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Tab 1:  Initial Tasks

EOC Manager 
1.
If the Operations Chief has not yet arrived at the EOC, start the Checklist for activating the EOC (go to the first page of  Annex A, Direction and Control, in the All-Hazard Emergency Operations Plan (EOP)).  

Otherwise, delegate Annex A, Direction and Control Checklist to the Operations Chief and prepare to brief the Chief Executive Official on the emergency situation.

2.
Write in recommendations on the following three forms (on the next three pages), if needed, and insert them into the Initial Tasks Tab of the Chief Executive Official Binder: 

a.
Objectives for Emergency Operations

b.
Priorities for Emergency Operations

c.
Decisions Needed

3.
As the primary quality control officer, walk around the EOC and enforce EOC procedures.

Chief Executive Official's

Objectives for Emergency Operations:

As of ___________________________ (Date/Time)

Instructions:

Objectives for Emergency Operations provide focus for response activities and coordination of support in the EOC. 

The level of Objectives are jurisdiction wide in scope and are related to the four emergency phases: 1) Life Safety, 2) Incident Stabilization, 3) Property Conservation including environmental concerns, and 4) Recovery.  

Typical jurisdiction wide objectives that the Policy Group must set or approve may include evacuations, curfews, policies affecting responder operations and restoring infrastructure such as power, roads, and air transportation, and others.

Inform the EOC Coordinator of any changes to the Objectives below.
	
	

	
	

	
	

	
	

	
	


Chief Executive Official's

Priorities for Emergency Operations:

As of ___________________________ (Date/Time)
Instructions:

List the jurisdiction wide Priorities below after completing the Objectives for Emergency Operations.  

Priorities for Emergency Operations provide specific guidance to the EOC for accomplishing the Objectives for Emergency Operations.

The level of Priorities are jurisdiction wide in scope and are related to the four emergency phases: 1) Life Safety, 2) Incident Stabilization, 3) Property Conservation including environmental concerns, and 4) Recovery. 

Rank each Priority by number in the left column: 1 for the highest priority, 2 for the second highest, etc.  

Inform the EOC Coordinator of any changes to the Priorities below.
	
	

	
	

	
	

	
	

	
	


Chief Executive Official
Decisions Needed:

As of ___________________________ (Date/Time)
Instructions:

The following represent the Decisions that the EOC needs to coordinate support for response operations.

The level of Decisions needed are jurisdiction wide in scope and are related to the four emergency phases: 1) Life Safety, 2) Incident Stabilization, 3) Property Conservation including environmental concerns, and 4) Recovery.  

The EOC Coordinator may have already made recommendations below based on the known situation.  

Typical decisions that the Policy Group must make or approve may include emergency declarations, critical public announcements and evacuations, curfews, policies affecting responder operations, and others.
	Situation
	Decision Needed
	Decision

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


3.
Meet with the Operations Chief and begin to outline a Plan of Action (Next page) for the jurisdiction. 

Plan of Action

	
	Operational Period
	Operational Period
	Operational Period

	Date & Time Frame
	
	
	

	Phase*
	
	
	

	Objectives
	
	
	

	Tasked 

Organizations
	
	
	

	Assignments to Accomplish the Objectives

(Strategies, Tactics, & Resources to be Used)
	
	
	

	Coordinating Instructions: 

(when, timing)
	
	
	

	Supporting Attachments:
	
	
	

	Situation Map
	
	
	

	Communications Plan
	
	
	

	
	
	
	

	
	
	
	


* 1) Life Safety, 2) Incident Stabilization, 3) Property Conservation, 4) Recovery

Tab 2:  Responsibilities

EOC Manager 

Reports to: The Chief Executive Official or Representative

Place of Duty:  Anywhere in the EOC Facility

General Responsibilities: Primary interface between the EOC facility and elected officials. Supervise all EOC activities including coordination of response and recovery through the Operations Chief. Coordinate flow of information, internal and external communications, command and control, and physical operation of the EOC.

Specific Responsibilities: 

1.
Help the Chief Executive Official or Representative set overall objectives and priorities, and then communicate the results to the EOC staff by defining tactical objectives and response coordination priorities.

2.
In collaboration with the Chief Executive Official or Representative, Operations Chief, or function coordinators:

a.
Analyze the situation

b.
Determine the EOC level of activation.

3.
Enforce EOC procedures.

Tab 3:  EOC Overview

Purpose of the EOC

1.
To develop and maintain awareness of the emergency situation for the Chief Executive Official or Representative.  The EOC must receive, analyze and display information about the emergency that enables Chief Executive Official or Representative to 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.

Operations Room's Role

The Operations Room plays a central role in the EOC.  The EOC Manager supervises the Operations Room through the Operations Chief who in turn directs the EOC Staff Function Coordinators and other staff.

All responsibilities within the EOC are important.  However, the Operations Room is key to centralized coordination.  

Emergency Operations Room Layout & Displays
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	Display No.
	Display Title 
	Display Size
	Display Responsibility

	
	
	Width 

(Inches)
	Height 

(Inches)
	

	1
	EOC Organization-Shifts A, B
	24
	36
	Reception

	2
	Major Events List
	24
	36
	Operations Chief

	3
	Situation Map
	36
	36
	Operations Chief

	4
	Priorities (EOC) 
	24
	36
	EOC Manager

	5
	Deaths, Injuries, Damage
	24
	36
	Operations Chief

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

	7
	Resources: EOC Staging Area
	36
	24
	Operations Chief

	8
	Cost Estimate
	24
	36
	Finance Chief

	9
	Infrastructure Lifelines Status 
	24
	36
	Public Works 

	10
	Sheltering
	24
	36
	Mass Care

	11
	Support Resources Status
	36
	24
	Transportation & Resources

	12
	Evacuations
	24
	36
	Law Enforcement or Evacuation

	13
	Road Closures 
	24
	36
	Law Enforcement

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

	15
	Search and Rescue 
	24
	36
	Fire & Rescue

	16
	(Spare)
	24
	36
	

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

	18
	Medical Patient Status
	24
	36
	Health & Medical

	19
	Warnings Issued 
	24
	36
	Warning

	20
	Weather
	24
	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 for your EOC staff position.  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

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Tab 7:  Message Form System

Message System Responsibilities Chart
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Responsibilities

 

Switchboard Operator

 

1. Trans

fer Call to EOC staff according to Staff Directory

 

EOC Staff 

 

1. Write new message form

 

2. Notify those concerned

 

3. Send message to Operations, if warranted

 

4. File message copy in binder 

 

5. Update display, if needed

 

6. Mark "Display Updated" on message

 copy

 

Operations Chief

 

1. Review message content

 

2. Assign Incident Name /Location, if needed

 

3. Brief coordinators, if needed

 

4. Return form to Deputy Opns Chief

 

Deputy Operations Chief

 

1. Original to Message Log Binder

 

2. Match Incident Name /Location 

on message, if 

appropriate

 

3. Copy to For Display BOX, if needed

 

4. Discard duplicate copies

 

(OPTIONAL EOC STAFF POSITIONS)

 

Message Center

 

1. Transfer Call

 

2. or Write new message form, if needed

 

3. or Deliver message, if very urgent

 

4. Place message in 

OUT BOX

 

Scribes for Operations

 

1. Obtain message copy from "For Display BOX," if any

 

2. Update Opns Displays, if needed

 

3. Mark "Display Updated" on message copy 

 

4. File copy in Messages Displayed Binder 

 

Runners

 

1. Analyze & route messages from Message

 Center OUT 

BOX to EOC Staff members

 

2. Assign Message Priority 
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Tab 8:  Message Form File Copies

Place Message Form copies in this Tab in chronological order.

Runner
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