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Tab 1:  Initial Tasks

The EOC Manager needs the Chief Executive Official's or Representative's decision on the following worksheets as soon as possible: 

1)  Decisions Needed


2)  Jurisdiction Objectives
 

3)  Jurisdiction Priorities 

The EOC Manager will provide a worksheet for each with recommendations.

Writing these worksheets out will reduce confusion and help guide the EOC in coordinating jurisdiction resources.  The EOC Manager will use the Decisions, Objectives and Priorities to plan and coordinate resources.

Objectives and Priorities should be broad, reflecting the jurisdiction-wide effort.  The EOC Manager can clarify what is needed.

The Chief Executive Official will communicate any changes to the Objectives and Priorities to the EOC Manager who will, in turn, interpret and post them for the EOC staff.

Tab 2:  Responsibilities

Chief Executive Official or Representative

General Responsibilities: On behalf of the highest elected official of the jurisdiction, ensure that necessary and appropriate actions are taken to protect people and property from the consequences of emergencies or disasters.

Specific Responsibilities:

1.
Consider the advice of the EOC Manager and make decisions that are jurisdiction-wide in scope.

2. 
Write out broad jurisdiction Objectives to protect people and property from the consequences of emergencies or disasters and then communicate them to the EOC Manager.

3.
Write out broad jurisdiction Priorities for necessary and appropriate actions and communicate them to the EOC Manager.

4.
Issue appropriate emergency or disaster declarations on behalf of the highest elected official of the affected jurisdiction.

5. 
Through the EOC Manager, direct the EOC in centralizing the coordination of jurisdiction resources.

Interaction:

1.
Supervise the EOC Manager.

Tab 3:  Overview

Purpose of the EOC

1.
To develop and maintain awareness of the emergency situation for the Chief Executive Official or Representative.  The  EOC helps the Chief Executive Official understand the emergency situation for making decisions and setting the jurisdiction's overall objectives and priorities for dealing with emergencies or disasters.

The EOC must receive, analyze and display information about the emergency that enables the Chief Executive Official make decisions.  The EOC demonstrates this by displaying information, data and needs in the EOC.

2.
To centralize coordination of emergency resources.  The EOC must find, prioritize, assign and track critical emergency resources.  The EOC demonstrates this by displaying information about completed coordination.

Status Reports

Current information on the emergency or disaster situation is displayed on the walls of the EOC operations room.  

The wall displays are continually updated to reflect the current situation.

Additional information is available through the EOC Manager (See Relationship to EOC, below).

Relationship to EOC

Access to the EOC operations room must be strictly controlled, so that EOC operations staff members can stay focused on the EOC's purpose which is display situation status and to coordinate resources.

Before talking with anyone in the EOC operations room, see the EOC Manager, first.  The EOC Manager will direct you to the appropriate staff.  

When visiting the EOC operations room refrain from talking to the EOC staff, especially those in communications.  * Interruptions can cause delays or even result in the loss of information critical to saving lives and property.
EOC Room Layout, Displays & Responsibilities
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	Display No.
	Display Title 
	Display Size 

(W x H inches)
	Display Responsibility

	1
	EOC Organization-Shifts A, B
	24 x 36
	Chief

	2
	Major Events List
	24 x 36
	Operations Chief

	3
	Situation Map
	36 x 36
	Operations Chief

	4
	Priorities (EOC) 
	24 x 36
	Operations Chief

	5
	Deaths, Injuries, Damage
	24 x 36
	Operations Chief

	6
	Police & Fire (Essential Facilities)
	24 x 36
	Operations Chief

	7
	Resources: EOC Staging Area
	36 x 24
	Operations Chief

	8
	Cost Estimate
	24 x 36
	Finance Chief

	9
	Infrastructure Lifelines Status 
	24 x 36
	Public Works 

	10
	Sheltering
	24 x 36
	Mass Care

	11
	Support Resources Status
	36 x 24
	Transportation & Resources

	12
	Evacuations
	24 x 36
	Law Enforcement or Evacuation

	13
	Road Closures 
	24 x 36
	Law Enforcement

	14
	Responder Resources Status
	36 x 24
	Fire, Law Enf, EMS, PW

	15
	Search and Rescue 
	24 x 36
	Fire & Rescue

	16
	(Spare)
	24 x 36
	

	17
	Hospitals Status (Essential Facilities)
	24 x 36
	Health & Medical

	18
	Medical Patient Status
	24 x 36
	Health & Medical

	19
	Warnings Issued 
	24 x 36
	Warning

	20
	Weather
	24 x 36
	Operations Chief


Tab 4:  EOC Organization Chart
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Tab 5:  EOC Administrative Notes

(Policies for the EOC Facility and Staff)

1.  If you must leave your station for any reason, make sure that someone answers calls to your station.

2.  Keep your voice low unless you're talking to resources on the telephone.
EOC Facilities:

Food & Beverages: Use care, avoid spills.

Break Areas: Food in hallway and rooms across hall
Smoking: Smoking is allowed outside the EOC building, only.

Rest Rooms: Men and Women located across hallway

Sleeping Areas: In designated area, only.

EOC Staff Shifts: Check the EOC Shift Schedule. You may not leave your shift without permission from the EOC Manager.

Visitors: None are allowed. 

Personal Communications with Family & Friends: if you must make personal phone calls, make them quickly.  To receive personal Phone goals, give the following telephone number, 704-866-3350.  The EOC Receptionist will take incoming personal messages for you. The EOC Receptionist may also use a Bulletin Board to Post incoming messages during busy times.

EOC Receptionist: check in and out with the EOC Receptionist if you must leave the EOC area for any reason.

All Other Areas: Ask the EOC Manager.

Tab 6:  Log

Log of Actions Taken 

Instructions 
Type or hand write legibly.  Print block letters, if necessary.

List all key actions or events.  Information should include WHO, WHAT, WHEN (Time), WHERE and sometimes HOW and WHY, when appropriate.

Purpose of a Log:  A Log of your actions or significant events is the primary way to update your replacement.  Also, the Log may serve as an important document for reconstructing events or costs.

Type or Write in a Log Entry #, in numerical order, for each separate entry.

Print Page when a form is full or Remove enough blank forms for easy access when handwriting.

Form on Next Page
Log of Actions Taken

(Instructions on Previous Page)

	Log Entry #
	Local Time
	Date
	Action Taken
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