provided to the Situation Analysis Unit in the Planning/Intelligence Section.
· Ensure that support to utility providers is available as necessary to facilitate the restoration of damaged systems.
· Keep the Health & Welfare Branch Coordinator informed of any damage to sewer and sanitation systems, as well as possible water contamination problems.
· Keep the Construction/Engineering Branch Coordinator informed of the restoration status.
· Complete and maintain the Utilities Status Report (Utilize WEBEOC forms if available).
· Refer all contacts with the media to the 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.







Damage/Safety Assessment Unit Leader
Responsibilities:
The Damage Assessment Manager is responsible for collecting, collating, and reporting damage resulting from the incident, and for supervising and directing the activities of the damage assessment teams. Damage/Safety Assessment Unit Leader reports to the Construction/Engineering Branch Coordinator.
1. Collect initial damage/safety assessment information from other branches/units within the Operations Section.
2. If the emergency is storm, flood, or earthquake related, ensure that inspection teams have been dispatched to assess the condition of the dam.
3. Provide detailed damage/safety assessment information to the Planning/Intelligence Section, with associated loss damage estimates.
4. Maintain detailed records of damaged areas and structures.
5. Initiate requests for Engineers, to inspect structures and/or facilities.
6. Supervise the Damage/Safety Assessment 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 log 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. 
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Construction/Engineering Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214

Damage/Safety Assessment Unit Leader
Operational Phase cont.:
· Establish and maintain a position log and other necessary files. 
· Obtain initial damage/safety assessment information from   Fire   &   Rescue   Branch,   Law Enforcement Branch, Utilities Unit and other branches/units as necessary.
· Coordinate with the American Red Cross, utility service providers, and other sources for additional damage/safety assessment information.
· Prepare detailed damage/safety assessment information, including an estimate of the value of the losses, and provide to the Planning/Intelligence Section.
· Clearly, label each structure and/or facility inspected in accordance with ATC-20 standards and guidelines.
· Maintain a list of structures and facilities requiring immediate inspection or engineering assessment.
· Initiate all requests for engineers and building inspectors through the Operational Area EOC.
· Keep the Construction/Engineering Branch Coordinator informed of the inspection and engineering assessment status.
· Refer all contacts with the media to the 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.


Public Works Unit Leader
Responsibilities:
1. Assist other Operation Section Branches by providing construction equipment and operators as necessary.
2. Provide heavy equipment assistance to the Damage/Safety Assessment Unit as required.
3. Provide emergency construction and repair to damaged roadways. Assist with the repair of utility systems as required.
4. Providing flood-fighting assistance, such as sandbagging, rerouting waterways away from populated areas, and river, creek, or streambed debris clearance.
5. Supervise the Public Works 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 log 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. 
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Construction/Engineering Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
·  Ensure that appropriate staff is available to assist other emergency responders with the operation of heavy equipment, in coordination with the Logistics Section.


Public Works Unit Leader
Operational Phase cont.:
· Ensure that engineering staff is available to assist the Damage/Safety Assessment Unit in inspecting damaged structures and facilities.
· As requested, direct staff, to provide flood fighting assistance, clear debris from roadways and waterways, assist with utility restoration and build temporary emergency structures as required.
· Work closely with the Logistics Section to provide support and material as required.
· Keep the Construction/Engineering Branch Coordinator informed of unit status.
· Refer all contacts with the media to the 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.








Health and Welfare Branch Coordinator
Function Description:
The Health and Welfare Branch at the EOC is responsible for the coordination of people, animals, and population mass care activities during the emergency. 
This can include but is not limited to, providing care and shelter for evacuated or displaced personnel, and for ensuring public physical and mental health. 
The Health and Welfare Branch will coordinate the caregiving activities through resources available within the jurisdiction, or by obtaining such services as required through agreements and/or established mutual aid programs. 
The Health and Welfare Branch Coordinator reports to the Operations Section Coordinator.
Responsibilities:
1. Safeguard the public health of citizens by ensuring there is an ample supply of potable water, a functioning sanitation system, and vector controls are established, as required.
2. In coordination with volunteer and private agencies, provide clothing, shelter, and other mass care services as required, to disaster victims.
3. Coordinate the Mental Health Response, victims and responders.
4. Provide as required for animal control, care and sheltering.
5. Supervise the Health and Welfare Branch.
6. Coordinate with the EOC D/AFN Coordinator on any issues related to the need to adjust response and recovery efforts in a way that supports people with disabilities and others with access and functional needs.
7. Work with the EOC D/AFN Coordinator to provide accessible mental and behavioral health staffing and other resources to members of the whole community affected by the incident, including people with disabilities and others with access and functional needs.







Health and Welfare Branch Coordinator
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 log 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. 
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Ensure Branch and Unit position logs and other necessary files are maintained.
· Ensure that all potable water supplies remain safe and free from contaminants.
· Ensure that sanitation systems are operating effectively and not contaminating water supplies.
· Ensure that a vector control plan is established and implemented for the affected area(s).
· Provide the Operations Section Coordinator and the Planning/Intelligence Section with an overall summary of the Health and Welfare Branch Operational periodically during the operations period or as requested.
· Complete and maintain the Care & Shelter Status Reports (utilizing WEBEOC forms if available).
· Consider the need to inform families of the current welfare of EOC personnel and other appropriate volunteer workers.
· Coordinate with the Personnel Unit to ensure mental health care is provided for CSUMB staff faculty, students and volunteers.


Health and Welfare Branch Coordinator
Operational Phase:
· Ensure that the Public Health Unit is available to assist the Coroner/Fatalities Management Unit in mitigating and managing mass fatality situations.
· Ensure coordination of all mass care activities occurs with the American Red Cross and other volunteer agencies as required.
· Ensure that animal control measures are in effect and animal care and sheltering is appropriate for the emergency.
· Prepare objectives for the Health and Welfare Branch for the subsequent operational period; provide them to the Operations Section Coordinator prior to the end of the shift and the next Action Planning meeting.
· Refer all contacts to the media to the Public Information Branch.
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.







Care & Shelter Unit Leader
Responsibilities:
The Care & Shelter Unit Leader reports to the Health and Welfare Branch Coordinator 
1. Coordinate directly with the American Red Cross and other volunteer agencies to provide food, potable water, clothing, shelter and other basic needs as required to disaster victims.
2. Assist the American Red Cross with inquiries and registration services to reunite families or respond to inquiries from relatives or friends.
3. Assist the American Red Cross with the transition from mass care to separate family/individual housing.
4. Supervise the Care & Shelter Unit.
5. Coordinate with the EOC D/AFN Coordinator on any issues related to the need to adjust response and recovery efforts in a way that supports 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 log 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. 







Care & Shelter Unit Leader
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Construction/Engineering Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Coordinate with the Liaison Officer to request an Agency Representative from the American Red Cross. Work with the Agency Representative to coordinate all shelter and congregate care activity.
· Determine the need for shelter/collection sites for affected citizens.
· Establish communications with other volunteer agencies to provide clothing and other basic life-sustaining needs.
· Ensure that each activated shelter meets the requirements as described under the Americans With Disabilities Act.
· Assist the American Red Cross in staffing and managing the shelters to the extent possible.
· In coordination with the American Red Cross, activate an inquiry registry service to reunite families and respond to inquiries from relatives or friends.
· Assist the American Red Cross with the transition from operating shelters for displaced persons to separate family/individual housing.
· Complete and maintain the Care and Shelter Status Report Form (utilize WEBEOC forms if available).
· Refer all contacts with the media to the Public Information Officer.








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
















Public Health Unit Leader
Responsibilities:
The Public Health Unit Leader reports to the Health and Welfare Branch Coordinator 
1. Assess the status and availability of potable water.
2. Assess the status of the sanitation system.
3. Inspect and assess emergency supplies such as food and other consumables for purity and utility.
4. Assess the need for a vector control plan for the affected emergency areas.
5. Supervise the Public Health 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 log 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. 
Operational Phase:	
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Coordinate with the Utilities Unit Leader to determine the current status of water and sanitation systems.
· If systems are damaged, request assistance from County Public Health to assess drinking water quality and potential health risks from ruptured sewer/sanitation systems.

Public Health Unit Leader
Operational Phase cont.:
· Develop a distribution system for drinking water as required.
· Contact and coordinate with the Logistics Section, to obtain chemical (portable) toilets and other temporary facilities for the disposal of human waste and other infected waste.
· Inspect emergency supplies to be used in the EOC or by field emergency responders, such as food, drugs, and other consumables for purity and utility.
· Determine the need for vector control, and coordinate with County Public Health for vector control services as required.
· Inform the Health & Welfare Branch Coordinator on all activities of the Public Health Unit periodically during the operational period, or as requested.
· Refer all contacts to the media to the Public Information Branch.
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.






Mental Health Unit Leader
Responsibilities:
The Mental Health Unit Leader reports to the Health and Welfare Branch Coordinator 
1. Assess the status and availability of crisis/emergency counselors.
2. Assess the status of availability of area mental health facilities.
3. Assess need and coordinate care/relocation of inpatient Mental Health facilities.
4. Assess need and coordinate/provide Mental Healthcare for first responders, staff, faculty, students, volunteers, and other campus community members.
5. Supervise the Mental Health Unit.
6. Coordinate with the EOC D/AFN Coordinator on any issues related to the need to adjust response and recovery efforts in a way that supports people with disabilities and others with access and functional needs.
7. Work with the EOC D/AFN Coordinator to provide accessible mental and behavioral health staffing and other resources to members of the whole community affected by the incident, 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 log 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. 
Operational Phase:	
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Health and Welfare Branch Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214.

Mental Health Unit Leader
Operational Phase cont.:
· Establish and maintain a position log and other necessary files.
· Determine the need for Mental Health services and coordinate provisions of care as required.
· Coordinate the relocation of Mental Health patients/clients as required.
· Provide staff with mass care and shelter locations as required.
· Maintain ongoing communication with Health and Welfare Branch Coordinator, the Care and Sheltering Unit Leader and liaison with County EOC, Red Cross mental health, and local public health and county human services.
· Regularly update the Health and Welfare Branch Coordinator on incident status, and the campus community behavioral health needs.
· Reevaluate behavioral health needs based on reports, and adjust interventions, site locations, resources, and response, as needed.
· Provide handouts, educational tools, vests, phones, and any other required for behavioral health responders as determined by the needs assessment.
· Monitor behavioral health responder needs. Provide psychological first aid, self-care education, and/or demobilizations, and recommend personnel schedule changes, as needed.
· Inform the Health & Welfare Branch Coordinator on all activities of the Public Health Unit periodically during the operational period, or as requested.
· Refer all contacts to the media to the Public Information Branch.
· Provides consultation to the campus community, organizations and agencies that will be in contact with disaster victims in the recovery phase.
· Records and provides a written report, including the feedback from the behavioral health team to the Health & Welfare Branch Coordinator. 





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















Animal Care & Welfare Unit Leader
Responsibilities:
1. Assess the status of animal care needs with the jurisdiction.
2. Determine the status of available shelters and establish locations for additional sheltering.
3. Determine the need for animal care and veterinary services.
4. Develop a plan for meeting jurisdictional animal welfare needs for the duration of the emergency.
5. Coordinate as necessary with Health & Welfare Branch Coordinator and other EOC positions on Animal Care & Welfare issues and requirements.
6. Supervise the Animal Care & Welfare Unit.
7. Coordinate the accommodation of service animal’s at all mass care and/or shelter sites.
8. Coordinate with the EOC D/AFN Coordinator to provide support and care to service animals at onsite or proximate pet shelters (e.g., food, relief areas, animal bedding).
9. Assist in accommodate individuals with animal allergies whenever feasible.
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 log 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. 






Animal Care & Welfare Unit Leader
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files 
· Contact jurisdictional animal welfare facilities and determine their status and ability to function.
· Determine the location and time of any animal welfare facilities are activated.
· Obtain phone numbers/pager numbers for all essential locations and/or personnel that may have contact with the EOC.
· Determine status of available communications systems.
· Obtain current level of staffing and anticipated needs for additional personnel (include volunteer personnel in estimate).
· Determine the location and status of major incidents involving a threat to or from animals.
· Determine the extent of damage to and the operational capacity of department shelter facilities.
· Provide the above information to the Branch Coordinator and to the Situation Analysis Unit.
· Participate in EOC planning meetings, as required.
· As requested, provide an estimate of the emergency’s impact on area animals, and the need for animal control and care.
· Communicate plans developed at the EOC that affect animal control and care to appropriate outside locations.
· Assign specific duties to support staff, and supervise staff.
· As needed, request additional resources through established ordering procedures.




Animal Care & Welfare 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.
· Leave a forwarding phone number where you can be reached.














Planning/Intelligence Section
Function Description:
The Planning/Intelligence Section positions are extremely important, in that they relieve the EOC Manager of many activities that may interfere with the Manager’s primary responsibility for EOC management. 
The Planning/Intelligence Section is a primary function of the EOC. The Section will gather information from a variety of sources, analyze and verify information, and prepare and update internal EOC information and map displays. The Situation Analysis function will be activated by any EOC activation. The Section has an important function in overseeing the Planning Meetings and in preparing the EOC Action Plan. The Section will collect and process internal EOC documentation, and prepare advance planning information as necessary. Technical Specialists assigned to the EOC will initially be part of the Planning/Intelligence Section. 
Planning/Intelligence Section Coordinator
The Section Coordinator reports directly to the EOC Manager. Planning Section Coordinator is responsible for all tasks associated with the Units under them if the position is not filled. 
Responsibilities:
1. Ensure that the following responsibilities of the Planning/Intelligence Section are addressed as required:
· Collecting, analyzing, disseminating and displaying situation information,
· Preparing periodic Situation Reports,
· Preparing and distributing the EOC Action Plan and facilitating the Action Planning meeting
· Conducting Advanced Planning activities and report,
· Providing technical support services to the various EOC sections and branches, documenting, and maintaining files on all EOC activities.
2. Gather and assess information to understand the current situation, predict the probable course of incident impact, and prepare alternative strategies for the incident.  
3. Establish the appropriate level of organization for the Planning/Intelligence Section.
4. Exercise overall responsibility for the coordination of unit activities within the section.
5. Keep The EOC Manager informed of significant issues affecting the Planning/Intelligence Section.
6. In coordination with the other Section Coordinators, ensure that Status Reports are completed and utilized as a basis for Situation Analysis Reports, and the EOC Action Plan.
7. Supervise the Planning/Intelligence Section.
8. Coordinate with the EOC D/AFN Coordinator on any issues related to the need to adjust the planning of the response and recovery efforts in a way that supports people with disabilities and others with access and functional needs.
Planning/Intelligence Section Coordinator
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 log 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.
·  Ensure that the Planning/Intelligence Section is set up properly and that appropriate personnel, equipment, and supplies are in place, including maps and status boards.
· Based on the situation, activate units within the section as needed and designate Unit Leaders for each element:
· Situation Analysis Unit 
· Advance Planning Unit
· Documentation Unit	
· Demobilization Unit
· Request additional personnel for the section as necessary to maintain a 24-hour operation.
· Establish contact with the Operational Area EOC when activated, and coordinate    Situation Analysis Reports with their Planning/Intelligence Section.
· Meet with Operations Section Coordinator; obtain and review any major incident reports.
· Review the responsibilities of units in the section; develop plans for carrying out all responsibilities.
· Make a list of key issues to be addressed by Planning/Intelligence; in consultation with section staff, identify objectives to be accomplished during the initial Operational Period.
· Keep the EOC Manager informed of significant events.
· Adopt a proactive attitude, thinking ahead and anticipating situations and problems before they occur.

Planning/Intelligence Section Coordinator
Operational Phase:	
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files 
· Ensure that Planning/Intelligence Section position logs and other necessary files are maintained.
· Ensure that The Situation Analysis Unit is maintaining current information for the situation analysis report.
· Ensure that major incidents reports and status reports are completed by the Operations Section and are accessible by Planning/Intelligence (Utilize WEBEOC forms if available).
· Ensure that a situation analysis report is produced and distributed to EOC Sections and the Operational Area EOC at least once, prior to the end of the operational period.
· Ensure that all status boards and other displays are kept current and that posted information is neat and legible.
· Assist the EOC Manager in determining current strategic goals and tactical objectives
· Assist EOC Manager in the development of the Incident Briefing Form ICS 201 
· Ensure that the Public Information Branch has immediate and unlimited access to all status reports and displays.
· Conduct periodic briefings with section staff and work to reach consensus among staff on section objectives for forthcoming operational periods.
· Facilitate the EOC Manager's Action Planning meetings approximately two hours before the end of each operational period.
· Ensure that objectives for each section are completed, collected and posted in preparation for the next Action Planning meeting.
· Ensure that the EOC Action Plan is completed and distributed prior to the start of the next operational period.


Planning/Intelligence Section Coordinator
Operational Phase Cont.
· Work closely with each unit within the Planning/Intelligence Section to ensure the section objectives, as defined in the current EOC Action Plan, are being addressed.
· Provide copies of IAP to all command and general staff, the Police Chief and Emergency Operations Executive.
· Coordinate preparation of the communication, medical and traffic plans with Operations and Logistics Section Coordinators.
· Establish a weather collection data system using all available sources.
· Identify the need for special resources; discuss needs with EOC Manager and Operations Section Coordinator, facilitate resource requests with Logistics Section Coordinator.
· Ensure that the Advance Planning Unit develops and distributes a report, which highlights forecasted events or conditions likely to occur beyond the forthcoming operational period particularly those situations, which may influence the overall strategic objectives of the EOC.
· Ensure that the Documentation Unit maintains files on all EOC activities and provides reproduction and archiving services for the EOC, as required.
· Provide technical specialists to all EOC sections as required.
· Ensure that fiscal and administrative requirements are coordinated through the Fin/Admin Section.
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.

Situation Analysis Unit Leader
Situation Analysis Unit Leader reports to the Planning Section Coordinator.
Responsibilities:
1. Oversee the collection, organization, and analysis of situation information related to the emergency.
2. Ensure that information collected from all sources is validated prior to posting on status boards.
3. Ensure that situation analysis reports are developed for dissemination to EOC staff and to other EOCs as required.
4. Ensure that an EOC Action Plan is developed for each operational period.
5. Ensure that all maps, status boards, and other displays contain current and accurate information.
6. Supervise Situation Analysis 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 log 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 
· Make contact with local government EOCs in the operational area and establish a schedule for obtaining situation reports.
· Ensure there is adequate staff available to collect and analyze incoming information, maintain the Situation Analysis Report and facilitate the Action Planning process.
· Prepare Situation Analysis Unit objectives for the initial Action Planning meeting.



Situation Analysis Unit Leader
Operational Phase:	
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Oversee the collection and analysis of all emergency-related information.
· Obtain and develop incident maps for tracking and plotting incident, coordinate with the GIS technical specialist to develop and print needed maps.
· Oversee the preparation and distribution of the Situation Report. Coordinate with the Documentation Unit for manual distribution and reproduction as required.
· Ensure that each EOC Section provides the Situation Analysis Unit with Status Reports on a regular basis.
· Prepare Incident Status Summary Form ICS 209 and other status reports as assigned prior to each planning meeting.  Provide copies to command and general staff.  Forward to other entities as directed.
· Meet with the Public Information Officer to determine the best method for ensuring access to current information.
· Compile, maintain and display incident status information, status boards and other displays for EOC staff.
· Prepare a situation summary for the EOC Action Planning meeting.
· Ensure each section provides its objectives at least 30 minutes prior to each Action Planning meeting.
· In preparation for the Action Planning meeting, ensure that all EOC objectives are posted on chart paper and that the meeting room is set up with appropriate equipment and materials (easels, markers, situation analysis reports, etc.).
· Following the meeting, ensure that the Documentation Unit publishes and distributes the EOC Action Plan prior to the beginning of the next operational period. (See attachment)
· Ensure that adequate staff is assigned to maintain all maps, status boards, and other displays.


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
















Documentation Unit Leader
Responsibilities:
The Documentation Unit Leader is responsible for: maintaining accurate and complete incident files, providing duplication services to incident personnel, and packaging and storing incident files for legal, analytical, fiscal, and historical purposes.  
Documentation Unit Leader reports to the Planning Section Coordinator.
1. Collect, organize and file all completed emergency related forms, to include: all EOC position logs, situation analysis reports, EOC Action Plans, and any other related information, just prior to the end of each operational period.
2. Provide document reproduction services to EOC staff.
3. Distribute the EOC situation analysis reports, EOC Action Plan, and other documents, as required.
4. Maintain a permanent electronic archive of all situation reports and Action Plans associated with the emergency.
5. Assist the EOC Coordinator in the preparation and distribution of the After Action Report.
6. Supervise the Documentation Unit.
The Documentation Unit Leader reports to the Planning Section Coordinator.
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 log 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.



Documentation Unit Leader
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Meet with the Planning/Intelligence Section Coordinator to determine what EOC materials should be maintained as official records.
· Meet with the Recovery Unit Leader to determine what EOC materials and documents are necessary to provide accurate records and documentation for recovery purposes.
· Initiate and maintain a roster of all activated EOC positions to ensure that position logs are accounted for and submitted to the Documentation Unit at the end of each shift.
· Reproduce and distribute the Situation Reports and Action Plans. Ensure distribution is made to the Operational Area EOC.
· Keep extra copies of reports and plans available for special distribution as required.
· Set up and maintain document reproduction services for the EOC.
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.


Advance Planning Unit Leader
Advance Planning Unit Leader reports to the Planning Section Coordinator.
Responsibilities:
1. Development of an Advance Plan consisting of potential response and recovery related issues likely to occur beyond the next operational period, generally within 36 to 72 hours.
2. Review all available status reports, Action Plans, and other significant documents. Determine potential future impacts of the emergency; particularly issues which might modify the overall strategic EOC objectives.
3. Provide periodic briefings for the EOC Manager and General Staff addressing Advance Planning issues.
4. Supervise the Advance Planning Unit.
5. Coordinate with the EOC D/AFN Coordinator on any issues related to the need to adjust the planning of the response and recovery efforts in a way that supports 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 log 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 
Operational Phase:	
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.

Advance Planning Unit Leader
Operational Phase cont.:
· Monitor the current situation report to include recent updates.
· Meet individually with the general staff and determine the best estimates of the future direction & outcomes of the emergency.
· Coordinate all Advance-planning efforts with Business Continuity Unit.
· Develop an Advance Plan identifying future policy related issues, social and economic impacts, significant response or recovery resource needs, and any other key issues likely to affect EOC operations within a 36 to 72-hour period.
· Develop an Advance Long Term Plan identifying future policy related issues, social and economic impacts, significant response or recovery resource needs, and any other key issues likely to affect the EOC or the University in the weeks to come.
· Submit the Advance Plan to the Planning/Intelligence Coordinator for review and approval prior to conducting briefings for the General Staff and EOC Manager.
· Review Action Planning objectives submitted by each section for the next operational period. In conjunction with the general staff, recommend a transition strategy to the EOC Manager when EOC activity shifts predominately to recovery operations.
· Coordinate with the Recovery Planning Unit to develop the Advance Long Term Plan
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.

Recovery Planning Unit Leader
Recovery Planning Unit Leader reports to the Planning Section Coordinator.
Responsibilities:
1. Determine the impacts of the emergency requiring recovery planning.
2. Initiate recovery-planning meetings with appropriate individuals and agencies.
3. Develop the initial recovery plan and strategy for the jurisdiction.
4. Ensure that all appropriate agencies are kept informed and have the opportunity to participate in the recovery planning process.
5. Develop the strategy to transition from recovery planning in the EOC to a wider post-emergency recovery effort.
6. Supervise the Recovery Unit.
7. Coordinate with the EOC D/AFN Coordinator on any issues related to the need to adjust the planning of the response and recovery efforts in a way that supports 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 log 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. 
 Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214

Recovery Planning Unit Leader
 Operational Phase cont.:
· Ensure WEBEOC is operational. 
· Establish and maintain a position log and other necessary files.
· Monitor the current situation report to include recent updates and determine the overall impacts of the emergency.
· Based on available information, prepare an initial estimate of likely recovery issues that must be addressed. Document these in a preliminary report.
· Coordinate with the Advance Planning Unit to determine major mid-to-long range social, economic, environmental and political impacts.
· Assist the Operational Area as necessary in determining appropriate sites for Disaster   Application Centers.
· Facilitate recovery-planning meetings involving appropriate Management and General Staff personnel and other agencies as needed.
· Develop a recovery plan and strategy for the jurisdiction or agency. Coordinate with Finance/Administration Section to ensure that FEMA, OES, and other public reimbursement source documents and applications are consistent with the recovery strategy.
· In conjunction with the Finance/Administration Section, ensure that specific project timelines are developed to meet the goals and objectives of the recovery plan.
· Coordinate with the Advance Planning Unit to develop the Advance Long Term Plan.
· Coordinate with Finance/Administration Section for the cost recovery for the event.








Recovery Planning 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.
· Leave a forwarding phone number where you can be reached. 
· Be prepared to provide input to the after-action report

Demobilization Unit Leader
The Demobilization Unit Leader reports to the Planning Section Coordinator.
Responsibilities:
1. Develop a Demobilization Plan for the EOC based on a review of all pertinent planning documents, and status reports.
2. Supervise the Demobilization 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 log 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 
Operational Phase:		
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files. 
· Review EOC personnel roster to determine the size and scope of any demobilization efforts.
· Meet individually with the general staff to determine their need for assistance in any Demobilization Planning.
· Advise Planning/Intelligence Section Coordinator on the need for a formal written Demobilization Plan.
· If a Demobilization Plan is required, develop the plan using detailed specific responsibilities, release priorities and procedures.

Demobilization Unit Leader
Operational Phase Cont.
· Establish with each Section Coordinator which units/personnel should be demobilized first.
· Establish timetables for deactivating or downsizing units.
· Determine if any special needs exist for personnel demobilization (e.g. transportation).
· Develop a checkout procedure if necessary, to ensure all deactivated personnel has cleared their operating position.
· Submit any formalized Demobilization Plan to the Planning/Intelligence Section Coordinator for approval.
· Meet with each assigned Agency Representative and Technical Specialist to determine what assistance may be required for their demobilization from the EOC.
· Monitor the implementation of the Demobilization Plan and be prepared to handle any demobilization issues as they occur.
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




Technical Specialists
May report to EOC Manager, Section Coordinator, Branch Coordinator, or other assigned Supervisor.
Responsibilities:
Technical Specialists are advisors with special skills needed to support incident operations.
1. Provide technical observations and recommendations to EOC staff in specialized areas as required.
2. Advise on legal limitations use of particular resources.
3. Work with inter-agency coordination groups as necessary providing expertise.
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 log 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 
Operational Phase:	
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Provide technical services as required to requesting EOC staff.
· Contribute to EOC planning meetings and inter-agency coordination groups as requested.
· Ensure that all recommendations are appropriately documented.
· Advise the Planning/Intelligence Section when duties are completed.
· Obtain a release from the Planning/Intelligence Section Coordinator prior to leaving the EOC.

Technical Specialists
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
















Technical Specialist
EOC Disability and Access and Functional Needs Coordinator
May report to EOC Manager, Section Coordinator, Branch Coordinator, or other assigned Supervisor.
Technical Specialists are advisors with special skills needed to support incident operations.
The Technical Specialist – EOC Disability and Access and Functional Needs (D/AFN) Coordinator understands issues related to emergency response and recovery for people with disabilities and others with access and functional needs, including state and Federal laws, regulations, and requirements and will serve in the EOC staff as the advocate for this population of the campus community.
The role of an EOC D/AFN Coordinator will plan, coordinate, respond to issues, evaluate and monitor emergency response, and recovery efforts with a focus on addressing the needs of people with disabilities and others with access and functional needs in the campus community in accordance with Federal and state guidelines, state emergency plans, and University policies and standards. 
Responsibilities:
1. Provide technical observations and recommendations to EOC staff in specialized areas as required.
2. Advise on legal limitations use of particular resources.
3. Work with inter-agency coordination groups as necessary providing expertise.
4. Coordinate accessibility of support services for people with disabilities and others with access and functional needs.
5. Work closely with public affairs personnel from all stakeholders and partners to deliver timely, effective, and accessible pre-and post-emergency messaging.
6. Identifying staffing resources; emphasizing a need for staff with a background in D/AFN-related issues.
7. Maintain awareness of operations, including trends, changes in services and other variables that may indicate a need for service delivery adjustments as related to people with disabilities and others with access and functional needs.
8. Conduct strategic and operational planning related to people with disabilities and others with access and functional needs, including potential unmet needs.
9. Work with and advise Operation Section Coordinator on how to mitigate or resolve issues related to persons with disability access and functional needs during the response and recovery effort.
10. Ensure during the evacuation, accessible vehicles (e.g., paratransit), evacuee tracking, and sheltering efforts are all-inclusive. 

Technical Specialist
EOC Disability and Access and Functional Needs Coordinator
Responsibilities cont.
11. Work with and advise the Health and Welfare Branch Coordinator to provide sheltering, tracking, shelter communications and resources, medical shelters, mental and behavioral health, medical equipment in shelters, service animals, mass feeding, and recovery.
12. Monitor the shelter intake process and data collection to identify issues related to people with disabilities and others with access and functional needs as early as possible at intake.
13. Monitor shelters for reasonable accommodation requests that are made and help coordinate logistical needs as appropriate.
14. Work with and advise the Recovery Unit Leader to coordinate long-term support resources and transition of people with disabilities and others with access and functional needs to new or temporary housing.
15. Work with and advise the PIO on providing accessible communications, public messaging, traditional and social media, and NGOs to support people with disabilities and others with access and functional needs.
16. In coordination the PIO 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.
17. Coordinate with the PIO and the Joint Information Center (JIC) to address the needs of people with disabilities and others with access and functional needs in media releases and during press conferences.
18. Coordinate with the PIO to the extent possible, make public meetings and press conferences accessible to people with disabilities and others with access and functional needs, including low English proficiency, by providing American Sign Language (ASL) interpreters, communication access real-time translation (CART), or through other methods.
19. Work with the PIO/JIC to request that broadcasters keep interpreters onscreen for the entirety of all emergency messages, including during cuts to field reporters, b-roll footage, cuts to public officials, and close-ups.

Technical Specialist
EOC Disability and Access and Functional Needs Coordinator
Responsibilities cont.
20. Monitor scroll and crawl messages to determine whether they interfere with captioning. Work with the PIO/JIC to contact broadcasters and request changes as necessary.
21. Coordinate with the Transportation Unit to identify public and private accessible vehicle resources (e.g., vehicles that are ramp- or lift-equipped, vehicles suitable for transporting those on oxygen) and determine the availability of these vehicles to support evacuation/transportation needs.
22. Coordinate backup and/or temporary power generation to support medical, adaptive, and mobility equipment at facilities and shelter locations.
23. Coordinate with the Animal Care and Welfare Unit Leader to provide support and care to service animals at onsite or proximate pet shelters (e.g., food, relief areas, animal bedding).
24. Coordinate with food services to meet the dietary needs of diverse shelter populations when possible.
25. Consider dietary health restrictions or guidance (e.g., low sodium, low sugar, vegetarian, allergies) as well as cultural restrictions (e.g., kosher, halal, vegan).
26. Work with the Logistics Section Coordinator to locate and provide reasonable equipment requested from branches and unit, including durable medical equipment, consumable medical supplies, sheltering needs, animal crates, food, water, and other supplies required by people with disabilities and others with access and functional needs.
27. Assist the Logistics Section Coordinator in prioritizing resource requests and de-conflict resource allocation, especially for resources used to support people with disabilities and other access and functional needs as the equipment is highly specialized and sufficient substitutes are not readily available.
28. Coordinate the medical care for people with disabilities and others with access and functional needs who may not require constant medical supervision.
29. Coordinate with the Monterey County EOC to locate available pharmacies or provide prescription drugs or drug refills to people who have lost access to regular stocks of needed medication.
30. Coordinate with the Operation Section Coordinator regarding movement and sheltering of people who cannot sustain in their homes with prolonged utility outages.
31. Coordinate services to plan for the recovery and transition needs of people with disabilities and others with access and functional needs, including how and when people will be transitioned to their homes, temporary housing, or other institutions.
Technical Specialist
EOC Disability and Access and Functional Needs Coordinator
Responsibilities cont.
32. Coordinate the need for translation services to people with low English proficiency and ensure the response and recovery effort has this capability.
33. Work with and support community-based organizations (CBOs) to determine whether networks and infrastructure necessary to support people with disabilities and others with access and functional needs are back in place before they are transitioned to long-term housing.
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 log 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 
Operational Phase:	
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Provide technical services as required to requesting EOC staff.
· Contribute to EOC planning meetings and inter-agency coordination groups.
· Present and discuss potential issues related to people with disabilities and others with access and functional needs at planning meetings.


EOC Disability and Access and Functional Needs Coordinator
Technical Specialists
Operational Phase cont.:
· Ensure that all recommendations are appropriately documented.
· Prepare a Situation Report (SITREP) focused on the D/AFN Coordinator’s area of responsibility and disseminate it across the EOC sections.
· Advise the Planning/Intelligence Section when duties are completed.
· Obtain a release from the Planning/Intelligence Section Coordinator prior to leaving the EOC.

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








Logistics Section
Function Description:
The Logistics Section provides facilities, services, resources, and other support services both to agencies responding to the emergency, and to meet internal EOC operating requirements. Incident Command, DOC or agency requests for support directed to the EOC will be channeled through the EOC Operations Section Coordinator. 
Logistics Section Coordinator
The Logistics Section Coordinator reports to the EOC Manager. Logistics Section Coordinator is responsible for all tasks associated with the Units under them if the position is not filled.
Responsibilities:
1. Ensure the Logistics function is carried out in support of the EOC. This function includes providing communication services, resource tracking; acquiring equipment, supplies, personnel, facilities, and transportation services; as well as arranging for food, lodging, and other support services as required.
2. Establish the appropriate level of the branch and/or unit staffing within the Logistics Section, continuously monitoring the effectiveness of the organization and modifying as required.
3. Ensure section objectives as stated in the EOC Action Plan are accomplished within the operational period or within the estimated time frame.
4. Coordinate closely with the Operations Section Coordinator to establish priorities for resource allocation to activated Incident Commands within the affected area.
5. Keep the EOC Manager informed of all significant issues relating to the Logistics Section.
6. Supervise the Logistics Section.
7. Coordinate with the EOC D/AFN Coordinator on any issues related to the need to adjust the response and recovery efforts in a way that supports 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.


Logistics Section Coordinator
Activation Phase cont.:
· Establish and maintain a position log that chronologically describes your actions taken during your shift.
· Ensure the Logistics Section is set up properly and that appropriate personnel, equipment, and supplies are in place, including maps, status boards, vendor references, and other resource directories.	
· Based on the situation, activate branches/units within the section as needed and designate Unit Leaders for each element:
· Communication Branch
· Transportation Unit
· Supply/Procurement Unit
· Personnel Unit
· Facilities Unit
· Resource Tracking Unit
· Mobilize sufficient section staffing for 24-hour operations.
· Establish communications with the Logistics Section of the Operational Area EOC if activated.
· Advise Branches and Units within the section to coordinate with appropriate branches in the Operations Section to prioritize and validate resource requests from DOCs or Incident Command Posts in the field.  This should be done prior to acting on the request.
· Meet with the EOC Manager and General Staff and identify immediate resource needs.
· Meet with the Finance/Administration Section Coordinator and determine the level of purchasing authority for the Logistics Section.
· Assist branch and Unit Leaders in developing objectives for the section as well as plans to accomplish their objectives within the first operational period, or in accordance with the Action Plan.
· Provide periodic Section Status Reports to the EOC Manager.
· Adopt a proactive attitude, thinking ahead and anticipating situations and problems before they occur.

Logistics Section Coordinator
Activation Phase cont.:
· Determine your resource needs, such as a computer, phone, plan copies, and other reference documents.
· Ensure WEBEOC is operational. 
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Ensure that Logistic Section position logs and other necessary files are maintained.
· Meet regularly with section staff and work to reach consensus on section objectives for forthcoming operational periods.
· Establish contact with adjoining jurisdictions and agencies, Monterey Co. OES, Cal EMA.
· Provide the Planning/Intelligence Section Coordinator with the Logistics Section objectives at least 30 minutes prior to each Action Planning meeting.
· Attend and participate in EOC Action Planning meetings.
· Ensure that the Supply/Procurement Unit coordinates closely with the Purchasing Unit in the Finance/Administration Section and that all required documents and procedures are completed and followed.
· Ensure that transportation requirements, in support of response operations, are met.
· Ensure that all requests for facilities and facility support are addressed.
· Ensure that all resources are tracked and accounted for, as well as resources ordered through Mutual Aid.
· Provide section staff with information updates as required.



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














Communications Unit Leader
Function Description:
The Communications Unit provides for the coordination of agency or jurisdiction communications services to meet incident, DOC or agency needs. These services will include electronic information processing, telephone, fax, and radio. The Unit also provides internal and external communications services to meet and support EOC operating requirements. 
The Communications Unit Leader reports to the Logistics Section Coordinator. 
Responsibilities:
1. Ensure radio, telephone, and computer resources and services are provided to EOC staff as required.
2. Oversee the installation	of communications resources within	the EOC. Ensure that a communications link is established with the Operational Area EOC.
3. Determine specific computer requirements for all EOC positions.
4. Implement WEBEOC if available, for internal information management to include a message and e-mail systems.
5. Ensure that the EOC Communications Center is established to include sufficient frequencies to facilitate operations and that adequate communications operators are available for 24-hour coverage.
6. Develop and distribute an EOC Communications Plan that identifies all systems in use and lists specific frequencies allotted for the emergency.
7. Receive and route radio transmissions to and from field and EOC personnel in a timely manner.
8. Manage the information flow of telephone communications within the EOC. A support position may be created in the Unit; Message Center Manager whose primary responsibility is for collecting and routing all telephone messages, and posting significant messages to the major event display.  
9. Supervise the Communications 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 log that chronologically describes your actions taken during your shift.

Communications Unit Leader
Activation Phase cont.:
· Based on the situation, activate the necessary units within the Communications Branch:
· Communications Unit
· Information Sharing Unit 	
· Prepare objectives for the Communications Branch; provide them to the Logistics Section Coordinator prior to the initial Action Planning meeting.
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Ensure Branch and Unit position logs and other necessary files are maintained.
· Keep all sections informed of the status of communications systems, particularly those that are being restored.
· Coordinate with all EOC sections/branches/units regarding the use of all communication systems.
· Ensure that the EOC Communications Center is activated to receive and direct all emergency-related communications to appropriate destinations within the EOC.
· Develop and implement the EOC Communications Plan Form ICS 205
· Ensure that WEBEOC Communications links, if available, are established with the Operational Area EOC.
· Ensure that communications links are established with activated EOC within the Operational Area, as appropriate.
· Manage the information flow of radio communications within the EOC.
· Continually monitor the operational effectiveness of EOC communications systems. Provide additional equipment as required.
· Ensure that technical personnel are available for communications equipment maintenance and repair.

Communications Unit Leader
Operational Phase Cont.
· Mobilize and coordinate amateur radio resources to augment primary communications systems as required.
· Keep the Logistics Section Coordinator informed of the status of communications systems.
· Prepare objectives for the Communications Branch; provide them to the Logistics     Section Coordinator prior to the next Action Planning meeting.
· Refer all contacts to the media to the Public Information Branch.
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. 
· Be prepared to provide input to the after-action report.

Information Systems Unit Leader
Information Systems Unit Leader reports to the Logistics Section Coordinator. 
Responsibilities:
1. Install, activate, and maintain information systems for the EOC.
2. Assist EOC positions in determining appropriate types and numbers of computers and computer applications required to facilitate operations.
3. Install RIMS, if available, on all computers for internal information management to include a message and e-mail systems.
4. Conduct training as required on the use of information management systems.
5. Supervise the Information Systems 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 log that chronologically describes your actions taken during your shift.
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Continually monitor and test WEBEOC if available, and ensure automated information links with the Operational Area EOC are maintained.
· Keep the Communications Unit Leader informed of system failures and restoration activities.
· Develop instructional guidance for use of computers and computer programs such as RIMS. Be prepared to conduct training sessions for EOC staff as necessary.
· Request additional computer equipment as required by the   Communications Branch Coordinator.

Information Systems 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.
· Leave a forwarding phone number where you can be reached. 
· Be prepared to provide input to the after-action report
Transportation Unit Leader
Transportation Unit Leader reports to the Logistics Section Coordinator.
Responsibilities:
1. In coordination with the Construction/Engineering Branch Coordinator and the Situation Analysis Unit, develop a transportation/traffic plan to support EOC operations.
2. Arrange for the acquisition or use of required transportation resources.
3. Supervise the Transportation Unit.
4. Coordinate with the EOC D/AFN Coordinator on any issues related to the need to adjust the response and recovery efforts in a way that supports 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 log that chronologically describes your actions taken during your shift.
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Routinely coordinate with the Situation Analysis Unit to determine the status of transportation routes in and around the affected area.
· Routinely coordinate with the Construction/Engineering Branch Coordinator to determine the progress of route recovery operations.
· Develop a Transportation Plan, which identifies routes of ingress and egress; thus facilitating the movement of response personnel, the affected population, and shipment of resources and material.


Transportation Unit Leader
Operational Phase cont.:
· Establish contact with local transportation agencies and schools to establish the availability of equipment and transportation resources for use in evacuations and other operations as needed.
· Keep the Logistics Section Coordinator informed of significant issues affecting the Transportation Unit.
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. 
· Be prepared to provide input to the after-action report.
· Coordinate with the EOC D/AFN Coordinator on any issues related to the need to adjust the planning of the response and recovery efforts in a way that supports people with disabilities and others with access and functional needs.







Personnel Unit Leader
The Personnel Unit is responsible for three functions.  
First is the researching and communicating the status of the families of personnel who are on duty at the time the incident occurs.  
The second is the responsibility for developing systems first for registering and placing convergent volunteers and secondly for receiving and distributing donated goods.  
The third is coordinating the EOC personnel staffing and coordinating any incident volunteers including and employees serving as Disaster Service Workers. 
Personnel Unit Leader reports to the Logistics Section Coordinator.
Responsibilities:
1. Provide personnel resources as requested in support of the EOC and Field Operations.
2. Identify, recruit and register volunteers as required.
3. Develop an EOC organization chart.
4. Supervise the Personnel 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 log that chronologically describes your actions taken during your shift.
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Maintain a status board to keep track of incoming EOC personnel, advise EOC Manager of EOC staffing level.

Personnel Unit Leader
Operational Phase cont.:

· Maintain a status board or other reference to keep track of incoming personnel resources.
· In conjunction with the Documentation Unit, develop a large poster size EOC organization chart depicting each activated position. Upon check-in, indicate the name of the person occupying each position on the chart. The chart should be posted in a conspicuous place, accessible to all EOC personnel.
· Coordinate with the Liaison Officer and Safety Officer to ensure that all EOC staff to include volunteers receive a current situation and safety briefing upon check-in.
· Consider the need to establish a volunteer/donation reception center.  Document all convergent volunteers.
· Establish communications with volunteer agencies and other organizations that can provide personnel resources.
· Coordinate with the Operational Area EOC to activate the Emergency Management Mutual Aid System (EMMA), if required.
· Process all incoming requests for personnel support. Identify the number of personnel, special qualifications or training, where they are needed and the person or unit they should report to upon arrival. Determine the estimated time of arrival of responding personnel, and advise the requesting parties accordingly.
· Update EOC organization chart for each operational period.
· Coordinate with the   Liaison Officer and Security Officer to ensure access, badging or identification, and proper direction for responding personnel upon arrival at the EOC.
· Assist the Fire Rescue Branch and Law Enforcement Branch with ordering of mutual aid resources as required.
· To minimize redundancy, coordinate all requests for personnel resources from the field level through the EOC Operations Section prior to acting on the request.
· In coordination with the Safety Officer, determine the need for crisis counseling for emergency workers; acquire mental health specialists as needed.
· Arrange for childcare services for EOC personnel as required.

Personnel Unit Leader
Operational Phase cont.:
· Establish registration locations with sufficient staff to register volunteers, and issue them disaster service worker identification cards.
· Keep the Logistics Section Coordinator informed of significant issues affecting the Unit.
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. 
· Be prepared to provide input to the after-action report.











Supply/Procurement Unit Leader
The Supply Unit Leader is responsible for coordinating the procurement of resources and supplies requested by field units and the EOC and maintaining an inventory of those resources. 
Supply/Procurement Unit Leader reports to the Logistic Section Coordinator.
Responsibilities:
1. Oversee the procurement and allocation of supplies and material not normally provided through mutual aid channels.
2. Coordinate procurement actions with the Finance/Administration Section.
3. Coordinate delivery of supplies and material as required.
4. Supervise the Supply/Procurement 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 log that chronologically describes your actions taken during your shift.
 Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Determine if requested types and quantities of supplies and material are available in inventory.                                               
· Determine procurement spending limits with the Purchasing Unit in Finance/Administration.
· Obtain a list of pre-designated emergency purchase orders as required.



Supply/Procurement Unit Leader
Operational Phase cont.:
·  Clarify types and amount of supplies and material, and verify that the request has not been previously filled through another source.
· In conjunction with the  Resource  Tracking  Unit,  maintain a  status board or other reference depicting procurement actions in progress and their current status.
· Determine if the procurement item can be provided without cost from another jurisdiction or through the Operational Area.
· Determine unit costs of supplies and material, from suppliers and vendors and if they will accept purchase orders as payment, prior to completing the order.
· The Finance/Administration Section must approve orders exceeding the purchase order limit before the order can be completed.
· If vendor contracts are required for procurement of specific resources or services, refer the request to the Finance/Administration Section for development of necessary agreements.
· Determine if the vendor or provider will deliver the ordered items.  If delivery services are not available, coordinate pickup and delivery through the Transportation Unit.
· In coordination with the Personnel Unit, provide food and lodging for EOC staff and volunteers as required.  Assist field level with food services at camp locations as requested.
· Coordinate donated goods and services from community groups and private organizations.  Set up procedures for collecting, inventorying, and distributing usable donations.
· Keep the Logistics Section Coordinator informed of significant issues affecting the Supply/ Procurement Unit.








Supply/Procurement 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.
· Leave a forwarding phone number where you can be reached. 
· Be prepared to provide input to the after-action report.

Facilities Unit Leader
Facilities Unit Leader reports to the Logistic Section Coordinator.
Responsibilities:
1. Ensure that adequate essential 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.
2. Ensure acquired buildings, building floors, and or workspaces are returned to their original state when no longer needed.
3. Supervise the Facilities 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 log that chronologically describes your actions taken during your shift.
  Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Work closely with the EOC Coordinator and other sections in determining facilities and furnishings required for the effective operation of the EOC.
· Coordinate with branches and units in the Operations Section to determine if assistance with facility acquisition and support is needed at the field level.
· Arrange for continuous maintenance of acquired facilities, to include ensuring that utilities and restrooms are operating properly.


Facilities Unit Leader
Operational Phase cont.:
· If facilities are acquired away from the EOC, coordinate with assigned personnel and designate a Facility Manager.
· Develop and maintain a status board or other reference, which 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.
· Ensure all structures are safe for occupancy and that they comply with ADA requirements.
· As facilities are vacated, coordinate with the facility manager to return the location to its original state. This includes removing and returning furnishings and equipment, arranging for janitorial services, and locking or otherwise securing the facility.
· Keep the Logistics Section Coordinator informed of significant issues affecting the Facilities Unit.
   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. 
· Be prepared to provide input to the after-action report.

Resource Tracking Unit Leader
Resource Unit Leader reports to the Logistic Section Coordinator.
Responsibilities:
1. Coordinate with the other units in the Logistics Section to capture and centralize the necessary resource/ location status information.
2. Develop and maintain resource status/location boards in the Logistics Section.
3. Supervise the Resource Tracking 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 log that chronologically describes your actions taken during your shift.
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files. 
· Coordinate closely with all units in the Logistics Section particularly Supply/ Procurement, personnel, and transportation.
· As resource requests are received in the Logistics Section, post the request on a status board and track the progress of the request until filled.
· Status boards should track requests by providing at a minimum, the following information: date & time of the request, items requested, priority designation, and the time the request was processed and estimated time of arrival or delivery to the requesting party.



Resource Tracking Unit Leader
Operational Phase cont.:
· Work closely with other logistics units and assist in notifying requesting parties of the status of their resource request. This is particularly critical in situations where there will be delays in filling the request.
· An additional status board may be developed to track resource use by the requesting party. Information categories might include the following: actual arrival time of the resource, location of use, and an estimate of how long the resource will be needed. 
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. 
· Be prepared to provide input to the after-action report.

Finance/Administration Section
Function Description:
The Finance/Administration Section in the EOC manages all financial, administrative and cost analysis aspects of the emergency. Initially, this work may be done in the EOC, but in later stages of the emergency, this function may be accomplished at other locations.
The Finance/Administration Section Coordinator reports to the EOC Manager. Finance/Administration Section Coordinator is responsible for all tasks associated with the Units under them if the position is not filled.
Finance/Administration Section Coordinator
Responsibilities:
1. Ensure that all financial records are maintained throughout the emergency.
2. Ensure that all on-duty time is recorded for all emergency response personnel.
3. Ensure that all on-duty time sheets are collected from EOC assigned personnel and that departments are collecting this information from Field Level Supervisors or Incident Commanders and their staffs.
4. Ensure there is a continuum of the payroll process for all employees responding to the emergency.
5. Determine purchase order limits for the procurement function in Logistics.
6. Ensure that workers’ compensation claims, resulting from the response are processed within a reasonable time, given the nature of the situation.
7. Ensure that all travel and expense claims are processed within a reasonable time, given the nature of the situation.
8. Provide administrative support to all EOC Sections as required, in coordination with the Personnel Unit.
9. Activate units within the Finance/Administration Section as required; monitor section activities continuously and modify the organization as needed.
10. Ensure that all recovery documentation is accurately maintained during the response and submitted on the appropriate forms to the Federal Emergency Management Agency (FEMA) and/or the Governor’s Office of Emergency Services.
11. Supervise the Finance/Administration Section.


Finance/Administration Section Coordinator
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 log 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. 
· Ensure that the Finance/Administration Section is set up properly and that appropriate personnel, equipment, and supplies are in place.
· Based on the situation, activate units within the section as needed and designate Unit Coordinators for each element:
Time Keeping Unit	                 Compensation & Claims Unit
Cost Accounting Unit	                 Recovery Unit
Purchasing Unit
· Ensure that sufficient staff is available for a 24-hour schedule, or as required.
· Meet with the Logistics Section Coordinator and review financial and administrative support requirements and procedures; determine the level of purchasing authority to be delegated to the Logistics Section.
· Meet with all Unit Leaders and ensure that responsibilities are clearly understood.
· In conjunction with Unit Leaders, determine the initial Action Planning objectives for the first operational period.
· Notify the EOC Manager when the Finance/Administration Section is operational.
· Adopt a proactive attitude, thinking ahead and anticipating situations and problems before they occur. 


Finance/Administration Section Coordinator
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Ensure that Finance/Administration Section position logs and other necessary files are maintained.
· Ensure that displays associated with the Finance/Administrative Section are current, and that information is posted in a legible and concise manner.
· Participate in all Action Planning meetings.
· Brief all Unit Leaders and ensure they are aware of the EOC objectives as defined in the Action Plan.
· Keep the EOC Manager, General Staff, and elected/other officials aware of the current fiscal situation and other related matters, on an on-going basis.
· Ensure that the Recovery Unit maintains all financial records throughout the emergency.
· Ensure that the Time Keeping Unit tracks and records all agency staff time.
· In coordination with the Logistics Section, ensure that the Purchasing Unit processes purchase orders and develops contracts in a timely manner.
· Ensure that the Compensation & Claims Unit processes all workers’ compensation claims, resulting from the emergency, in a reasonable time frame, given the nature of the situation.
· Ensure that the Time-Keeping Unit processes all time sheets and travel expense claims promptly.
· Ensure that the Finance/Administration Section provides administrative support to other EOC Sections as required.
· Ensure that all recovery documentation is accurately maintained by the Recovery Unit during the response, and submitted on the appropriate forms to Federal Emergency Management Agency (FEMA) and/or the Governor’s Office of Emergency Services.




Finance/Administration Section 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, 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. 
· Be prepared to provide input to the after-action report.
















Time Keeping Unit Leader
Time Keeper Unit Leader reports to the Finance/Administration Section Coordinator.
Responsibilities:
1. Track, record, and report all on-duty time for personnel working during the emergency.
2. Ensure that personnel time records, travel expense claims, and other related forms are prepared and submitted to the budget and payroll office.
3. Supervise the Time Keeping 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 log 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. 
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Ensure WEBEOC is operational.
· Establish and maintain a position log and other necessary files.
· Initiate, gather, or update time reports from all personnel, to include volunteers assigned to each shift; ensure that time records are accurate and prepared in compliance with the policy.
· Obtain complete personnel rosters from the Personnel Unit.  Rosters must include all EOC personnel as well as personnel assigned to the field level.

Time Keeping Unit Leader
Operational Phase Cont.
· Establish and maintain a file of employee and equipment time reports within the first operational period.  This should include University, Corporation, special hire, mutual aid, and volunteer personnel/equip.
· 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.
· Establish a file for each employee or volunteer within the first operational period to maintain a fiscal record for as long as the employee is assigned to the response.
· Keep the Finance/Administration Section Coordinator informed of significant issues affecting the Time-Keeping Unit.
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. 
· Be prepared to provide input to the after-action report.








Cost Accounting Unit Leader
Cost Accounting Unit Leader reports to the Finance/Administration Section Coordinator.
Responsibilities:
1. Responsible for collecting cost information, performing cost-effectiveness analyzes and providing cost estimates and cost savings recommendations.
2. Supervise the Cost Accounting 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 log 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. 
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Establish (or implement) an accounting system and special cost codes associated with this emergency.
· Monitor all emergency expenditures.
· Ensure that all sections and units are documenting cost-related information.
· Collect and compile cost information at the end of each shift.


Cost Accounting Unit Leader
Operational Phase Cont.
· Obtain and record all cost data to cover: Personnel Equipment Rental/Contract Equipment Supplies from outside vendors Contracts for special or emergency services
· Coordinate with the Documentation Unit on content and format of cost related files to be transferred.
· Review existing documentation to determine if there are additional cost items that may have been overlooked.
· Prepare cost estimates related to EOC objectives and strategies.  Be prepared to discuss these at EOC Planning Meetings if required.
· Compile cumulative cost records on a daily basis.
· Ensure that departments are compiling cost information using any special agency/jurisdiction cost codes.
· Ensure that estimate costs are replaced with actual costs where known.
· Provide verbal or written reports to the Finance/Administration Section Coordinator upon request.
· Prepare and maintain a cost report to include cumulative analysis, summaries and total expenditures related to the emergency.
· Organize and prepare records for audits as necessary.
· Act as the liaison for the EOC with county and other disaster assistance agencies to coordinate the cost recovery process.
· Prepare all required state and federal documentation as necessary to recover allowable costs.







Cost Accounting 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.
· Leave a forwarding phone number where you can be reached. 
· Be prepared to provide input to the after-action report.







Compensation and Claims Unit Leader
The Compensation and Claims Unit Leader is responsible for administering financial matters arising from injuries, property damage or deaths of registered emergency workers occurring on an incident.  As a part of this responsibility, the Unit Leader is responsible for gathering evidence and preparing claims documentation for any event involving damage to public or private properties, which could result in a claim against the University. 
Compensation and Claims Unit Leader reports to the Finance/Administration Section Coordinator.
Responsibilities
1. Oversee the investigation of injuries and property/equipment damage claims arising out of the emergency.
2. Complete all forms required by worker's compensation program.
3. Maintain a file of injuries and illnesses associated with the emergency, which includes results of investigations.
4. Supervise the Compensation and Claims 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 log 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. 
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.

Compensation and Claims Unit Leader
Operational Phase cont.:
· Maintain a chronological log of injuries and illnesses, and property damage reported during the emergency.
· Investigate all injury and damage claims as soon as possible.
· Prepare appropriate forms for all verifiable injury claims and forward them to Workmen's Compensations within the required time frame consistent with jurisdiction’s policy & procedures.
· Coordinate with the Safety Officer regarding the mitigation of hazards.
· Keep the Finance/Administration Coordinator informed of significant issues affecting the Compensation and Claims Unit.
· Forward all equipment or property damage claims to the Recovery Unit.
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. 
· Be prepared to provide input to the after-action report.

Purchasing Unit Leader
The Purchasing Unit is responsible for administering all financial matters pertaining to vendor contracts.  The procurement unit is responsible for developing a procurement plan to ensure that goods and services are procured to meet the needs of the incident.  The procurement unit works very closely with the logistics section, which implements the plan and performs all incident ordering.
Compensation and Claims Unit Leader reports to the Finance/Administration Section Coordinator.
Responsibilities:
1. Coordinate vendor contracts not previously addressed by existing approved vendor lists.
2. Coordinate with Supply/Procurement Unit on all matters involving the need to exceed established purchase order limits.
3. Supervise the Purchasing 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 log 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. 
Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Establish and maintain a position log and other necessary files.
· Review the emergency purchasing procedures.


Purchasing Unit Leader
Operational Phase cont.:
· Prepare and sign contracts as needed, be sure to obtain concurrence from the Finance/ Administration Section Coordinator.
· Ensure that all contracts identify the scope of work and specific site locations.
· Negotiate rental rates not already established, or purchase price with vendors as required.
· Admonish vendors as necessary, regarding unethical business practices, such as inflating prices or rental rates for their merchandise or equipment during emergencies.
· Finalize all agreements and contracts, as required.
· Complete final processing and send documents to Budget and Payroll for payment.
· Verify costs data in the pre-established vendor contracts and/or agreements.
· In coordination with the Logistics Section, ensure that the Purchasing Unit processes purchase orders and develops contracts in a timely manner.
· Keep the Finance/Administration Section Coordinator informed of all significant issues involving the Purchasing Unit.
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. 
· Be prepared to provide input to the after-action report.



Business Continuity Unit Leader
Business Continuity Unit Leader reports to the Finance/Administration Section Coordinator.
Responsibilities:
1. Activating the CSUMB Business Continuity 
2. Initiate Business Continuity Planning meetings with appropriate individuals and agencies.
3. Develop the initial objectives and strategy for the implementation of the Business Continuity Plan
4. Ensure that all appropriate agencies are kept informed and have the opportunity to participate in the recovery planning process.
5. Assist in developing the strategy to transition from recovery planning in the EOC to a wider post-emergency recovery effort.
6. Supervise the Business Continuity 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 log 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. 
 Operational Phase:
· Open and Maintain Unit log ICS form 214.
· Obtain briefing from the Operations Section Coordinator.
· Document all significant actions and information on Unit Log Form ICS 214
· Ensure WEBEOC is operational. 
· Establish and maintain a position log and other necessary files.
Business Continuity Unit Leader
 Operational Phase cont.:
· Monitor the current situation report to include recent updates and determine the overall impacts of the emergency.
· Conduct a business process and services inventory to understand which processes are mission-critical to the survivability of the business.
· Determine acceptable levels of service during the recovery period, and what processes need to be maintained or restored first to keep the business running.
· Identify essential employees and other critical inputs (sub-contractors, services, logistics, etc.) required to maintain business operations by location and function during the event.
· In coordination with Information Systems, Unit Leader conduct a technology asset inventory to determine and document the mission-critical technology components, their location, how they are configured, and who is responsible for management.
· Once key components are identified, determine what measures should be taken to protect and recover them.
· Understand the rules or regulations governing your business operations. If you had a business failure, would you be able to maintain compliance? (Sarbanes Oxley, HIPPA, privacy, etc.).
· Understand customer or business partner performance metrics/service level agreements to assess risk for breach of contract, or to put in place performance remedies for your customers.
· Identify a budget: Quantify the potential costs of downtime or total business failure. Develop a business plan optimally mitigate the risk. 
· In coordination with the Advanced Planning and Recovery Units set clear recovery time objectives for each of your business/technology areas.
· Based on available information, prepare an initial estimate of likely Business Continuity issues that must be addressed. Document these in a preliminary report.
· Coordinate with the Advance Planning and Recovery Units to determine major mid-to-long range social, economic, environmental and political impacts.
· Assist the Operational Area as necessary in determining appropriate sites for Disaster   Application Centers.
· Coordinate with Finance/Administration to ensure that FEMA, OES, and other public reimbursement source documents and applications are consistent with the recovery strategy.

Business Continuity 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.
· Leave a forwarding phone number where you can be reached. 
· Be prepared to provide input to the after-action report



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? (RIMS)
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 RIMS. 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 percentage 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:


EOC IMT General Staff Job Action Sheets and Position Checklist


[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.


WEBEOCPREPARATION:

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 WEBEOCor 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.  
EOC IMT General Staff Job Action Sheets and Position Checklist


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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