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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
· 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
Logistics Section Coordinator
· Communications Unit Leader
· Information Systems Unit Leader
· Transportation Unit Leader
· Personnel Unit Leader
· Supply/Procurement Unit Leader
· Facilities Unit Leader
· Resource Tracking Unit Leader
Finance/Administration Section Coordinator
· Time Keeper Unit Leader
· Cost Accounting Unit Leader
· Compensation & Clams Unit Leader
· Purchasing Unit Leader
· Business Continuity Unit Leader
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University President and Executive Policy Group
Function Description:
A disaster or emergency may have implications requiring executive decision-making, the potential for long-term implications on the viability and reputation of the campus, or may require significant changes in existing policies.
The University President and the Executive Policy Group have the ultimate authority for all University policies. 
Responsibilities:
1. The President functions as the highest level of University authority during a disaster or major emergency. In the event that the President is unavailable, the Provost or the Vice President for Administration/Finance will preside over this group.

2. Adopt policies and procedures related to the protection of life and property and the continuity of business operations in the event of an emergency.

3. Require the services of any university officer or employee to assist with emergency operations as necessary within legal and contractual constraints.

4. Request Mutual Assistance in the form of Mutual Aid for personnel and resources from CSU Campuses across the state as appropriate to ensure public safety.

5. Authorizes protective and precautionary measures as requested by the Emergency Operations Executive.

6. Responsible for executive-level decisions including the promotion and enhancement of multi-jurisdiction coordination.

7. On the advice of the Emergency Operations Executive, when University resources are depleted or nearing depletion, the President will proclaim a State of Campus Emergency to authorize the emergency powers granted under state and CSU system regulations. The President may request assistance from the Chancellor’s office and other CSU campuses as necessary in accordance with University policies, procedures, and executive orders.

8. The VPA/F authorizes emergency expenditures.  The President or Associate Vice President for Finance is responsible for the authorization of emergency expenditures in the absence of the VP-A/F.
University President and Executive Policy Group

The line of leadership succession for the CSUMB Executive Policy Group is as follows:

University President


University Provost

Vice-President for Administration and Finance



Vice-President for Student Affairs

	

Activation Phase:
	
· Check in upon arrival at the Executive Policy Group designated area for emergency operations.

· Establish contact with the EOC Manager over the direct phone line. (831) 582-3353

· Obtain situational briefing from Emergency Operations Executive, EOC Manager or Police Chief.

· Set up your workstation and review your position responsibilities.

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

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

· Determine staffing requirements and make required personnel assignments for the Executive Policy Group function as necessary.

University President and Executive Policy Group

Operational Phase:

· Open and Maintain Unit log ICS form 214

· Notify the CSU Chancellor of the situation and actions taken.

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

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

· Brief all incoming Executives and staff on the situation.

· Appoint someone to the position of the recorder, to document Policy Group activities during the emergency.

· Based on current status reports, establish initial strategic policy objectives for the Executive Policy Group.

· Authorize protective or precautionary measures such as campus evacuation or closure on the recommendation of the Emergency Operations Executive.

· Receive regular situational updates and incident status information.

· Ensures notification of key constituents and stakeholders.

· Establishes spending parameters for response and recovery activities.

· Authorizes the expenditure of necessary funds.

· Provides final decisions when there is competition for limited resources.

· Represents CSU Monterey Bay in making public statements.

· Sign and issue an Emergency Declaration on the recommendation to Emergency Operations Executive.

University President and Executive Policy Group

Operational Phase Cont.

· Formally issue an Emergency Proclamation as necessary and authorize the Emergency Operations Executive and the EOC Manager to coordinate with local government proclamations with other emergency response agencies, as appropriate.

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

· Participate in EOC Staff Briefings on emergency activities.

· Assess the impact of the incident on day-to-day operations of the University.

· Determine alternations to normal business and academic activities, which may include class cancellation or suspended operations.

· The Executive Policy Group if necessary, will decide on 24-hour staffing for the Executive Policy Group in the event the emergency continues for an extended time.  

· Continue the planning process throughout the response and the recovery from the incident. Ensure all types of planning take place for policy issues related to:

· Contingency Planning
· Long Range Response Planning
· Business Continuity Planning
· Short-term Recovery Planning
· Long-term Recovery Planning

· Provide direction and vision for program recovery and post-event restoration.

· Conduct periodic briefings for the Executive Policy Group and Policy Group Staff.



University President and Executive Policy Group

Demobilization Phase:

· Authorize demobilization of staff and Executive Policy Group when they are no longer required.

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

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

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

· Ensure that all documentation created during the activation are assembled and given to the EOC Manager.

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




















Executive Policy Group Staff

Function Description: 
The Executive Policy Group Staff is responsible for assisting with any administrative support of the operations of the Executive Policy Group, including documentation of the activities, meetings briefings, clerical activities, communications and coordinating with the EOC Public Information Officer.

Responsibilities:

1. Support the Executive Policy Group with all administrative support

2. Establishing and maintaining communications with the EOC Manager

3. Coordinate with the EOC Public Information Officer in the development of media releases as to have a clear and consistent message to the Campus Community

Activation Phase:

· Check in upon arrival at the Executive Policy Group designated area for emergency operations.

· Set up your workstation and review your position responsibilities.

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

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

Operational Phase:

· Open and Maintain Unit log ICS form 214.

· Obtain briefing.

· Update and maintain Executive Policy Group status boards with current emergency information.
Executive Policy Group Staff

Operational Phase Cont.

· Assist the Executive Policy Group with documentation of official resolutions and declarations in response to emergency operations

· Perform clerical responsibilities such as copies, fax, document preparation as requested by Executive Policy Group Members

· Maintain position until relieved of duties or emergency termination

· Assist with monitoring Executive Policy Group operations noting significant events, actions, and decision making processes.

· Attend and take notes at all meetings as required

Demobilization Phase:

· Deactivate your assigned position and close out logs when authorized by the Executive Policy Group

· 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.



Executive Policy Group Recorder

Function Description: 

The Executive Policy Group Recorder is a member of the Executive Policy Group Staff and is responsible for assisting the Executive Policy Group with documentation of the activities, meetings briefings and documenting the decision-making processes of the Executive Policy Group.  At the discretion of the Executive Policy Group, the recorder may also serve as the administrative assistant in support of the operations of the Executive Policy Group. 

Responsibilities:

1. Monitoring the Executive Policy Group operations noting significant events, actions, and decision making processes as directed.

2. Documentation of all meetings and briefings.

3. Coordinate with the EOC Planning Section on all documentation.

Activation Phase:

· Check in upon arrival at the Executive Policy Group designated area for emergency operations

· Set up your workstation and review your position responsibilities.

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

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







Executive Policy Group Recorder
Operational Phase:

· Open and Maintain Unit log ICS form 214.

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

· Obtain briefing.

· Monitor Executive Policy Group operations noting significant events, actions, and decision making processes.

· Attend and take notes at all meetings.

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.






Emergency Operations Executive

Function Description: 
The University’s Vice President of Administration and Finance serves as the University’s Emergency Operations Executive, shall be responsible for plan oversight and coordination with applicable stakeholders and for the direction and control of campus emergency management.

Responsibilities:
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