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Before we beqin. . .

You can proceedt yourown speed through this course. The
slides are numbered in the lower left hand corner so you can|
easily return to your stopping point.

this test as you go or at the end of the
course. Your test must be returned to the
Office of Emergency Management to receive your
certificate and credit for this course. More information on
how to return the test is at the end of this course.

9

To move on to the next slide, click the DOWN
arrow. To return to a previous slide,
click the UP arrow.




We thank you for your interesh the EOC
®(>® Management othe KootenaiCounty
EmergencyOperations CentefEOC).

Hopefully you have already taken EOC 101 which gave you an
overview of the EOC. Now, we will present more specific
iInformation on the EOC Management.

This course will provide
A A brief review of the purpose and mission of the EOC

A Areviewofthdy it NP RdzOG A2y 2F (KS
Operating Procedures (SOP) which includes general
policies and procedures utilized by the EOC

A An indepth discussion of each of the positions in the EQC

Management




The information in this training comes from the Standard
Operating Procedures (SOP) of the EOC. If you have a copy
the SOP, you are encouraged to follow
along and read the SOP as we gi/e

| gAftt FTANRG 32 U0KNR(Z
SRR Introduction and then we will review the

ol EOC Management, and the positions in

that section. It is important that you
understand all the positions in your
section and their functions and
responsibilities.

Kootenai

Not everything in the SOP will be discussed in this training. We
encourage you read the Introduction and your position
description in its entirety.
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The Kootenai County
Emergency Operations
/| SYy GdSNXa
Standard Operating
Procedures (SOP)

ThePurposeof the SOP is to provide all EOC staff
A Standardized guidelines for the operation of the EOC
A Procedures for accomplishing tasks
A Explicit duties for eacposition

TheScopeof the SOP applies to all paid staff, agency partners,
and citizen volunteers working in or supporting the EOC
efforts.
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ThePURPOSE the
Kootenal County EOC

Thepurposels to establish a central locatio
to provide interagency coordination and

during a major emergency or disaster
Including. . .
A Coordination
A Communication
A Resource allocation and tracking
A Information collection, analysis
and dissemination
A Recovery

organizational support to incident response

L




The EOC serves as a central point for
the county emergency management
operations, and serves as the central
collection point to compile, analyze
and prepare situational information for
the Sheriff and Board of County
Commissioners along with other
decision makers.

The EOC will

A Provide 24nhour support, as required, to field incident
command operations

A Be the primary means of interaction between the incident
command(s) in the field and the Sheriff and Kootenai Coun

Board of County Commissioners to ensure the protection of

people, property and the environment from natural and
manmade disasters

A Ensure rapid stability of the emergency or disaster




TheMISSIOMNf the
Kootenal County EOC

Themissionis to provide
Interagency coordination and
decisionmaking for managing
disaster response and recovery.




During times when the EOC is activated, the EOC will

coordinate with field incident command and other agencies

and organizations to:

1. Acquire, allocate and track resources

2. Serve as a conduit to manage and disseminate informati

3. Provide legal and financial support; and

4. Provide liaison with all incident commanders and other
jurisdictions.

on
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. The Office of Emergency Management
200 (OEM) uses aActivity Phasescale to
communicate changes in emergency
management activity in the EOC.

These Activity Phases are intended to reflect the response
activity phases as opposed to the ongoing recovery of an
emergency or disaster. Any change in Activity Phase will be
determined during the EOC operational period planning cyc|e.
Regardless of the Activity Phase, upon closure of the incidel\ut
period, there will be a transition of EOC activities to the OE




Activity Phases of the Office of Emergency
Management and EOC

On the following slides, we will review the different Activity
Phases of the Office of Emergency Management and how at
when the EOC is activated.

NORMAL ACTIVITY:

A All OEM staff are working on their déy-day activities.

A There is no extraordinary activity countywide.

A The threat level is low with little or no commitment of coun
resources.

A The OEM staff is conducting business as usual.

d
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ACTIVITY LEVE[Monitoring Status)

A Anincident has taken place and the OENtector and staff
are working on monitoring the situation and assisting as

requested.

A The Sheriff, County Commissioners and emergency
personnel have been advised about the situation.

A A field liaison may be appointed to provide-scene
reporting and assist with communication.

A A potential exists for aountydisasteremergency

declaration
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ACTIVITY LEVEELLDcal Emergency/ Disaster
(Partial Activation)

A Anincidenthasoccurredrequiringthe EOQo be activatedin
a limited capacity Onlythe core EOGstaff is usuallyactivated
at thistime.

A TheDirectorof the OEMor designeehasassumedhe role of
the EOQManager

A Acounty disasteremergencydeclarationexists

A Thereis anincreasen communicationbetweenthe state and
localgovernment

A The planningprocesshas been initiated, situational reports
are generatedandanoperationalperiod hasbeendesignated

| R}
L NI
w1, S 4 R R S

K P
«:mﬂll'ﬂ\ i -

13




Activity Phase Thredlajor Disaster

(Full Activation)
EOC Continues Operations beyond County Capability

AlYy AYOARSY(O KFa 200dzZNNBR
ability to effectively respond without external assistance.

AThe full staff of the EOC has been activated with a possible
24/7 staffing schedule.

AThe county is requesting assistance from the state

government and other jurisdictions via mutual aid agreements.

AA state disaster declaration may be in place or in process

Please take a moment and review the charts in the SOP for examples of
Indicators or triggers that result in activation at specific phases of the eve

nt

along with the activities that the EOC may be conducting during each phfse

of activation.

14




The EOC can be activated at any Phase. If there is a major incident, the
activation may immediately be a Phase Three activation without the neec
proceeding through Phase One and Phase Two.

Likewise, the EOC can increase or decrease dependent upon the incider
the incident gets worse and more support is needed for the Incident
Command in the field, more staffing can be added to the EOC. Or, if the
event is winding down, staffing and positions can be eliminated slowly to
allow for transition back to the OEM.

As you learned in EOC 101, the Incident Command System (ICS) provide

the organizational structure of the EOC which is modular in its design anc
capable of increasing or decreasing based upon the incident.

15
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The EOC Location and Layout

The EOC is located in the basement of the Kootenai County
[KSNATFQa hFTFFAOSOD L2y | Ol
room from a general meeting room to an EOC with specific
sections and seating positions for staff.

The following slide shows the layout of the EOC and the
position of your assigned seat. This chart is also in the SOP

you should be familiar with your assigned seating position and

who the other Management staff are who will be working with
you. Some positions have assigned phones, thus another
reason why you must sit in the position assigned.

16




EOC Full Set-Up
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EOC Personnel
Qualifications and Basic Responsibilities

1. All EOC personnel will have a working
knowledge of the SOP.

All EOC personnel will be trained in and have a working
knowledge of their functional area within one year of appointment
to their EOC position.
Specific training requirements for each position are defindten
SOP as well as on the training chart in the Appendix.

All EOC personnel will have completed all required procedures,
necessary forms and have been issued an official EOC Staff Bad
to be an active, recognized EOC staff person.




4. Staffshouldnot selfreport to the EOGor anyother location

Jaff are notified of an activationthrough ALERTKootenai

The ServiceUnit Leaderor the PersonnelCoordinatorwill contact
the staff memberdirectlywith specificinstructionsasto whenand

whereto reportbasedonthe responsaivenin ALERTKootenal

Do not report unless you receive a personal call with specific instructions.

5. Upon activation and cabiut, all designated EOC personnel will
normally report to the Kootenai County EOC located in the
oFasSYSyid 2F GKS Y2204Sy I A [ 2dgy
However, other locations, including a backup EOC location, may
be advised at the time of call out

6. ! OO0Saa (2 GKS LINAYIFINEB 9h/ 0
0KS FTNRY(G 04a2dziKv R22NJ 2F K|S
down the interior steps to the EOC. g
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11.
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All staff should arrive with their official EOC Staff badge.
£t a0l ¥F Ydzad aAriay Ay | yR 2
reception desk and secondly in the EOC.

All EOC staff should receive a briefing from their superviber;
current EOC Action Plan and latest Situation Report are locate

Ay GKS {SOGA2Y Qlcatedy ¥2 KB G § 89

GFo6fS 2NJ St SOi0NZR Yy A O shduld be 2e¢d (
andreviewed.

All staff should read the SOP as it pertains to their position,
reviewing the tasks necessary to complete their job function.

Unlawful harassment, including sexual harassment, will not be
tolerated in the EOC and must be recognized and dealt with

promptly. EOC personnel who believe that they have been

unlawfully harassed in any manner should immediately report
such incidents to their EOC supervisor without fear of reprlsal
Confidentiality will be maintained to the greatest extent 7
permitted by the circumstances. -

d
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It is extremely important that all personnel observe strict
radio/telephone policies, procedures and discipline in the
use of all communication equipment. \

U
PERSONAL CELL PHOMBESause of the noise "‘
levelwithin the EOC, ipersonal celphone
communication is necessary, EOC staff are
Instructed to step outside to thevheelchair
accessible ramp or use the kitchen
EOC RADIO COMMUNICATION CENTHeR:
Communication Center is located in the OEM
Office and it is important to maintain quiet in
this areg avoid being in this area unless you
need to communicate witthe Commumcaﬂon ;
Unit Leadeor Message_Center. :

-
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Oh/ Qa |/ 2 Y Diiphn® (cantingey)

EOCPHONES

a. When answering an EOC telephone, the staff member
shall answer with the EOC Section Name, followed by
his/her name; for example: EOC Planning, this is Joe.

b. When leaving a phone assigned to your position for any
UAYS LISNA2Z2ZRIZ LX I OS UKS LIK]2

c. Voice mail messages for any extension in the section can
60S NBUNASOSR 060& dzaAy3d GKS

Note: Instructions on how to retrieve voice mail
messages are available in your Section
LYTF2NYIGA2Y al ydzZ-f 2NJ 2
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EOEmall

Email is an acceptable means of communication with others In
the EOC, those In the field, or partner agencies assisting in the
event. The following email addresses are for the section, not
Individuals or specific positions:

Command eoccmd@gmaitom
Finance eocfin@gmaitom
‘ Logistics eoclog@gmaitom
M Planning eocplan2@gmailcom
Publicinformation eocpi2@gmailcom

OperationsSupport eocop@gmailcom

All emails are consideredofficial documentationand must be
appropriatelysaved

23




Personal Computers and Thumb Drives

Personal computers may be utilized In
the EOC; however, no access is available
to the Internet or the County networks.
The EOC has sufficient computers for
most EOC staff during an activation.

If a personal computer is used, thumb drives are available
for obtaining copies of EOC forms and also for transferring
of work product duringhe activationto the EOC

Documentation Unit. EOC thumb drives may not be taken

out of the EOC. They are assigned through the Message

24
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EOC Substance Abuse and Smoking Policy

Y22USYIFA [/ 2dzy e Qa 5NHzZ CNBS
use, possession, manufacture, sale, purchase, transfer or
being under the influence of alcoholic beverages, illegal drugs
or other intoxicants at any time on County premises or while
on County business, including the primary and secondary
locations of the EOC or any other location assigned during
activation of the EOC.
All buildings on the Kooten&ounty
, { KSNRATTQa |/ ith¥EduzgencyA |y
ke fré Operations Centeor anylocationthat may
Smo be selected as aalternatelocation foran
EOC, are neeamoking.Pleasautilize
designated smoking areas.

25




Forms and Record Keeping

Events managed by the EOC rely heavily on the use of specific
forms to manage information and resources. A detailed list of
EOC forms is in the Table of Contents of the SOP and samplées
each form can be found in the Appendix.

Actual forms, most of which are pdf fillable arg
A f20FUSR 2y UKS 9h/ Q&

The EOC utilizes military tinoa all forms.
Clocks showing military time are available In
the EOC.

All paper, including notes, emails, and forms are part of the
officialdocumentation of the EOC and must be submitted to tf
9h/ Qa 5 2 O tntStyha énd df agh :

operational period.
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Coatsand Personal Property in the EOC

EOC Staff members are encouraged to limit

personal property being brought into the EOC.
The EOC is very crowded during a full activation
with limited space.

Coatsand other outerwear noheededduring an operational
period may be hung in theespectived S y RréshNdr. Please
do not leave any valuable property, including purses,
restroomareas ashese areas are nanhonitored.

Kootenai 2dzy i@ { KSNAFTFQa hFFAOS Aa |y
personal property.
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Mealsduring EOCActivation

Meals and snacks are provided during
operational periods for the EOC
personnel. If you have specific food
needs, please advise your supervisor
iImmediately upon arrival.

Additionally, a kitchen is located in the
EOC with a stove, microwave and
refrigerator if you wish to prepare your
own meal. Vending machines are also
available.




SubjectMatter Experts(SME)

There are times when the EOC Manager or
any Section Chief may request a SME to
provide expertise and knowledge about the
Incident in order to manage arto fully
comprehend the incident and the potential
results of the incident.

A SME may be requested through the Logistics
Section/Resource Unit.

Once the SME has been appointed and is working in the EO(
the SME will conform to the policies set forth for all staff of
the EOC.
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¢CKS tfFyyAy3a até t NepO

¢CKS tflyyAy3a até &1l 3
provide a simple, thorough process for
planning that could be utilized for both
smaller, shordterm incidents and events as
well as longer, more complex incidents.

The planning process may begin with the scheduling of a
planned event, the identification of a credible threat, or the
Initial response to an actual or impending incident. The
tfFYyYyAYy3a até LINPOYDBARSaE FT2N F;
required to operate the EOC and render an EOC Action P|
for each operational period.




ThePlanninga t -€continued

Thefollowing chart providesa basicEOCPlanninga t fer the

initial EOC operational period detailing actions necessary
during the Planninga t g@rocess and the continuing of the

processinto the Planningd h and subsequenteOCGoperational

periodsasthe eventproceeds

ThePlanningSectionis the most prominentin this process The
PlanningSectionChiefprovidesthe direction and leadershipat
most of the meetingsdescribedn the Planningd t ptocess

Pleasedake the time to reviewthe sectionon the Planninga t €
In the 9 h / SX3P,paying particular attention to the chart
showingthe breakdownof who is responsibleor the meetings,
who the participantsare andthe purposeand
hopefuloutcomeof eachmeeting
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ThePlanninga t -€continued
¢CKS tfFyyAy3a Gt ¢ LINPODARSE UF
time frame of events during an EOC operational period.
2 KAES GKS tflFyyAy3a até Yl e |
first, it iIs Important to understand the purpose of each of the
meetings, the information needed to conduct the meetings,
and the outcome expected.

A sample time line is included in the SOP for a twhiwar
operational period showing the tasks that need to be

completed in order to conclude with an EOC Action Plan for
the next operational period.

The Appendix to the SOP has suggested agendas for each |of
the meetings to assist the Planning Section Chief.




TheEOQOrganization

Thefollowing EOCorganizationakchart givesyou an overview
of the entire EOC A largerchartis availablein the Appendix
ofthe9 h / SOR

Please take a minute to examine either the following
organizationathartor the chartin the SORo understandthe
positionsof the EOCManagementwith relation to the total
EOrganization
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EOC Organizational Chart
10/2017
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The EOG®/lanagement

The EOCManagerand/or Deputy Manager(s),and aided by

the Assistantto the Manager,make up the EOCManagement
team and are the focal point of the EOC The EOCManager
and/or Deputy Manager(s)are responsiblefor the overall
activitiesand operationsof the EOCandreport directly to the

Boardof CountyCommissioner$o keepthem totally apprised
of the incidentandareresponsibleo the policygroup.
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ThePositionsof the EOGManagement

lllllllllllllllll

lllllllllllllllll

EOC MANAGER
DeputyeOCManager

Assistant to
Manager

Aswe revieweachposition,pleasereturn to this chartto
reviewthe positionwithin the EOQManagement




The EOC Manager

Responsibl¢éo the Policy Group
Appointed by the Board of County
Commissioners

Memberof EOC Command Staff

PrimaryResponsibilities

A Obtains authorization to activate the EOC and obtain
authorizeddaily spendingimits

A Managesthe EOCactivities to ensure all functions are
performedasplanned

A Providesinteragencycoordination and decisionmakingin
support of Incident Command for managing disaster
response :
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TheEO(Manager

PrimaryResponsibilities continued
Fullyor partially activatesthe EOCasneededto supportthe
AY OA RGufeimends
Implementspolicies,priorities, coordinationand support as
directedby the PolicyGroup
Advises the BOCC,when appropriate, on the need to
declarealocalemergencyor disaster
Maintainscontinuouscommunicationswith the Idaho Office
of EmergencyManagementthrough the local Area Field
Officer(AFO)
Appointsa Deputy EOQManagerwhen calledawayfrom the
EOC,or asneededfor spanof control
Coordinategequestsfor state and/or federalassistance
Maintainsliaisonwith adjoiningcounties,asneeded #°.-




Basic Skills:

40
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TheEOQManager- Continued

Must have an irdepth knowledge of the EOC organizat
and the EOC SOP

Ability to liaison with elected and appointed officials
Knowledge of disaster laws and regulations
Knowledge of state and federal response and recovery
programs

Disaster PIO experience

Leadership skills

Ability to prioritize critical tasks

Briefing skills

Effectivecommunicator, both oral and written
Ability todelegate

Ability to work under stress

Management experience

or



«M’f TheEOQVianager- Continued

How is the EOC Manager activated
The EOCManager is appointed by the Board of County
Commissionerand servesin the daily capacityof Director of
the Office of EmergencyManagement The Director of the
Officeof EmergencyManagementassumeghe responsibility
of EOCManagerwhen the EOQs activatedby the Boardof
CountyCommissioners

TrainingRequired
FEMAIS100, 1S200, ICS300, IC#00, 1IS700, 1IS701, IS702,
1IS703 1S775 G191, IS800, EOCLO], Position Specific
Training WebEOCFireManagementAssistancesrant £

41training




TheEOQManager- Continued

GeneralTaskgo be performed by the EOQManager
A Forfirst operationalperiod:

42

A Obtainsinitial briefing(s)from IncidentCommand

A Requestsactivationof the EOCfrom the Boardof County
Commissioners

A Activates appropriate Command and General staff
positions

A Ensures that all local, State and Federal agencies
Impacted by the incident have been notified of the EOC
activationviaemailnotification or other means

A Determinesstatus of disasterdeclarationand delegation
of authority

A Establishesparametersfor resource requests, mcludlng
spendingauthority of LogisticsSection F.*\




TheEOQManager- Continued

GeneralTaskdor first operational period ¢ Continued
A Coordinateswith the PIOfor the releaseof information
A Activatesthe EOQVianagementelephones

GeneralTaskdor all operational periods
A Completesthe Staff AssignmentListand TelephoneContact
Listassoonaspossibleandforwardsto the PlanningSection
A Ensuresvelfareand safetyof EO(ersonnel
A Recognizethe potential needto institute a FMAGrequest
A Assistghe LogisticsSection
A Bysecuringover limit authorizationsvhennecessary
A When resources are not available by submitting a
Requesfor Assistancéo the State

43




TheEOQManager- Continued

GeneralTaskdor all operational periods- continued

A Ensuresthat Commandand General Staff meetings are
efficientlyand properlyconducted

A Approvesand authorizesthe implementation of the EOC
ActionPlan

A Maintains a Staff Log that chronologicallydescribesyour
actionsand major eventsduringan operationalperiod.

A Assessesieed to perform damageassessmenin effected
area

A Utilizesthe Assistanto Managerto
A Serveasa scribeat meetingsandconferences
A Assist with completion of your Staff Log and other

requireddocumentation

A Monitor your voicemail and EOGmail

44




TheEOQManager- Continued

Specific end of operational period tasks for the EOC
Manager.
A Garnerinformation on concernsor ideason how to
improved S O (i dp&ratidd a
A Be sure and conveythis information to incomingEOC
Managerand/or DeputyManager
A Have staff complete After Action Review Surveyfor
eachoperationalperiod
A TheEOQManagermust alsocompletean After Action
ReviewSurvey
A Assistwith preparingthe EOCManagementtable for
the nextoperationalperiod
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Deputy EOC Manager

Responsibléo the PolicyGroup or EOC Manager
Appointed by the Board of County Commissioners

Member ofthe EOCommand Staff

Primary Responsibilities

A Perform all the duties, tasks and responsibility of the EOC
Managerin the absenceof the EOQManager

A Performall duties, tasksand responsibilitiesasassignedy the
EOCManager when working in_conjunction with the EOQC

Manager

A Must be appointedby the Sheriff
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Deputy EOC Managercontinued

Basic SkKills:
\  In-depth knowledge of EOC organization and EOC SOP
Knowledge of major tasks of the subordinate sections
Knowledge of disaster laws and regulations
Knowledge of state and federal response and recovery
programs
Leadership skills
Ability to manage consensus among different opinions|
Effectivecommunicator, both oral and written
Management experience

Ability to delegate

Analytical skills

Able to maintain strict confidentiality

> I > >
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Deputy EOC Manageyrcontinued

How is the DeputyfeOC Manager activated?

The Deputy EOCManagerwill be contactedby the EOCManager
personallyif the Deputyis neededto fill in for the EOQVianageror

will be servingin conjunctionwith the EOCManager If the OEM
Manageris not availableto serveasthe EOCManager,the OEM
Manager will advise a Deputy EOC Manager Thereafter, new

DeputyEOQManagersawill be contactedby the current DeputyEOC
Managerfor briefings

Training Required
FEMAS100, 18200,ICS300, ICS$400, 1S700, 1$701,1S702,
IS703, IS775 G191, 1S800, EOQO1, Position Specifiraining,
WebEOC, Fire Managemehssistance Grarttaining

48




Deputy EOC Managercontinued

General Tasks to be performed by Deputy EOC Manager

A If servingasthe Deputy EOCManagerin the absenceof the
OEMManager,perform all functionsandfulfill all dutiesof the
EOCManager as describedin the EOCStandard Operating
ProceduregSOP)

A If servingin conjunctionwith the EOCManager, be able to
fulfill and completetasksasrequestedby the EOQManager

A Maintain a Staff Log that chronologically describes your
actionsand majoreventsduringan operationalperiod.
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Assistant to Manager

Responsible to
EOC Manager/Deputy EOC Managerl

Primary Responsibilities

A Provide administrative support to the EOCManager/EOC
DeputyManager,asdirected

A Attend meetings/briefingsand provide written renditions of
notesof meetings

A Assist the EOC Manager/Deputy EOC Manager with
documentingthe activities of the EOCwhich may include
assistingvith maintainingtheir stafflogs
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Assistant to Manager continued

BasicSkKills:
A Effective organizational skills
A Ability to multitask
A Effectivecommunicator, both oral andritten
A Ability to work under stress
A Ableto maintain strictconfidentiality
A Attention to detail
A Computer skills

How Is theAssistant to Manager activated
A Initial activation by EO®anagerfor first operational
period
A Subsequenbperational perioddy Personnel

Coordinator
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- Assistant to Manager continued
Training Required

FEMA 1800, IS200, EOCL01,PositionSpecificTraining
WebEOC

General Task® be performedby the Assistant to Manager:

A Assist the EOC Manager and/or EOC Deputy Manager by
providing administrative support functions including

~ monitoring of EOC Command email and voice mall messz\:llfe:

A Assist with coordinating schedules, meetings and interviews
for the EOC Manager and/or the EOC Deplignager

A Document the activities of the EOC management which may
AYyOf dzRS FaaArxadAy3a gA0K YI AW
5SLJzié 9h/ alylF3aISNa {aF FF

A Maintain a Staff Log that chronologically describes your
actions and major events during an operational perioge==s,
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Assistant to Manager continued

Specificend of operational period tasks for the Assistantto
Manager

A If another person/shift is relieving you, thorougliyief
Incomingstaff of established procedures

A Advise EOC Manager or EOC Deputy Manageryobpen
actions whichmay need to be assigned @ther EOC

sections/staff
A Assist with preparing EOC Management table for the next

operational period
A Complete After Action Review Survey
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positions within the EOC Management. There are soime
tasks that all staff need to complete regardless of
\position.

r ‘\\ We have now reviewed the specific tasks for the

Tasksall staff should do when arriving at the EOC:
A Signin with the { K S NJ¥fieerrdat the EOC
A Obtainvestsignifyingyour EOCSectionor position
A Affix your nametag with first nameonlyto your vestwhereit

canbe easilyseen

Locateyour assignedseatingpositionat your Section

Check in with and obtaibriefing from supervisor

Begin your Staff Log with your arrival time

Read and Review

AYue2o RSAONALIIAZY FyR OF afp

A LatestEOC Situation Report

A CurrentEOC Action Plan
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TasksAll Staff shoulddo when leavingthe

EOCt the end of an operational period

Completeand closeout Staff Log

Briefincomingstaff replacing/ou

Complete an After Action Review Survey for the ending

operational period

A Be sure the Documentation Unit has all your notes, emdils
forms, documents, etc. and if you have utilized an EOC
thumb drive that you have returnedhat to the
Documentation Unit

A Assist with preparing your Section Table for the next

operational period

Return vest to the back of chair R

Sigrout at9 h/ Yy R 0 KNRdzZaAK { Q5

> > >

> >
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When you are
demobilized

A Complete all Staff Logs

A Make sure all messages, emails, notes, etc. are forwarded tc
the Documentation Unit

A Return your work area to initial condition

A Advise your supervisor of any open actions
They either must take care of it or assign it to another EOC section/staff

A Complete the After Action Review Survey
A Return all equipment assigned to you, including vest
A{ATYy 2dzi AY 9h/ | & ¢St
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* See next slide for more information
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Resourced\vailableto Section

EachSectionhas resourcesavailableto the
staff members Some of the resources
avalilablefor the EOOQManagementare:

On Section Table In EOGStorage Cabinet
SectioninformationBook EOC SOP
Staff LogBooks Kootenai County Emergency
EOC Staff Call Out List Operations Plan
Phone Books Kootenai County Evacuation &
Maps Reception Plan
Office Supplies
Telephones




", TheSectioninformation Book

=

This book contains information about the
event, EOCprocedures and even a list of
contacts this section may need This book
Includestabsfor the followingsubjects

Situation Report
EOC Action Plan ,g”ofe W,
Incident Command Action P|&’ﬂg %[ W,

b0 S 0.
CaltOut List oty Pty 80@%,;’%,,
o, o,
EOC Phone List © ’7@%20%%
- . C,,
StaffAssignment List 0~ °

Howto Save Documents
How to Find EOC Forms
WebEOC
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Staff LogBooks

Eachpositionhasits own LogBookthat remainsat their location
throughoutthe EOCactivation A new staff membercomingin to
fill the same position should read the previousstaff Y S Y 6 S
entries to acquaintthemselveswith the eventsof the previous

operationalperiodfor that position.
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FORMS, FORMS, FORM$

W The EOC has lots of forms

Duringour discussionywe havementionedseveralforms that
either need to be completed, read, or utilized in order to
completethe assignedasks Copiesof all of the EOClorms
are in the Appendix of the EOCSOP Theseare copies
reducedin sizefor review only. The actual form, most of
them are availablein electronicfillable, saveablgformat, can
be found on the 9 h / R drive. Any form can also be
printed for manualcompletion
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Thefollowing forms may be usedin the EOCManagementand
the EOCManagementstaff member should be familiar with
them.

Action Plan

The EOCAction Plan is prepared by the outgoing Planning
Sectionto provide guidancefor the incoming staff with the
objectivesand strategiesof the EOCor the current operational
period.

After Action Review Survey
Tobe completed by all staff, after each shift or at tkenclusion
of the event to provide insight to theperationof the EOC

Briefing Agenda, Initial Sizelp or General Briefing
A suggestediormat for use by the EOCManageror others for
the first sizeup briefingor for other briefings :
%§maybe necessary




Checkin/CheckOut Log
All staff and/or visitorsn the EOC must sign in and sign out
EACH time they enter or leave the EOC

DemobilizationCheckout

Finalcheckout upon demobilizationto be signedby all chiefs
and branchdirectorsfor their respectiveunits after completion
of requirementsof the DemobilizatiorPlan

DemobilizationPlan

Generalformat for DemobilizationPlan listing responsibilities,
priorities, and proceduresfor demobilizationto be approvedby
all SectionChiefsand EOQManager

Employee/Venhicld_og
To be used by any EOC staff usifigpuntyvenhicle during
activation.
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Financial Report Detailed
A suggested format for providing the EOC Manager with an up
to-the minute detailed financial report of estimated and actual
expenditures

Fire Management Assistance Declaration Request, FEMA
A FEMA form to be completed during the event to request Fire
ManagementAssistance Funding.

Message Forng General
Used for messages, reminders, etc. between EOC staff in order
to make a record of the information, including time and date.
(Printed with duplicate copies or available electronically.)

Memorandum of Understanding (Kootenai County)

A template to be used by the Finance Section, Procurement

Coordinator for preparing a new Memorandum of =
- Understanding.




Mileage, Meals, and Other Expenses
Record for requested reimbursement abpprovedpersonal
vehiclemileage, meals and other expenses

Mission Request

A form used to request assistance from Kootenai County
Departments

Objectives

Suggested format to list objectives determined by Objectives
Meeting.

Project Agreement, Local

An agreement between another agency/municipality that
specifies the requested assistance and the cost share allocatipn
between Kootenai County and the other party
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Program Agreement State

An agreement between Kootenai County and the State
specifying the assistance needed and the cost share allocation
between the State and the County

Resource/SupphfRequest

The request form to be utilized BAL_Lwho requestequipment,
assets, personnel, material, etc. through the
LogisticsSection, Resourddnit.

Section Status Report

Required to be completed by each Section Chief in a timely
manner to assist Situation Branch in development of Situation
Report and provide Personnel Unit with requested personnel
for next operational period.

Situation Report
A report prepared by the Planning Section giving
s current incident information and the EOC status. §__/




Staff Assignment List

Information submitted by all Section Chiefs and forwarded to
the Planning Section for completion of the EOC Staff
Assignment List which lists all EOC staff members and their
position within the EOC organizational structure.

Staff Log

To be completed by all staff, including EOC Managers and
Deputy Managers, chronologically describing the primary
actions taken during an operational period.

Telephone Contact List

A listing of all EOC staff with their respective position,
telephone number and email address, prepared for each
operational period by the Planning Section from information
provided by Section Chiefs. *
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There is also a Glossary of important terms
Ay GKS 'LIWISYRAE 27
with a list of acronyms. Following, however,
are some terms a staff member of the EOC
Management should be familiar with.

Action Plan (EOC): Contains objectives reflecting the overall EOC
strategy to support the Incident Command and specific and

supporting information for the next operational period. The Plan

may be oral or written. When written, the Plan may have a number

of forms as attachments (e.g., safety plan, communications plan,

map, etc.).

Agency: An agency is a division of government with a specific

function or a non -governmental organization (e.g., private
contractor, business, etc.) that offers a particular kind of assistance.
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Agency Representative: An individual assigned to the EOC from an
assisting or cooperating agency who has been delegated authority

to make decisions on matters affecting that agency's

participation. Agency Representatives report to the EOC Service
Unit Leader.

Allocated Resources: Resources dispatched to an incident by the
EOC at the request of Incident Command.

Area Command: An organization established to: 1) oversee the
management of multiple incidents that are each being handled by
an Incident Command System organization; or 2) to oversee the
management of a very large incident that has multiple Incident
Management Teams assigned to it. Area Command has the
responsibility to set overall strategy and priorities, allocate critical
resources based on priorities, ensure that incidents are properly
managed, and ensure that objectives are met and strategies
followed .

Assigned Resources: Resources checked in and assigned b y the
EOC.
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Chain of Command: A series of management positions in order of
authority.

Chief: The ICS title for individuals responsible for functional Sections
(e.g., Planning, Logistics, and Finance).

Command Staff: The Command Staff consists of the, Safety Officer,
Legal Services Officers and EOC Field Liaison Officer. They report
directly to the EOC Manager. They may have an Assistant or

Assistants, as needed.

Cooperating Agency: An agency supplying assistance other than
direct tactical or support functions or resources to the EOC (e.g.,
Red Cross, etc .).

Cost Sharing Agreements: Agreements between agencies or
jurisdictions to share designated costs related to the
incident.

Documentation Unit: Unit within the Planning Section responsible for
collecting, recording, and safeguarding all documents relevant to the
incident.
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Emergency Management Manager: The individual that has coordination
responsibility for jurisdictional emergency management.

Emergency Operations Center (EOC): A pre -designated facility
established by an agency or jurisdiction to coordinate the overall
agency or jurisdictional response and support to an emergency.

Emergency Operations Plan: The plan that each jurisdiction has and
maintains for responding to appropriate hazards.

Finance Section: The Section responsible for all incident costs and
financial considerations. Includes the Time Unit, Procurement Unit,
and Cost Unit

General Staff: The group of incident management personnel reporting
to the EOC Manager. They may have one or more Deputies, as
needed. The General Staff consists of the Planning Section Chief,
Logistics Section Chief , Finance Section Chief, Public Information
Officer and the Operations Support Section Chief.
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Incident Action Plan, Incident Command (IAP): Contains objectives
reflecting the overall incident strategy and specific tactical actions

and supporting information for the next operational period. The Plan
may be oral or written. When written, the Plan may have a number

of forms as attachments (e.g., traffic plan, safety plan,
communications plan, map, etc.).

Incident Commander (IC): The individual responsible for overall
management of the incident

Incident Command Post (ICP): The location at which the primary
command functions are executed. The ICP may be co -located with
the incident base or other incident facilities.

Incident Command System (ICS): A standardized on -scene emergency
management concept specifically designed to allow its user(s) to adopt

an integrated organizational structure equal to the complexity and

demands of single or multiple incidents, without being hindered by
jurisdictional boundaries.

Initial Action: The actions taken by resources which are the first to
arrive at an incident
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Jurisdiction: The range or sphere of authority. Public agencies have
jurisdiction at an incident related to their legal responsibilities and
authority for incident mitigation. Jurisdictional authority at an incident
can be political/geographical (e.g., city, county, state , or federal
boundary lines) or functional (e.g., police department, health
department, etc.).

Just-in-Time Training (JIT): Training provided by the Section Chief or
Unit Leader to any personnel within the section who have not
received position specific training for the position they are assuming .

Message Center . The Message Center is part of the Service Unit of
the Logistics Section . It is responsible for receiving and distribution
of all incoming general communications for the EOC or OEM during
activation .

Mutual Aid Agreement. Written agreement between agencies and/or
jurisdictions in which they agree to assist one another upon request,
by furnishing personnel and/or equipment .

Objectives: Statements of guidance and direction necessary for the
selection of appropriate strategy( ies) by the EOC in order to support
the Incident Command . TR
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7 Operational Period: The period of time scheduled for
execution of a given set of operation actions as specified in
the EOC Action Plan. Operational Periods can be of various lengths,
although usually not more than 12 hours .

Planning Meeting: A meeting held as needed throughout the duration
of an EOC activation, to select specific strategies and tactics for EOC
operations, services and support planning . The Planning Meeting is a
major element in the development of the EOC Action Plan.

Resources: Personnel, supplies, facilities, and equipment available,

or potentially available, for assignment to the EOC or as requested
by the Incident Command .

Strategy:. The general plan or direction selected to accomplish EOC
objectives .

Supply Unit: Unit within the Resource Unit of the Logistics Section

responsible for ordering equipment, supplies and personnel (not
EOC staff) .
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Unified Command: In ICS, Unified Command is a unified team effort

which allows all agencies with responsibility for the incident, either
geographical or functional, to assign an Incident Commander to the

Unified Command. The Incident Commanders in the Unified

Command establish a common set of incident objectives and

strategies. This type of command structure is accomplished without

losing or giving up agency authority, responsibility, or accountability.
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Youare now readyto take the knowledgetest for
EOQManagement Thetestisin pdf format which
you cancompleteelectronically Besureand save
a copy of your test to your computer or thumb
| drive andthen emailthe test to kcoem@kcgaus
asanattachmentto youremail

Or you may mail the test directly to the OEM office at
P. O. Box 9000

/| 2SdzNJ RBREIEH08 S L 5
You will be advised if you have missed gogstions and an

explanation of those you missed.

The original certificate for completion 8OC Management
Training wilfollow byUSmail and a copy of the certificate WI||
be placed in youtraining file. N
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