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Tab 1:  Initial Tasks

EOC Reception 

1.
Check-in with the EOC Manager. 

2.
Ensure your name is listed on the current EOC Organization Chart display for Shift A, B or C.

3.
Read the remainder of this 3-ring binder and Set up a table and chair near the EOC entrance for Sign In/Out of EOC staff.

4.
Start a Log which chronologically describes your actions during your shift.

5.
Find or assemble the EOC Sign In/Out LOG Binder.

6.
Get Sign In/Out supplies from storage (signage, Sign In/Out sheets, pens, master list of assignments for EOC.

7.
Proceed to your assigned EOC position and set up your area.

8.
Place “Check In” sign in a visible location that controls access to the EOC.

Check-in Procedure:

Clearly print the “name” of each arriving  person, their “department” and the “time” they arrived next to their assigned position in the appropriate section. If they do not know their assignment, refer to the master list of assignments. If they do not appear on the master list of assignments, fill in their name in the appropriate section in the blanks provided.

1)
Remind them to write their name in the appropriate box for their Shift on the EOC Organization Chart. 

2)
Print their Name and EOC Positon title on a self-stick name tag.

3)
Remind them to put on their vest, if assigned.

4)
Have them plug in their phone, first.

5)
Have them pick up the supplies and equipment for their EOC position from the storage area.

6)
Have them set up the tables and chairs for their SECTION.

7)
Continue checking people in and giving them instruction until a representative from ________________ arrives to take over.

Tab 2:  Responsibilities

EOC Reception

Reports to:  EOC Security.

Place of Duty:  Entry to EOC
General Responsibilities:  Assist in preventing unauthorized persons from entering the EOC.

Specific Responsibilities:

1.
Ensure that each Visitor who wants access to the EOC wears a Visitor Badge.

2.
Log each person in who will work in the EOC. 

3.
Write the person's name and assigned position on a self-stick name tag.

4.
Check Display Responsibility table, Tab 3.

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 (Description)
	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
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Tab 4:  EOC Organization Chart
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Tab 5:  EOC Administrative Notes

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:

Smoking: Smoking is allowed outside the EOC building, only.

Rest Rooms: Location

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.  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

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


� LINK Excel.Sheet.8 "C:\\Documents and Settings\\Shelly Volk\\My Documents\\EOC System with training\\Displays\\Org Chart.xls" Sheet1!R2C2:R49C9 \a \p ���





� LINK Word.Document.8 "C:\\Documents and Settings\\Shelly Volk\\My Documents\\EOC System with training\\Displays\\Displays-Layout.DOC" OLE_LINK2 \a \p ���





� LINK Word.Document.8 "C:\\Documents and Settings\\Shelly Volk\\My Documents\\EOC System with training\\Displays\\Displays-Layout.DOC" OLE_LINK6 \a \p ���
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