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INTRODUCTION
The overall objective of emergency management is to ensure the effective management of response forces and
resources in preparing for and responding to situations associated with natural disasters, technological incidents
and national security emergencies. To carry out its responsibilities, Butte County OEM will follow established
emergency management procedures for the direction and control of the disaster event.
Purpose
This Direction and Control Annex establishes policies and procedures and assigns responsibilities to ensure the
effective management of emergency operations under the Standardized Emergency Management System
(SEMS). It provides information on the Butte County Emergency Management structure and how the emergency
management team is activated.
EMERGENCY MANAGEMENT ORGANIZATION
Butte County operates under the Standardized Emergency Management System (SEMS) and the National
Incident Management System (NIMS). The Butte County Emergency Management Organization (including
emergency response and recovery) will be directed by the Chair of the Board of Supervisors who serves as the
Director of Emergency Management/EOC Director. The Director of Emergency Management is responsible to
the Board of Supervisors per Chapter No.8 of the Butte County Code. While serving as the Director of
Emergency Management during an actual emergency/disaster, this position will be referred to as the EOC
Director (Management Section).
The Director of Emergency Management/EOC Director is supported by the Emergency Management
Organization and has overall responsibility for:
•

Organizing, staffing and operating the Emergency Operations Center (EOC).

•

Operating communications and warning systems.

•

Providing information and guidance to the public.

•

Maintaining information on the status of resources, services, and operations.

•

Directing overall operations.

•

Obtaining support for the Butte County Operational Area and providing support to other jurisdictions as
required.

•

Identifying and analyzing potential hazards and recommending appropriate countermeasures.

•

Collecting, evaluating and disseminating damage assessment and other essential information.

Operational Area
An operational area is used by the county and the political subdivisions within for the coordination of
emergency activities and to serve as a link in the system of communications and coordination between the
state's emergency operation center and the operation centers of the political subdivisions comprising the
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operational area. When activated, the county/OA EOC will establish contact with all local government
jurisdictions, including incorporated cities, special districts, and major state agencies operating within the
Butte OA.
As the designated Operational Area coordinating agency, county government will work closely with all other
responding jurisdictions and agencies to:
•

Serve as the single focal point for the centralized coordination of priorities and resources and
information during a disaster or emergency affecting Butte County.

•

Serve as a communication link to the state for all cities within the Butte Operational Area.

•

Provide a facility (Emergency Operations Center) from which the county serves as the
Operational Area.

•

Coordinate the request for and prioritize the distribution of mutual aid resources received
through the state and other out-of-county jurisdictions.

If the Butte County Operational Area is activated, the Chair of the Board of Supervisors, designated by County
Ordinance, will function as the Operational Area Coordinator or appoint a designee and will have the overall
responsibility for coordinating and supporting emergency operations within the County. The Operational Area will
also be the focal point for information transfer and support requests by cities within the County. The Operational
Area Coordinator and supporting staff will constitute the Operational Area Emergency Management Staff. The
Operational Area Staff will submit all requests for support that cannot be obtained within the county, and other
relevant information, to Cal EMA Mutual Aid Region III.
Mutual Aid
Butte County is within Cal EMA Mutual Aid Region III and the Cal EMA Inland Administrative Region. The
primary mission of Inland Region's emergency management organization is to support Operational Area response
and recovery operations and to coordinate non-law and non-fire Mutual Aid Regional response and recovery
operations through the Regional EOC (REOC).
Refer to Sections 2.0 and 3.0 of the Butte County Emergency Operations Plan for detailed information on SEMS
concepts and components.
CONCEPT OF OPERATIONS
Field Incident Command
The Incident Command System (ICS) will be utilized by all county government departments to manage field
emergency response operations.
Tactical direction of the various incidents in the field remains in the field with the Incident Commander,
using ICS. Field Incident Commanders (IC) will have clear authority to command and tactically direct the
resources under their control.
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County departments will provide Incident Command for the following types of field responses:
Police
Crime Scenes

Fire
Fire Suppression

Public Health
Epidemics

Civil Disorder
Evacuations
Search & Rescue
Traffic Control
Coroner

HazMat
Urban S & R
Heavy Rescue
EMS

Medical Health

Public Works
County
Infrastructure
(water, roads, etc.)

Emergency Operations Center
"When a Local Government EOC is activated, communications and coordination shall be established
between the Incident Commander(s), any activated department operations center(s) (DOCs), and the EOC.
In the absence of a DOC, communication and coordination will be from the Incident Commander(s) to the
EOC." (CCR § 2407(2)(b))
Day-to-day operations are conducted from departments and agencies that are widely dispersed throughout
the County. An EOC is a location from which centralized emergency management can be performed
during a major emergency or disaster. This facilitates a coordinated response by the Director of Emergency
Management, Emergency Management Staff and representatives from organizations who are assigned
emergency management responsibilities. The level of EOC staffing will vary with the specific emergency
situation.
An EOC provides a central location of authority and information, and allows for face-to-face coordination
among personnel who must make emergency decisions. The following functions are performed in the
Butte County Operational Area EOC:
•

Managing and coordinating emergency operations.

•

Receiving and disseminating warning information.

•

Developing emergency policies and procedures.

•

Collecting intelligence from, and disseminating information to, the various EOC representatives,
and, as appropriate, to City, County and State agencies, military, and federal agencies.

•

Preparing intelligence/information summaries, situation reports, operational reports, and other
reports as required.

•

Maintaining general and specific maps, information display boards, and other data pertaining to
emergency operations.

•

Continuing analysis and evaluation of all data pertaining to emergency operations.
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•

Controlling and coordinating, within established policy, the operational and logistical support of
departmental resources committed to the emergency.

•

Maintaining contact and coordination with support DOCs, other local government EOCs, and the
REOC.

•

Providing emergency information and instructions to the public, making official releases to the
news media and the scheduling of press conferences as necessary.

EOC Facility
The Butte County EOC is located at 33 County Center Drive, Oroville, California.
DESCRIPTION: The EOC totals 3,000 square feet and includes an operations area, radio room,
kitchen, conference rooms, bathrooms and office areas. Emergency power is provided by two natural
gas generators. The emergency fuel reserve is sufficient for 5 days at full load. In the event of a
power failure the first fuel source is natural gas, which should enable the EOC to run indefinitely. The
generator will use propane should the natural gas fuel load fail. Re-supply of emergency fuel will be
obtained through Butte County General Services. Power will provide for lighting panels, selected wall
circuits, telephones and radios. The EOC has the capability to house and feed staff for 48
consecutive hours. On-site services include kitchen, bathrooms, food supply and blankets for 20
persons.
The Alternate EOC is located at the Human Resources Training Room, 2279 Del Oro, Suite G,
Oroville, CA. The alternate EOC will be activated only when the primary EOC is damaged,
inaccessible, and/or evacuation of EOC staff members becomes necessary. When the use of an
alternate EOC becomes necessary, those occupying the primary EOC will be asked to relocate to the
alternate EOC site. If the primary EOC is unusable before its activation, staff members will be asked
to report to the alternate EOC site. The Logistics Section will arrange for relocation of EOC staff
members to the alternate EOC. Direction and control authority will be transferred from the primary
EOC to an alternate EOC when necessary by the EOC Director. All Section Chiefs will advise their
emergency response field forces of the transition to the alternate EOC.
The operational capabilities of the alternate EOC are similar to those of the primary EOC.
Displays
Because the EOCs major purpose is accumulating and sharing information to ensure coordinated
and timely emergency response, status boards for tracking emergency activities will be made
available for use in both the primary and alternate EOCs. All EOC sections must maintain display
devices so that other sections can quickly comprehend what actions have been taken, what
resources are available, and to track the damage resulting from the disaster.
The
Planning/Intelligence Section is responsible for coordinating display of information. All display
charts, boards, and materials are stored in the EOC Storeroom.
At the onset of any disaster, a significant events log should also be compiled for the duration of the
emergency situation. Key disaster related information will be recorded in the log; i.e., casualty
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information, health concerns, property damage, fire status, size of risk area, scope of the hazard to
the public, number of evacuees, etc. The posting of the significant events log is the responsibility
of the Planning/Intelligence Section.
Communications
Communications are provided in the EOC and include all common response agency frequencies.
Communication facilities will be continuously staffed during emergencies, either by volunteers or
Operational Area staff. The Logistics Section is responsible for communications.
EOC Activation
Activation of the Operational Area EOC means that at least one County official implements SEMS as
appropriate to the scope of the emergency and the County’s role in response to the emergency. The
Operational Area EOC is activated when routine use of local jurisdiction or County resources needs
support and/or augmentation. The County official implementing SEMS may function from the EOC or
from other locations depending on the situation.
Emergency response and recovery operations will be managed in one of three modes, depending on
the magnitude of the emergency. They are as follows:
•

Level Zero—Normal Maintenance Operations
Monitor world, national, regional, and local news and monitor regional weather forecasts.

•

Level One—Decentralized Coordination and Direction
A minor to moderate incident wherein local resources are adequate and available. A Local
Emergency may or may not be proclaimed. The Operational Area EOC may or may not be
activated. Off-duty personnel may be recalled.

•

Level Two—Centralized Coordination and Decentralized Direction
A moderate to severe emergency wherein local resources are not adequate and mutual aid
may be required on a regional or even statewide basis. Key management level personnel from
the principal involved agencies will co-locate in a central location to provide jurisdictional or
multi-jurisdictional coordination. The EOC should be activated. Off-duty personnel may be
recalled. A Local Emergency will be proclaimed and a State of Emergency may be
proclaimed.

•

Level Three—Centralized Coordination and Direction
A major local or regional disaster wherein resources in or near the impacted area are
overwhelmed and extensive state and/or federal resources are required. A Local Emergency
and a State of Emergency will be proclaimed and a Presidential Declaration of an Emergency
or Major Disaster will be requested. All response and early recovery management activities
will be conducted from the EOC. All off-duty personnel will be recalled.

EOC Activation Responsibility
The following individuals, either acting as the EOC Director or on behalf of the EOC Director, or their
appointed representatives are authorized to activate the EOC:
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•
•
•
•

Chair, Board of Supervisors
Vice Chair, Board of Supervisors
County Chief Administrative Officer
County Deputy Chief Administrative Officer

Activated EOCs may be partially or fully staffed to meet the demands of the situation. The County
maintains three EOC staffing levels that can be applied to various situations. Activation criteria are
described in detail in the table as follows:
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Level
ZERO

1

2

3

EOC Activation Guide

Conditions
1.
1.
2.
3.
4.
1.
2.
3.
4.
5.
6.
7.
1.
2.
3.
4.
5.
6.
7.
8.
9.
1.

Normal
No potential severe weather
No increasing international tension
No increasing national or local tension
No increasing probability of hazard
Serious increase in international tension
Possibility of local unrest
Severe weather watch is issued
Situational conditions warrant
Small incidents involving one jurisdiction
Earthquake advisory
Flood watch
Small scale civil unrest
Situational conditions warrant
Severe weather warning issued
Moderate earthquake
Wildfire affecting specific areas
Incidents involving 2 or more jurisdictions
Hazardous materials evacuation
Imminent earthquake alert
Major scheduled event
International crisis deteriorated to the point
that widespread disorder is probable
2. Acts of terrorism (biological, technical,
other) are imminent
3. Civil disorder with relatively large scale
localized violence
4. Hazardous conditions that affect a
significant portion of the County
5. Severe weather is occurring
6. Verified and present threat to critical
facilities
7. Situational conditions warrant
8. Major emergency in the County or Region
9. Incidents occurring involving heavy
resource involvement
10. Major earthquake

1.
1.

1.
2.
3.
4.

1.
2.
3.
4.

1.
2.
3.
4.
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EOC Duties
Maintenance
Monitor world, national, regional, and
local news and monitor regional
weather forecasts and space
forecasts.
Continuous monitoring of event
Check & update all resource lists
Distribute status and analysis to EOC
personnel
Receive briefing from field personnel
and/or local jurisdictions as
necessary
Continuous monitoring of event
Initiate EOC start-up checklist
Facilitate resource requests from
local jurisdictions
Provide status updates to EOC
personnel

Brief arriving staff on current situation
Facilitate Operational Area EOC staff
Facilitate Resource Requests from
local jurisdictions
Facilitate Resource Requests to State
OES

1.

Activation
No Activation

1.

Only minimal staff in normal
operations

1.

Only basic support staff or as
determined by Director

1.

Staffed as situation warrants and
liaison to other agencies
Primary EOC personnel will be
available and check-in regularly

2.

1.
2.
3.
4.
5.

As determined by the Director
EOC essential and necessary
staff
Key department heads
Required support staff
Representatives from other
agencies and jurisdictions

Actions
1.

No actions

1.

No actions.

1.

EOC Section Chiefs review Plan
and Guidelines and check readiness
of staff and resources.

1.
2.
3.

Briefings to County staff and
Department Heads
Brief State Cal EMA Secretary
EOC begins full operation

1.

As situation warrants
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EOC SEMS Organization
The EOC and alternate EOC facility management is the responsibility of the Butte County Emergency
Services Officer and includes maintaining the operational readiness of the primary and alternate
EOCs.
Positions assigned to the EOC will advise/brief decision makers of the emergency situation and
recommend actions to protect the public, i.e., alerting and warning the public, evacuation of risk area,
activation of shelters, request for State/Federal assistance, etc.
The Director of Emergency Management/EOC Director (hereafter referred to as the EOC Director) will
have the primary responsibility for ensuring that the Butte County Board of Supervisors is kept
apprised of the situation and will bring all major policy issues to the Board for review and decision.

Butte County Emergency Operations Plan - Functional Annex A

10

EOC Roles and Responsibilities
POLICY GROUP
The Policy Group function is responsible to address the economic, social and political impacts of an
emergency. In the Butte County EOC, the Policy function is the responsibility of the Chief
Administrative Officer (CAO) or designee.
MANAGEMENT SECTION
The Emergency Services Officer assists the Management Section as the EOC Manager and is
responsible for the overall management of EOC. The EOC Manager oversees operations to address
the impacts of an emergency directly upon the County and Operational Area and assessing conditions
outside the county, which have the potential for affecting local resources. Additionally, the EOC
Manager is responsible for directing the creation of an EOC Action Plan and the overall strategic
direction of response, including being the liaison with State and Federal Emergency Management
agencies.
Management Staff
The Management Staff is responsible for providing direct administrative and executive-level support to
the Director in coordination with the EOC Manager, as well as for providing additional emergency
support functions within selected areas of responsibility. When fully activated the EOC Management
Staff includes the following:
Emergency Operations Center (EOC) Director
The EOC Director is responsible for disaster operations and will remain at the EOC to observe and
direct all operations during the emergency. The Director will ensure the safety of staff and others
within the EOC during its operation/activation. The County Board Chair is responsible for
staffing this position. The Board Vice Chair shall serve as first alternate and the County Chief
Administrative Officer shall serve as second alternate for this position.
Public Information Officer (PIO)
The PIO is directly responsible for managing Emergency Public Information activities within the
EOC and in support of all county Emergency Public Information operations. The PIO may be
assisted by additional staff who will conduct assorted Emergency Public Information tasks and
duties (Rumor Control and activation of the County Information Center) within the EOC or a Joint
Information Center (JIC) if established, or at a field incident command post. The responsible
county department staffing this position is County Administration and other PIOs in various
county departments.
Legal Affairs Officer
The Legal Affairs Officer is responsible for providing legal advice and guidance to the Director and
the Board on all emergency management issues and concerns. The responsible county
department staffing this position is the County Counsel.
Liaison Officer
The Liaison Officer functions as the primary point of contact for all allied agencies and jurisdictional
representatives not directly assigned to the county EOC. All agency and jurisdictional

Butte County Emergency Operations Plan - Functional Annex A

11

representatives will coordinate with the Liaison Officer, as needed. The responsible
individuals/agencies staffing this position are designated by the EOC Director based on the
incident.
Safety and Security Officers
The Safety and Security Officers are responsible for ensuring that the EOC is secure when
activated, that hazards are identified and mitigated, and that the EOC environment is suitable for
conducting operations in a safe and healthful manner. The responsible county departments
staffing these positions are the Sheriff’s Office for security and the County Safety Officer for
safety.
OPERATIONS SECTION
The Operations Section, an element of the EOC General Staff is responsible for coordinating the
deployment of response resources in support of field operations. Such coordination activities will
normally include:
•
•
•
•
•
•

Manage operational elements of approved EOC Action Plan (EAP).
Support Department Operations Centers (DOC) and field incident commands (if DOCs not
activated) and associated response activities.
Coordinate and liaison with DOCs for reporting status information to the EOC for action
planning and situation reporting purposes.
Liaise with designated Mutual Aid Coordinators.
Coordinate incident response assets (in accordance with the approved Action Plan) regardless
of agency affiliation or type of asset (e.g., law enforcement, fire suppression, medical, etc.).
Assess the emergency within the county or in nearby jurisdictions that affect local
government’s response organizations.

This section is composed of several functional groups, each with its own functional coordinator. Some
or all of the functions may be involved in an incident response. An Operations Section Chief will be
identified between the probation department, fire, public health or other staff as designated by
the EOC Director.
The Operations Section Chief will activate those functions deemed appropriate. When fully activated,
the Operations Section could be comprised of the following branches, with each position being staffed
with the county or allied-agency personnel.
•
•
•
•
•

Law Enforcement Unit – Sheriff’s Office
Fire and Rescue Unit – Fire Department
Mass Care & Shelter Unit – Department of Employment and Social Services
Public Works Unit – Public Works Department
Public Health Unit –Butte County Public Health Department
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PLANNING SECTION
The Planning Section, an element of the EOC General Staff, collects and analyzes incident data
relating to hazards, damage, operations, and other problems. This section becomes the
organizational focus for all information or intelligence analysis and advanced planning relative to the
incident or emergency.
The Planning Section is divided into several units. Within those units, the following emergency
support functions are organized and performed as part of the Planning Section.
•
•
•
•
•
•
•

Resource Status Unit
Situation Status Unit
Advance Planning Unit
Documentation Unit
Technical Specialists Unit
Demobilization Unit
Damage Assessment Unit

Action Plans
Action plans are an essential part of SEMS at all levels. Action planning is an effective management tool
involving two essential items:
•
•

A process to identify objectives, priorities and assignments related to emergency response or
recovery actions.
Plans which document the priorities, objectives, tasks and personnel assignments associated with
meeting the objectives.

There are two kinds of action plans—Incident Action Plans and EOC Action Plans. EOC Action Plans
(known as action plans) should focus on jurisdictional and/or Operational Area issues. The format and
content for action plans at the Incident level and at EOC levels will vary. The process for developing action
plans is quite similar for all SEMS levels.
Incident Action Plans (Field Level)
At the field level, action plans developed for use at incidents are called Incident Action Plans (IAP). Incident
Action Plans are required for each operational period. (An operational period is the length of time scheduled
for the execution of a given set of operational actions as specified in the IAP.) Incident Action Plans may be
either verbal or written.
Written Incident Action Plans are recommended for:
•

Any multi-agency and multi-jurisdictional incident.

•

Complex incidents.

•

Long-term incidents when operational periods would span across shift changes.
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Special forms are used within ICS to record information for written Incident Action Plans. These forms
should be used whenever possible. The format for an Incident Action Plan will generally include the
following elements:
•

Incident objectives and priorities (overall, what do we want to achieve?).

•

Primary and alternative strategies (as appropriate) to achieve incident objectives. (What are the
ways in which we can achieve the objectives? How do the strategies compare in safety, speed,
environmental impact, cost, etc.? Is current resource availability a limiting or dictating factor in
strategy selection?)

•

Tactics appropriate to the selected strategy.
tactics necessary to implement the strategy?)

•

The kinds and number of resources to be assigned (determined by the tactics to be used).

•

The operations organization necessary for the selected strategy and tactics (can include describing
the incident geographically or functionally).

•

Overall support organization including logistical, planning and finance/administration functions.

•

A communications plan.

•

Safety messages.

(Given a selected strategy, what are the specific

Other supporting documentation needed, e.g. an incident map showing access, key facilities, etc.; a medical
support plan, etc.
Incident Action Plans (EOC Level)
Action planning at all EOC levels, like that of the field level, is based around the use of an operational period.
The length of the operational period for the EOC is determined by first establishing a set of objectives and
priority actions that need to be performed and then establishing a reasonable time frame for accomplishing
those actions. Generally, the actions requiring the longest time period will define the length of the
operational period.
Typically, operational periods at the beginning of an emergency are short, sometimes only a few hours. As
the emergency progresses, operational periods may be longer, but should not exceed twenty-four hours.
Operational periods should not be confused with staffing patterns or shift change periods. They may be the
same, but need not be.
The initial EOC Action Plan may be a verbal plan put together in the first hour after EOC activations. It is
usually done by the EOC Director in concert with the General Staff. Once the EOC is fully activated, EOC
Action Plans should be written.
The primary focus of the EOC Action Plan should be on jurisdictional issues. The plan sets overall
objectives for the jurisdiction and may establish the priorities as determined by the jurisdictional authority. It
can also include mission assignments to a department; provide policy and cost constraints, inter-agency
considerations, etc. Properly prepared, the EOC Action Plan becomes an essential input to developing
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departmental action plans.
EOC Action Plans should not be complex or create a time-consuming process. The format may vary
somewhat within the several EOC SEMS levels, but the EOC Action Plan should generally cover the
following elements:
•

Listing of objectives to be accomplished (should be measurable).

•

Statement of current priorities related to objectives.

•

Statement of strategy to achieve the objectives. (Identify if there is more than one way to
accomplish the objective, and which way is preferred.)

•

Assignments and actions necessary to implement the strategy.

•

Operational period designation—the time frame necessary to accomplish the actions.

•

Organizational elements to be activated to support the assignments. (Also, later EOC Action Plans
may list organizational elements that will be activated during or at the end of the period.)

•

Logistical or other technical support required.

This section will be staffed by several departments (see matrix in Section 3.4 of the Basic Plan)
as needed to perform the various functions required to support emergency management operations
within the activated EOC. Additional branches or units may be established as needed to meet
operational needs.
LOGISTICS SECTION
The Logistics Section is responsible for coordinating the provision of a broad assortment of
procurement, service, maintenance, communication, and information technology services in support of
the County’s emergency management activities during a disaster.
The Logistics Section is divided into several units. Within those units, the following emergency
support functions are organized and performed as part of the Logistics Section.
o Communications Unit
o Transportation Unit
o Personnel Unit
o Procurement Unit
o Facilities Unit
The section will be lead by General Services and staffed by several departments (see matrix in
Section 3.4 of the Basic EOP), as needed to perform the various functions required to support
emergency management operations within the activated EOC. Additional units may be established as
needed to meet operational needs.
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FINANCE/ADMINISTRATIVE SECTION
This section is responsible for the financial management of an operation, including payment for
equipment, supplies, and services. It is also responsible for maintaining and monitoring response
costs, personnel time-keeping records, and for providing administrative support to the EOC. The
following functions are the responsibility of the Finance Section.
•
•
•
•
•

Cost Accounting Unit
Compensation and Claims Unit
Time Unit
Purchasing Unit
Cost Recovery Documentation Unit

The section will be lead by Finance Office with assistance from the Auditor’s Office to perform
the various functions required to support emergency management operations within the activated
EOC. Additional units may be established as needed to meet operational needs.
ANNEX MAINTENANCE
The Butte County Office of Emergency Management will update, revise and record revisions of this
Direction and Control Annex.
Attachment
EOC Response Forms
EOC Position Checklists
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Emergency Operations Center
Response Forms
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COUNTY OF BUTTE EOC
CHECK IN/OUT FORM
Incident Name:

Date Prepared:

Operational Period:

Operational Period Date/Time:

Print Name:

Agency

EOC Position
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Time Prepared:

Date

Time In

Time Out
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County of Butte Emergency Operations Center

Action Plan
The following is provided as a sample of an Action Plan for an activated EOC.
This differs from an Incident Action Plan (ICP) significantly. The ICP is oriented to
Tactical response and the EOC is oriented to strategic management and support.
Therefore, deployed resources are not listed.

Event Name:
Date Prepared:

Time Prepared:

Operational Period: There is one Action Plan for each Operational Period. The Action Plan identifies measurable
actions to be taken during the Operational Period.
Jurisdiction Type: City  Special District  Operational Area  Region  State  Other 
Map Sketch: A GIS produced map of the impacted area is useful.

Prepared By:
Approved By:
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Summary of Priorities, Objectives and Actions
Overall Event Priorities

Management Section Objectives

Operations Section Objectives

Planning/Intelligence Section Objectives

Logistics Section Objectives

Finance/Administration Section Objectives
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Organization Assignment List

Management Section

EOC Position

Individual’s Name

Department/Agency

Position Phone
Number

Operations Section

EOC Position

Individual’s Name

Department/Agency

Position Phone
Number

Planning Section
EOC Position

Butte County Emergency Operations Plan - Functional Annex A

Individual’s Name

Department/Agency
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Logistics Section

EOC Position

Individual’s Name

Department/Agency

Finance/Administration Section
EOC Position

Individual’s Name

Department/Agency

Agency Representatives
Agency
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Section, Branch
and/or Unit
Assigned to:
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COUNTY OF BUTTE EOC
EVENT/MAJOR INCIDENT REPORT
Reported By:
Position:

Agency:
Phone:

1. Overall Event Name:
2. Incident Name:
If incident is related to a larger event, then select If this is an incident related to a larger event, select the
an event.
name.

Otherwise, name this event/incident:

Otherwise, leave blank or name the incident:

3. Event Type:

4. Date/Time of Event:

5. Location Description of Event:

6. Impact of Event:

Major

Moderate

Minor

Routine

7. Situation (remarks)

FUNCTIONAL AREA IMPACT
(8-14 Allow for functional area impacts. Mark the status of the function then record any remarks if needed)
N/A
Black
Red
Yellow
Green

8. Fire and Rescue:

9. Law Enforcement:

10. Care & Shelter:

N/A

N/A

N/A

-

Not Applicable
Significant Aid Required
Require Some Aid
No Aid Required
Normal

Black

Black

Black

Red

Red

Red

Yellow

Yellow

Yellow
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EVENT/MAJOR INCIDENT REPORT (CONTINUED)
11. Medical / Health:

12. Movement:

N/A

13. Public Works:

14. Utility:

N/A

N/A

15. EOC Activate?

Black

Black

N/A

Black

Yes

Red

Red

Black

Red

Yellow

Red

19. Prognosis:

Worsening

Green

Green

No

17. Mutual Aid Needed in Next 24 Hours?

Yes

Green

Green

Yellow

Yellow

16. Mutual Aid Received in Last 24 Hours?

18. Critical Issues?

Yellow

Yes

Yes

No

No

No

No Change

Improving

20. Reported By (entered at beginning of report)
a. Name:
b. Agency:
c. Phone:
d. Fax Number:
e. Alternate Number:
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EVENT/MAJOR INCIDENT REPORT (CONTINUED)
21. Date/Time of Report:
Date:

Time:

22. Person receiving Report:
a. Name:
b. Agency:
c. Phone:
d. Fax Number:
e. Alternate Number:
23. Additional Text information:
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COUNTY OF BUTTE EOC
FIRE & RESCUE STATUS REPORT
Reported By:
Position:

Agency:
Phone:

Black – Significant Aid Required
Red – Require Some Aid
Yellow – No Aid Required
Green – Normal
1. Event Name:
3. Overall Status:

2. Event Date:
Black

Red

Yellow

Green

4. Report As Of:

5. Areas Affected:
6. Situation:

RESOURCES

a. SR#

b. ST#

RESOURCES

a. #

RESOURCES

7. Engines

10. Helicopters

13. Rescue/Med

8. Dozers

11. Air Tankers

14. Water Tend

9. Crews

12. Truck Cos

15. Overhead

a. #

a. #

a. #

16. # Fires

20. # Outbuildings Destroyed

17. # Acres Burned

21. # Outbuildings Threatened

18. # Homes Destroyed

22. # Commercial Structures Destroyed

19. # Homes Threatened

23. # Commercial Structures Threatened
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24. # Hazmat Incidents:

#:

Remarks:
25. # Firefighters Injured:

#:

Remarks:
# Citizens Injured:

#:
Remarks:

26. # Firefighter Deaths:

#:

Remarks:
# Citizen Deaths:

#:
Remarks:

27. Mutual Aid Rcvd Past 24 Hrs.:  Yes

 No

Remarks:
28. Mutual Aid Proj Next 24 Hrs.:  Yes

 No

Remarks:
 Yes  No

29. Critical Issues:
Remarks:

 Worsening  No Change  Improving

30. Prognosis
Remarks:
31. Point of Contact:
a. Name:

b. Phone:

c. Fax Number:

d. Alternate Number:

Butte County Emergency Operations Plan - Functional Annex A

28

COUNTY OF BUTTE EOC
FLOOD CONTROL STATUS REPORT
Reported By:
Position:

Agency:
Phone:

Black – Significant Aid Required
Red – Require Some Aid
Yellow – No Aid Required
Green – Normal
1. Event Name:
3. Overall Status:

2. Event Date:
Black

Red

Yellow

Green

4. Report As Of:

5. Areas Affected:
6. Situation:

Area

7. Dam Status

Status
Present Releases

Forecast Release

Reserve Space

Current Elevation

Forecast Elevation

Date/Time

 Folsom
 Oroville
 Shasta

8. River Levels

 Sacramento – I Street
 American – H Street
 Precipitation – past 24 hrs

9. Weather
 Forecast – next 24 hrs
 # personnel on patrol

10. Levee Patrols

 Problem areas
 Flood fight locations
 # breached

11. Levee Status

 # threatened
 Boils
 Sloughing

12. Weirs

 # gates open
 Streets/Roadways

13. Localized Flooding

 # houses flooded
 Problem areas
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FLOOD CONTROL STATUS REPORT (CONTINUED)

14. Sandbag Distribution

 Distribution sites open
 # bags distributed

15. Sewer System Status
16. Sump Pumps
 # roads closed

17. Road Closures

 Locations

18. Mutual Aid Rcvd Past 24 Hrs.:  Yes

 No  Unknown

Remarks:
19. Mutual Aid Needed in
Next 24 Hrs.:

 Yes

 No  Unknown

Remarks:
 Yes

20. Critical Issues:

 No

Remarks:
 Worsening

21. Prognosis

 No Change  Improving

Remarks:
22. Point of Contact:
a. Name:

b. Phone:

c. Fax Number:

d. Alternate Number:
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COUNTY OF BUTTE EOC
HAZARDOUS MATERIALS STATUS REPORT
Reported By:
Position:

Agency:
Phone:

Black – Significant Aid Required
Red – Require Some Aid
Yellow – No Aid Required
Green – Normal
1. Event Name:
3. Overall Status:

2. Event Date:
Black

Red

Yellow

Green

4. Report As Of:

5. Areas Affected:
6. Situation:

Current Situation
7. Estimated Casualties
a. Major Injuries:

#:

Remarks:
b. Minor Injuries

#:

Remarks:
c. Minor injuries:

#:

Remarks:
d. Missing:

#:
Remarks:

HAZMAT RESPONSE
8. Agency Responding:
Agency Name:
Remarks:
9. Response Needed:
 Yes
Remarks:
10. Critical Issues:

 No

 Yes  No
Remarks:

11. Prognosis

 Worsening

 No Change

 Improving

Remarks:
12. Point of Contact:
a. Name:

b. Phone:

c. Fax Number:

d. Alternate Number:
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COUNTY OF BUTTE EOC
INITIAL DAMAGE ESTIMATE (IDE) REPORT
Reported By:
Position:

Agency:
Phone:

Population:
City:
1. Incident/Event:

2. Incident Began:
(date mm/dd/yyyy)

(time hh:mm)

3. Local Declaration:

4. EOC Activated:

(date)

(date)

5. Report prepared by:

6. This report as of:
(date/time)

DECLARATIONS

DATE REQUESTED

DATE GRANTED

7. Director’s Concurrence
8. Gubernatorial
9. SBA
10. Presidential
a. Individual Assistance
b. Public Assistance

Individual Assistance (IA) Damages
a.
Destroyed

b.
Major
Damage

c.
Minor
Damage

d.
Affected:
(No phys.
Damage)

e.
Estimated
Loss

f.
Estmtd. %
covered by
insurance

11. Primary Residence
(include mobile homes)
12. Business
13. Other
(i.e. outbuildings, etc.)
14. Totals:
Comments:
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INITIAL DAMAGE ESTIMATE (IDE) REPORT (CONTINUED)
Agricultural Damage:
a.
Acres
Impacted

b.
Number
Impacted

c.
Estimated
Loss

Number of Sites

Estimated Loss

15. Crops/Grazing Land
16. Farm buildings and Machinery
17. Livestock
18. Totals:
Public Assistance (PA) Damages
NOTE: Categories A & B – Exclude Normal Operating Costs
Category
19. CAT A: Debris Removal and Disposal
20. CAT B: Emergency Protective Measures
21. CAT C: Road and Bridge Systems (non-federal)
22. CAT D: Water Control Facilities (levees, dams &
channels)
23. CAT E: Public Buildings and Equipment
24. CAT F: Public Utilities (water and power, etc.)
25. CAT G: Park/Recreational/other
26. Totals:
Comments

Federal Program Damages
Category
27. Federal Highways (Emergency Relief Program)
(Damages to federal highway systems)
28. U.S. Army Corps of Engineers (PL 84 – 99)
(For emergency flood control projects)
29. Natural Resources Conservation Service:
(For emergency watershed rehabilitation)
30. Other (describe):

Estimated Costs

31. Totals
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INITIAL DAMAGE ESTIMATE (IDE) REPORT (CONTINUED)
Reporting Agency Point of Contact:
Name:

Fax Number:

Phone:

Pager:

Alt. Phone Number:

E-Mail Address:

33. When known enter estimated date to commence Preliminary Damage Assessments (PDA):

34a. Community Relations: Need for special language considerations?

Yes

No

34b. If “Yes,” please describe:
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COUNTY OF BUTTE EOC
LAW ENFORCEMENT STATUS REPORT
Reported By:
Position:

Agency:
Phone:

Black – Significant Aid Required
Red – Require Some Aid
Yellow – No Aid Required
Green – Normal
1. Event Name:
3. Overall Status:

2. Event Date:
Black

Red

Yellow

Green

4. Report As Of:

5. Areas Affected:
6. Situation:

Current Situation
7. # Arrested:

#:
Remarks:

8. # in Custody:

#:
Remarks:

9. # of Officers Injured:

#:

Remarks:
10. # of Officer Deaths:

#:

Remarks:
11. # of Citizens Injured:

#:

Remarks:
12. # of Citizen Deaths:

#:

Remarks:
13. Mutual Aid Rcvd Past 24 Hrs.:  Yes

 No  Unknown

Remarks:
14. Mutual Aid Proj Next 24 Hrs.:  Yes

 No  Unknown

Remarks:
 Yes  No

15. Critical Issues:
Remarks:

 Worsening  No Change  Improving

16. Prognosis
Remarks:
17. Point of Contact:
a. Name:

b. Phone:

c. Fax Number:

d. Alternate Number:
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COUNTY OF BUTTE EOC
MEDICAL/HEALTH STATUS REPORT
Reported By:
Position:

Agency:
Phone:

Please select the level of this Report
after completing the above
information

City
Operational Area
Special District

OES Region
OES Headquarters

Black - Significant Aid Required
Red - Require Some Aid
Yellow - No Aid Required
Green - Normal

1. Event Name:
3. Overall Status:

Black
Green

Red

Yellow

2. Event
Date:
4. As Of:

5. Areas Affected:
6. Situation:

EMS

Status
Remarks

7. Estimated Casualties
a. Major Injuries:

b. Minor Injuries:
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8. Hospital Status
a. Total acute care:

b. # not functioning:

c. # partially functional:

d. # fully functional:

e. # not reporting

9. Status of nursing homes,
clinics & field treatment sites:

Black

Red

Yellow
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10. Mutual Aid Needs
a. Medical Personnel?

Yes

No

Unknown

b. Medical Supplies?

Yes

No

Unknown

c. Medical Transportation?

Yes

No

Unknown

PUBLIC /ENVIRONMENTAL HEALTH
a. Personnel Needed?

b. Medical/Health Emergency
Management Personnel?
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13. Public Water Systems
a. Damaged?

Yes

No

Unknown

b. Contaminated?

Yes

No

Unknown

14. Sewage/Solid Waste
Disposal Damaged?

Yes

No

Unknown

15. Food Contaminated?

Yes

No

Unknown

c. Number affected:
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16. Vector/Disease Control
a. Quarantine Area?

Yes

No

Unknown

b. Animal Control Concerns?

Yes

No

Unknown

c. Surveillance Activities?

Yes

No

Unknown

d. Outbreaks?

Yes

No

Unknown

Yes

No

Unknown

17. HazMat/Radiological
a. Victims
Exposed/Contaminated?
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b. Evacuation/Shelter
Issues?

Yes

No

Unknown

Yes

No

Unknown

Yes

No

MENTAL HEALTH
18. Mental Health Concerns?

OVERALL MEDICAL/HEALTH
19. Critical Issues?
(and actions taken)

20. Prognosis?

Worsening
Improving

No Change

Point of Contact:
a. Name:

b. Phone:

b. Fax Number:

d. Alternate
Number:

Hospital Status and Locations: (Optional Information)
Name/Status/POC
Address/Phone
22.
Name:
c.
Street:
a.

Status:

d.

City/Zip:

b.

POC:

e.

Phone:
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23.

Name:

c.

Street:

a.

Status:

d.

City/Zip:

b.

POC:

e.

Phone:

24.

Name:

c.

Street:

a.

Status:

d.

City/Zip:

b.

POC:

e.

Phone:

25.

Name:

c.

Street:

a.

Status:

d.

City/Zip:

b.

POC:

e.

Phone:

26.

Name:

c.

Street:

a.

Status:

d.

City/Zip:

b.

POC:

e.

Phone:

27.

Name:

c.

Street:

a.

Status:

d.

City/Zip:

b.

POC:

e.

Phone:

28.

Name:

c.

Street:

a.

Status:

d.

City/Zip:

b.

POC:

e.

Phone:

29.

Name:

c.

Street:

a.

Status:

d.

City/Zip:

b.

POC:

e.

Phone:

30.

Name:

c.

Street:

a.

Status:

d.

City/Zip:

b.

POC:

e.

Phone:

31.

Name:

c.

Street:

a.

Status:

d.

City/Zip:

b.

POC:

e.

Phone:

32.

Name:

c.

Street:

a.

Status:

d.

City/Zip:

b.

POC:

e.

Phone:
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GENERAL MESSAGE
INCIDENT NAME:

OPERATIONAL PERIOD:

TO:

POSITION:

FROM:

POSITION:

SUBJECT:

DATE:

TIME:

MESSAGE:

SIGNATURE:

POSITION:

REPLY:

DATE:

TIME:

SIGNATURE/POSITION:
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COUNTY OF BUTTE EOC
EVACUATION/MOVEMENT BRANCH STATUS REPORT
Reported By:
Position:

Agency:
Phone:

Black – Significant Aid Required
Red – Require Some Aid
Yellow – No Aid Required
Green – Normal
1. Event Name:
3. Overall Status:

2. Event Date:
Black

Red

Yellow

Green

4. Report As Of:

5. Areas Affected:
6. Situation:

7. Current trafficability in and out of affected area: (percentage of normal)
Status:
Remarks:
8. Projected trafficability in and out of affected area: (percentage of normal)
Status:
Remarks:
9. # of persons evacuated:

#:

Remarks:
10. # of traffic control
units deployed:

#:
Remarks:

11. Mutual Aid Rcvd Past 24 Hrs.:  Yes

 No  Unknown

Remarks:
12. Mutual Aid Needed in
Next 24 Hrs.:

 Yes

 No  Unknown

Remarks:
 Yes

13. Critical Issues:

 No

Remarks:
 Worsening

14. Prognosis

 No Change  Improving

Remarks:
15. Point of Contact:
a. Name:

b. Phone:

c. Fax Number:

d. Alternate Number:
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COUNTY OF BUTTE EOC
POTABLE WATER STATUS REPORT
Reported By:
Position:

Agency:
Phone:

Black – Significant Aid Required
Red – Require Some Aid
Yellow – No Aid Required
Green – Normal
1. Event Name:
3. Overall Status:

2. Event Date:
Black

Red

Yellow

Green

4. Report As Of:

5. Areas Affected:
6. Situation:

7. % of water system inoperable:
Status:
Remarks:
8. Estimated duration of system outage (hours):
Status:
Remarks:
9. # of major jurisdictions affected:
Status:
Remarks:
10. Action taken to acquire/distribute potable water:
Status:
Remarks:
11. Mutual Aid Rcvd Past 24 Hrs.:  Yes

 No

 Unknown

 No

 Unknown

Remarks:
12. Mutual Aid Needed in
Next 24 Hrs.:

 Yes

Remarks:
 Worsening

13. Prognosis

 No Change

 Improving

Remarks:
14. Point of Contact:
a. Name:

b. Phone:

c. Fax Number:

d. Alternate Number:
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COUNTY OF BUTTE EOC
PUBLIC WORKS STATUS REPORT
Reported By:
Position:

Agency:
Phone:

Black – Significant Aid Required
Red – Require Some Aid
Yellow – No Aid Required
Green – Normal
1. Event Name:
3. Overall Status:

2. Event Date:
Black

Red

Yellow

Green

4. Report As Of:

5. Areas Affected:
6. Situation:

a. Destroyed

DAMAGE

b. Major
Damage

c. Minor
Damage

d. Affected

e. Estimated
Loss in $K

7. Public Facilities:
8. Roads:
9. Bridges:
10. Homes:
11. Business:

18. Mutual Aid Rcvd Past 24 Hrs.:  Yes

 No  Unknown

Remarks:
19. Mutual Aid Needed in
Next 24 Hrs.:

 Yes

 No  Unknown

Remarks:
 Yes

20. Critical Issues:

 No

Remarks:
 Worsening

21. Prognosis

 No Change  Improving

Remarks:
22. Point of Contact:
a. Name:

b. Phone:

c. Fax Number:

d. Alternate Number:
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COUNTY OF BUTTE EOC
SITUATION REPORT
Reported By:

Agency:

Position:

Phone:

Please select the level of this Report
after completing the above
information
Please select the report type:
Initial
Interim Update

City
Operational Area
Special District

Official Update

OES Region
OES Headquarters

Final

1. Event name:

2. Date/Time of Event:
3. Event Type:
4. Event Location:
5. Areas Affected:
6. Report as of: (date/time)

7. Weather:
8. Current Situation:

9. Current Situation Detail: status/comments
a. Significant Damage:

b. Deaths:

c. Injuries:

High

High

d. Damaged Buildings:

Yes

Moderate

No

Unknown

Low

Moderate

Low

High

Moderate

Yes

Yes

Low
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e. Utility Problems:

High

Moderate

f. Communication Problems:

High

g. Road Problems:

Moderate

h. Evacuations:

High

High

i. Critical Issues:

Moderate

High

j. Other Problems:

High

Moderate

Low

Yes

No

Moderate

Low

Yes

Low

Low

Low

Moderate

Yes

Yes

Yes

Low

Yes

No

No

No

No

Unknown

No

Unknown

Unknown

Unknown

Unknown

Unknown

(See Individual Branch Status Reports for detailed information)
10. Current Situation Detail: status/comments
N/A - Not Applicable
Black - Significant Aid Required
Red - Require Some Aid
Yellow - No Aid Required
Green - Normal
a. EOC(s) Activated:
Yes
No
Unknown

b. Care & Shelter:

c. Constr. & Engr.:

d. HazMat:

N/A

N/A

N/A

Black

Black

Black

Red

Red

Red

Yellow

Yellow

Yellow
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e. Fire & Rescue:

N/A

f. Law Enforcement:

g. Medical/Health:

h. Movement:

i. Utilities:

Black

N/A

N/A

N/A

N/A

Red

Black

Red

Black

Black

Black

Red

k. Mutual aid rcvd in last 24 hours?

l. Mutual aid needed in next 24 hours?

Worsening

Yellow

Yellow

Red

Yellow

Yes

No Change

Green

Green

Green

Green

Yes

Yes

Green

Yellow

Red

j. Disaster assistance programs/facilities:

l. Prognosis:

Yellow

No

No

NR

Unknown

No

Unknown

Improving
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11. Major Incidents:
12. Response/Recovery Priorities:
13. Proclamations/Declarations:
a. Local:
b. Gubernatorial Requested:
c. Director’s Concurrence:
d. Gubernatorial Received:
e. Presidential Requested:
f. Presidential Received:
14. Other Critical information or General
Comments:
15. Date/Time of Next Report:
16. Attachments: (File Path)

1. Map(s) – Areas Affected/Threatened
Attached?
Yes
No
2. Declaration/Proclamation(s)
Yes
No
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COUNTY OF BUTTE EOC
UNIT LOG

1. Incident Name

4. Unit Name/Designators

5. Unit Leader (Name and Position)

7.
Name

8.

2. Date Prepared

Personnel Roster Assigned
EOC Position

3. Time Prepared

6. Operational Period

Agency/Department

Activity Log
Time

Major Events

9. Prepared by (Name and Position)
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WINDSHIELD SURVEY FORM

1. DISTRICT

STATION

SURVEY NUMBER
2. ADDRESS or
LOCATION:

3.

STRUCTURE
DAMAGED

ELECTRICITY:
DAMAGED

NATURAL GAS:

OK
COLLAPSED
OK
OUT OF SERVICE
OK
LEAKING

OUT OF SERVICE

WATER
4. SPECIAL HAZARDS:

5. COMMENTS:

6.
Completed by:

Date:
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Entered by:

Date:

52

Emergency Operations Center
Position Checklists
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EOC Director
PRIMARY:

Chair, Board of Supervisors

ALTERNATE:

Chief Administrative Officer (CAO)

SUPERVISOR:

Board of Supervisors

General Duties
•

Serve as the Director of Emergency Services for the County of Butte and the Butte County
Operational Area.

•

Make executive decisions based on policies of the Board of Supervisors.

•

Develop and issue rules, regulations, proclamations and orders.

•

Establish the appropriate level of organization, and continuously monitor the effectiveness of that
organization. Make changes as required.

•

Be prepared to form additional Units as dictated by the situation.

•

Exercise overall management responsibility for the coordination of the response efforts within the
affected area. In conjunction with the General Staff, set priorities for response efforts, and ensure
that all agency actions are accomplished within the priorities established.

•

Ensure that multi-agency or inter-agency coordination is accomplished effectively within the EOC.

Your Responsibility
•

Overall management of the County of Butte’s emergency response and recovery effort.

Activation

□

Determine the operational status and appropriate level of activation based on situation as known.

□

As appropriate, respond to the EOC.

□

Mobilize appropriate personnel for initial activation of the EOC.

□
□

Activate an alternate EOC as required. When there is damage to the primary EOC at 33 County
Center Drive, sufficient to render it unusable, the Human Resources Training Room at 2279 G Del
Oro Ave. is the first alternate a EOC location.
Obtain briefing from whatever sources are available.

Position Start-Up Actions

□
□

Review your position responsibilities.
Identify yourself as the EOC Director by putting on the vest with your title. Print your name on the
EOC organizational chart next to your assignment.
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□
□

Direct the implementation of the Butte County Operational Area SEMS Multi-Hazard Functional
Plan.
Confirm level of EOC activation and ensure that EOC positions and ICS field positions are filled as
needed.

□

Notify the CalEMA Region III or Inland REOC that the Operational Area EOC is activated.

□

Assign staff to initiate check-in procedures. (ICS Form 211)

□
□
□

Ensure that the EOC Organization and staffing chart is posted and that arriving team members are
assigned by name.
Ensure that EOC is properly set up and ready for operations.
Appoint and ensure that Section Chiefs (General Staff) are in place as soon as possible and are
staffing their respective sections.


Operations Section Chief



Planning/Intelligence Section Chief



Logistics Section Chief

 Finance/Administration Section Chief

□

Ensure that the Management Section is staffed as soon as possible at the level needed.


Public Information Officer



Liaison Officer

 Safety Officer (EOC Security)


CAO



EOC Manager

□

Request additional personnel to maintain a 24-hour operation as required.

□

Brief incoming Section personnel prior to their assuming their duties. Briefings should include:


Current situation assessment.



Identification of specific job responsibilities.



Identification of co-workers within the job function and/or geographical assignment.



Availability of communications.

 Location of work area.


Identification of eating and sleeping arrangements as appropriate.



Procedural instructions for obtaining additional supplies, services and personnel.



Identification of operational period work shifts.

□

Prepare work objectives for Section staff, brief staff and make staff assignments.

□

Open and maintain a position log.
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□

Using activity log, maintain all required records and documentation to support the After-Action
Report (ICS Form 214) and the history of the emergency/disaster. Document:


Messages received



Action taken

 Decision justification and documentation
 Requests filled
 EOC personnel, time on duty and assignments

□
□
□

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.
Ensure that all Management Team meetings, General Staff meetings and policy decisions are
documented by a scribe.
Ensure that telephone, radio and data communications with other facilities are established and
tested.

□

Ensure that all departments account for personnel and work assignments.

□

Confirm the delegation of authority. Obtain any guidance or direction as necessary.

□
□
□

Determine appropriate delegation of purchasing authority to the Purchasing Unit of the
Finance/Administration Section.
Schedule the first planning meeting.
Confer with Operations Section Chief and other General Staff to determine what representation is
needed at the EOC from other agencies.

□

Ensure that the field agency representatives have been assigned to other facilities as necessary.

□

Determine need and establish, if necessary, a deputy director position.

□

Establish the frequency of briefing sessions.

□

Based on the situation as known or forecast, determine likely future Management Section needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Request additional resources through the appropriate Logistics Section Unit.
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General Operational Duties

□
□

Carry out responsibilities of your Section not currently staffed.
Make a list of key issues currently facing your Section to be accomplished within the next
operational period.

□

Ensure that all your Section logs and files are maintained.

□

Monitor your Section activities and adjust Section organization as appropriate.

□

Resolve problems that arise in conducting your Section and EOC responsibilities.

□
□
□
□
□

Anticipate potential situation changes in all Section and EOC planning. Develop a backup plan for
all plans and procedures requiring off-site communications.
Conduct periodic briefings for your Section. Ensure that all organizational elements are aware of
priorities.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Ensure that all your Section personnel and equipment time records and a record of expendable
materials used are provided to the Time Unit and Cost Analysis Unit of the Finance/Administration
Section at the end of each operational period.
Brief your relief at shift change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Section/Position Operational Duties

□

Carry out responsibilities of all other Sections not currently staffed.

□

Assess situation, work in progress, resources and estimate incident duration.

□

Set up EOC planning meeting schedule with all Section Chiefs.

□

Develop overall strategy with the Section Chiefs.

□

Ensure that Sections are carrying out their principle duties:

□

Implement operational objectives per the EOC Action Plan.

□

Prepare action plans and status reports.

□

Provide adequate facility and operational support.

□

Provide administrative and fiscal record-keeping and support.

□

Develop and issue appropriate rules, regulations, proclamations and orders.

□

Initiate Emergency Proclamations as needed
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□
□

Establish county office hours of operation.
Conduct periodic briefing sessions with the entire EOC Management Team to update the overall
situation.

□

Conduct periodic briefing sessions with the Board to update the overall situation.

□

Set priorities for restoration of county services.

□
□

Hold action planning meeting of section and Unit Chiefs, agency representatives (as required) and
key staff. The activities to be covered in an action planning meeting are:
Provide briefings on current and forecasted situation and major reportable incidents within affected
Operational Area.

□

Obtain any additional information from other sources on the current situation assessment.

□

Review availability and status of ordered enroute or staged resources.

□
□
□

Establish with staff the next Operational Period for which the EOC Action Plan should be
developed.
Define priority actions to be accomplished or undertaken within the next Operational Period in light
of the known and forecasted situation and status of available resources.
Establish assignments for available and incoming resources based on current and forecast
situation and established priorities.

□

Determine need for additional resources. Establish specific responsibilities for ordering.

□

Discuss and resolve any internal coordination issues.

□
□
□
□
□
□
□

Ensure that staff is clear on the EOC Action Plan. Have pertinent elements documented for
distribution as necessary.
Establish time for next action planning meeting.
Approve and authorize the implementation of the EOC Action Plan developed and prepared by the
Planning/Intelligence Section and EOC Management Team.
In conjunction with the Public Information Officer, coordinate and conduct news conferences and
review media releases as required. Establish procedure for information releases affecting interagency coordination.
Authorize PIO to release information to the media and to access Emergency Alert System (EAS)
as needed through appropriate channels.
Monitor performance of EOC personnel for signs of stress or under-performance; initiate Critical
Incident Stress Debriefing as appropriate in coordination with Personnel Unit of the Logistics
Section.
In conjunction with the Safety Officer, establish and maintain a safe working environment.

Butte County Emergency Operations Plan - Functional Annex A

59

□
□
□
□
□

Ensure that proper security of the EOC is maintained at all times.
Ensure that the Liaison Officer is providing for and maintaining positive and effective inter-agency
coordination.
Establish and maintain contacts with adjacent jurisdictions/agencies and with other organizational
levels as appropriate.
Monitor section level activities to assure that all appropriate actions are being taken.
Brief your relief at shift change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Deactivation

□

Authorize deactivation of sections, Units or units when they are no longer required.

□

Notify CalEMA, adjacent facilities and other EOCs as necessary of planned time for deactivation.

□

Ensure that any open actions not yet completed will be taken care of after deactivation.

□

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

□

Be prepared to provide input to the After-Action Report.

□

Deactivate the EOC and close out logs when emergency situation no longer requires activation.

□

Proclaim termination of the emergency and proceed with recovery operations.
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Public Information Officer (PIO)
PRIMARY:

Designated by CAO

ALTERNATE:

Designated by Primary

SUPERVISOR:

EOC Director

General Duties
•

Serve as the dissemination point for all media releases within the affected area. Other agencies
wishing to release information to the public should coordinate through the Public Information
function.

•

Coordinate as necessary to ensure that the public within the affected area receives complete,
accurate, timely, and consistent information about lifesaving procedures, health preservation
instructions, emergency status and other information, and relief programs and services.

•

Review and coordinate all related information releases.

•

Maintain a relationship with the media representatives and hold periodic press conferences as
required.

Your Responsibility
•

Ensure that information support is provided on request; that information released is consistent,
accurate, and timely and that appropriate information is provided to all required agencies.

•

In larger events, the Emergency Public Information function may, as conditions and or activation
levels require, expand into a Unit structure. At the discretion of the Public Information Officer, the
EPI Unit may be divided into divisions, groups and units as necessary to meet the functional need.

Checklist Actions
Start-Up Actions

□

Check-in upon arrival at the EOC.

□

Report to EOC Director.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□

Identify yourself as the PIO by putting on the vest with your title. Print your name on the EOC
organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
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□

Open and maintain a position log.

□

Determine 24-hour staffing requirements and request additional support as required.

□

Determine the need for group or unit establishment. Make required personnel assignments as
staff arrives at the EOC.

□

Request additional resources through the appropriate Logistics Section Unit.

□

Based on the situation as known or forecast determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□

Keep up to date on the situation and resources associated with your Unit/Position. Maintain
current status reports and displays.
Keep the EOC Director advised of your status and activity and on any problem areas that now
need or will require solutions.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate support requirements and forward to your Section Chief.

□

Monitor your position activities and adjust staffing and organization to meet current needs.

□
□

Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Ensure that your personnel and equipment time records and a record of expendable materials
used are provided to your Section Chief at the end of each operational period.
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□

Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Position Operational Duties

□
□
□
□
□
□
□

Secure guidance from the EOC Director regarding the release of available information.
Keep the EOC Director advised of all unusual requests for information and of all major critical or
unfavorable media comments. Provide an estimate of the impact and severity and make
recommendations as appropriate.
Coordinate all media events with the EOC Director.
Ensure that all departments, agencies and response organizations in the jurisdiction are aware that
they must coordinate release of emergency information through the PIO and that all press releases
must be cleared with the EOC Director before releasing information to the media.
Establish a Media Information Center at a site away from the EOC, Command Post and incident
for media use and dissemination of information. Provide necessary work space, materials,
telephones and staffing. Media Information Center Location: TBA. Announce safe access routes
to Media Information Center for media.
Schedule and post times and locations of news briefings in the EOC, Media Information Center
and other appropriate areas.
Prepare and provide approved information to the media. Post news releases in the EOC, Media
Information Center and other appropriate areas.

□

Develop an information release program.

□

Interact with other Units to provide and obtain information relative to public information operations.

□

Coordinate with the Situation Status Unit of the Planning/Intelligence Section and define areas of
special interest for public information action. Identify means for securing the information as it is
developed.

□

Maintain an up-to-date picture of the situation for presentation to media.

□

Obtain, process, and summarize information in a form usable in presentations.

□

Provide periodic briefings and press releases about the disaster situation throughout the affected
areas. Refer media representatives to incident level PIOs for specific information.

□

As required, periodically prepare briefings for the jurisdiction executives or elected officials.

□

Respond to information requests from the EOC Director and EOC Management Team.

□
□

Ensure that a rumor control function is established as necessary, and has the means for identifying
false or erroneous information. Develop procedure to be used to squelch such information.
Provide sufficient staffing and telephones to efficiently handle incoming media and public calls and
to gather status information.
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□
□
□
□
□
□

Consider establishing and staffing a hot-line to answer inquiries from the public. Use of the
automated voice-mail disaster information system is to be encouraged.
Prepare, update and distribute to the public a Disaster Assistance Information Directory containing
locations to obtain food, shelter, supplies, health services, etc.
Prepare a briefing sheet to be distributed to all employees at the beginning of each shift so they
can answer questions from the public, such as shelter locations, water distribution sites, DACs, etc.
Broadcast emergency information/updates on local Cable Channels either through the message
board or live taping of EOC Director.
Arrange for meetings between media and operational area officials or incident personnel.
Provide escort service to the media and VIPs; arrange for tours and photo opportunities when
available staff and time permit. Coordinate VIP tours with Liaison Officer and Legislative Liaison.

□

Assist in making arrangements with adjacent jurisdictions for media visits.

□

Determine which radio and TV stations are operational.

□
□
□
□
□
□
□
□

Determine requirements for support to the emergency public information function at other EOC
levels.
Monitor broadcast media, and use information to develop follow-up news releases and rumor
control.
When federal emergency response teams respond, coordinate activities through the EOC to
ensure coordination of local, state and federal public information activities.
Ensure that announcements, information and materials are translated and prepared for special
populations (non-English speaking; non-readers; elderly; the hearing, sight and mobility impaired;
etc.).
Prepare materials that describe the health risks associated with each hazard, the appropriate selfhelp or first aid actions and other appropriate survival measures.
Prepare instructions for people who must evacuate from a high-risk area, including the following
information for each threat: evacuation routes; suggestions on types and quantities of clothing,
food, medical items, etc. the evacuees should bring; location of shelters.
During periods of increased national readiness, or in time of need, prepare materials that address
national security survival tips.
Issue timely and consistent advisories and instructions for life safety, health and assistance:


What to do and why.

 What not to do and why.


Hazardous areas and structures to stay away from.



Evacuation routes, instructions and arrangements for persons without transportation or special
needs (non-ambulatory, sight-impaired, etc.).

Butte County Emergency Operations Plan - Functional Annex A

64



Location of mass care shelters, first aid stations, food and water distribution points, etc.



Location where volunteers can register and be given assignments.



Street and freeway overpass conditions, congested areas to avoid and alternate routes to
take.



Instructions from the coroner and public health officials pertaining to dead bodies, potable
water, human waste and spoiled food disposal.

 Weather hazards when appropriate.
 Public information hotline numbers.
 Status of Local Proclamation, Governor’s Proclamation or Presidential Declaration.

□
□



Local, state and federal assistance available; locations and times to apply.



Disaster Assistance Center (DAC) locations, opening dates and times.



How and where people can obtain information about relatives/friends in the
emergency/disaster area. (Coordinate with the Red Cross on the release of this information.)

Issue other information pertaining to the emergency/disaster (acts of heroism, historical property
damaged or destroyed, prominence of those injured or killed, other human interest stories)
Through the EOC, coordinate with state, federal or private sector agencies to get technical
information (health risks, weather, etc.) for release to the public and media.

□

Ensure file copies are maintained of all information released.

□

Provide copies of all releases to the EOC Director.

□

Prepare final news releases and advise media representatives of points-of-contact for follow-up
stories.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Emergency Public Information position and close out logs when authorized by the
EOC Director.
Leave forwarding phone number where you can be reached.
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Liaison Officer
PRIMARY:

Designated by CAO

ALTERNATE:

Designated by Primary

SUPERVISOR:

EOC Director

General Duties
•

Coordinate with Agency Representatives assigned to the EOC and handle requests from other
agencies for sending liaison personnel to other EOCs.

•

Function as a central location for incoming Agency Representatives, provide work space and
arrange for support as necessary.

•

Interact with other sections and Units within the EOC to obtain information, assist in coordination
and ensure the proper flow of information.

•

Ensure that all developed guidelines, directives, actions plans and appropriate situation information
is disseminated to Agency Representatives.

Your Responsibility
•

Serve as the point of contact for Agency Representatives from assisting organizations and
agencies outside the county/city government structure; aid in coordinating the efforts of these
outside agencies to reduce the risk of their operating independently. Any state and/or federal
emergency official should make contact with the Liaison Officer to ensure continuity of operations.

•

Multi-agency or inter-agency coordination is defined as the participation of agencies and disciplines
involved at any level of the SEMS organization working together in a coordinated effort to facilitate
decisions for overall emergency response activities, including the sharing of critical resources and
the prioritization of incidents.

Checklist Actions
Start-Up Actions

□

Check-in upon arrival at EOC.

□

Report to the EOC Director.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□

Identify yourself as the Liaison Officer by putting on the ID Tag with your title. Print your name on
the EOC organizational chart next to your assignment.
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□

Clarify any issues regarding your authority and assignments and what others in the organization
do.

□

Open and maintain a position log.

□

Determine 24-hour staffing requirements and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit.

□

Based on the situation as known or forecast determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log (see sample, Part Three—Forms), maintain all required records and
documentation to support the After-Action Report and the history of the emergency/disaster.
Document:






□

Messages received
Action taken
Decision justification and documentation
Requests filled
EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□

Keep up to date on the situation and resources associated with your position. Maintain current
status reports and displays.
Keep the EOC Director advised of your status and activity and on any problem areas that now
need or will require solutions.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate support requirements and forward to your Section Chief.

□

Monitor your position activities and adjust staffing and organization to meet current needs.

□

Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
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□
□

Ensure that your personnel and equipment time records and a record of expendable materials
used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Position Operational Duties

□

Arrange and coordinate VIP tours with PIO, Legislative Liaison and EOC Director.

□

Contact all on-site Agency Representatives. Make sure:
 They have signed into the EOC.


They understand their assigned function.



They know their work location.



They understand EOC organization and floor plan (provide both).



Determine if outside liaison is required with other agencies such as:



Local/county/state/federal agencies



Schools



Volunteer organizations

 Private sector organizations


Utilities not already represented.

□

Determine status and resource needs and availability of other agencies.

□

Brief Agency Representatives on current situation, priorities and EOC Action Plan.

□
□

Request Agency Representatives contact their agency, determine level of activation of agency
facilities, and obtain any intelligence or situation information that may be useful to the EOC.
Notify and coordinate with adjacent jurisdictions on facilities and/or dangerous releases which may
impose risk across boundaries.

□

Respond to requests for liaison personnel from other agencies.

□

Act as liaison with state or federal emergency response officials and appropriate city personnel.

□
□
□
□
□

Determine if there are any communication problems in contacting outside agencies. Provide
information to the Communications Unit of the Logistics Section.
Know the working location for any Agency Representative assigned directly to a Unit
Compile list of Agency Representatives (agency, name, EOC phone) and make available to all
Section and Unit Chiefs.
Respond to requests from sections and Units for Agency information.
appropriate Agency Representatives.

Direct requesters to

Provide periodic update briefings to Agency Representatives as necessary.
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Deactivation

□

Release Agency Representatives no longer required in the EOC after coordination with the EOC
Director and rest of the General Staff.

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□

Deactivate the Liaison Officer position and close out logs when authorized by the EOC Director.

□

Leave forwarding phone number where you can be reached.
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Agency Representative
PRIMARY:

As needed

ALTERNATE:

As needed

SUPERVISOR:

Liaison Officer

Your Responsibility
•

As an individual assigned to the EOC from another agency, the Agency Representative should be
able to speak for his/her agency within established limits.

Checklist Actions
Start-Up Actions

□
□

Check-in upon arrival at the EOC.
Report to Liaison Officer if that position has been activated. If not activated, report to the EOC
Director.

□

Obtain a briefing on the situation.

□

Unpack any kit materials you may have brought with you and set up your assigned work station.

□
□
□
□
□

Obtain EOC organization chart, floor plan and telephone listing. Review the locations and general
duties of all sections and Units that have been activated.
Review your position responsibilities.
Identify yourself as an Agency Representative by putting on the ID Tag with your title. Print your
name on the EOC organizational chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Establish communications link(s) with home agency.
Communications Unit of the Logistics Section.

If unable to communicate, notify the

□

If necessary, clarify your decision making authority with your agency.

□

Open and maintain a position log.

□

Determine 24-hour staffing requirements and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit.

□

Based on the situation as known or forecast determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.
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□

Using activity log (see sample, Part Three—Forms), maintain all required records and
documentation to support After-Action Report and the history of the emergency/disaster.
Document:






□

Messages received
Action taken
Decision justification and documentation
Requests filled
EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□

Keep up to date on the situation and resources associated with your position. Maintain current
status reports and displays.
Keep the Liaison Officer advised of your status and activity and on any problem areas that now
need or will require solutions.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate support requirements and forward to your Section Chief.

□

Monitor your position activities and adjust staffing and organization to meet current needs.

□
□
□

Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Ensure that your personnel and equipment time records and a record of expendable materials
used are provided to the Liaison Officer at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Position Operational Duties

□
□

Obtain current situation briefing from person you are relieving, or from the Liaison Officer.
Contact EOC sections or Units appropriate to your responsibility, and advise them of your
presence and assigned work location.
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□

If relocating to work directly with a functional Unit, advise Liaison Officer of your location.

□

Facilitate requests for support or information that your agency can provide.

□

Keep up to date on the general status of resources and activity associated with your agency.

□
□
□

Provide appropriate situation information to the Situation Status Unit of the Planning/Intelligence
Section.
Represent your agency at planning meetings as appropriate. Be prepared to provide update
briefings about your agency's activities and priorities at these meetings.
Inform your agency periodically on jurisdiction/EOC priorities and actions that may be of interest.

Deactivation

□

Coordinate deactivation with Liaison Officer. Ensure your agency's representation is no longer
needed prior to leaving.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□

Leave forwarding phone number where you can be reached.
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Safety Officer
PRIMARY:

Butte County Safety Officer

ALTERNATE:

Designated by Primary

SUPERVISOR:

EOC Director

General Duties
•

Ensure that all facilities used in support of EOC operations have safe operating conditions.

•

Monitor all EOC and related facility activities to ensure that they are being conducted in as safe a
manner as possible under the circumstances which exist.

•

Stop or modify all unsafe operations.

Your Responsibility
•

Identify and mitigate safety hazards and situations of potential County liability during EOC
operations and ensure a safe working environment in the EOC.

Checklist Actions
Start-Up Actions

□

Check-in upon arrival at the EOC.

□

Report to the EOC Director.

□

Obtain a briefing on the situation

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□

Identify yourself as the Safety Officer by putting on the vest with your title. Print your name on the
EOC organization chart next to your assignment.

□

Clarify any issues regarding your authority and assignment and what others in the organization do.

□

Open and maintain a position log.

□

Determine 24-hour staffing requirements and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit.

□

Based on the situation as known or forecast determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.
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□

Using activity log (see sample, Part Three—Forms), maintain all required records and
documentation to support the After-Action Report and the history of the emergency/disaster.
Document:






□

Messages received
Action taken
Decision justification and documentation
Requests filled
EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□

Keep up to date on the situation and resources associated with your position. Maintain current
status reports and displays.
Keep the EOC Director advised of your status and activity and on any problem areas that now
need or will require solutions.
Establish operating procedure with the Logistics Section for use of telephone, radio and data
systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate support requirements and forward to your Section Chief.

□

Monitor your position activities and adjust staffing and organization to meet current needs.

□
□
□

Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Ensure that your personnel and equipment time records and record of expendable materials used
are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Position Operational Duties

□

Secure information regarding emergency conditions.

□

Tour the entire facility area and determine the scope of on-going operations.
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□
□
□
□
□
□

Evaluate conditions and advise the EOC Director of any conditions and actions which might result
in liability—e.g. oversights, improper response actions, etc.
Coordinate with the Personnel Unit of the Logistics Section to ensure that training for personnel
includes safety and hazard awareness and is in compliance with OSHA requirements.
Study the facility to learn the location of all fire extinguishers, fire hoses and emergency pull
stations.
Be familiar with particularly hazardous conditions in the facility.
Ensure that the EOC location is free from environmental threats (i.e., radiation exposure, air purity,
potable water, etc.)
If the events which caused activation is an earthquake, provide guidance regarding actions to be
taken in preparation for aftershocks.

□

Obtain assistance for any special safety requirements.

□

Keep the EOC Director advised of safety conditions.

□

Coordinate with Compensation/Claims Unit of the Finance/Administration Section on any
personnel injury claims or records preparation as necessary for proper case evaluation and
closure.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□

Deactivate the Safety Officer position and close out logs when authorized by the EOC Director.

□

Leave forwarding phone number where you can be reached.
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EOC Security Officer (may be combined with Safety Officer)
PRIMARY:

Butte County Safety Officer

ALTERNATE:

Designated by Primary

SUPERVISOR:

EOC Director

General Duties
•

Provide twenty-four hour a day security for EOC facilities.

•

Control personnel access to facilities in accordance with policies established by the EOC Director.

Your Responsibility
•

To provide security of all EOC facilities and personnel access.

Checklist Actions
Start-Up Actions

□

Check-in upon arrival at the EOC.

□

Report to EOC Director.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□

Identify yourself as the EOC Security Officer by putting on the vest with your title. Print your name
on the EOC organizational chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the EOC
organization do.

□

Open and maintain a position log.

□

Determine 24-hour staffing requirements and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit.

□

Based on the situation as known or forecast determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:
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□

Messages received
Action taken
Decision justification and documentation
Requests filled
EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□

Keep up to date on the situation and resources associated with your position. Maintain current
status reports and displays.
Keep the EOC Director advised of your status and activity and on any problem areas that now
need or will require solutions.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate support requirements and forward to your Section Chief.

□

Monitor your position activities and adjust staffing and organization to meet current needs.

□
□
□

Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Ensure that your personnel and equipment time records and a record of expendable materials
used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Position Operational Duties

□
□

Determine current security requirements and establish staffing as needed.
Determine needs for special communications. Make needs known to the Communications Unit of
the Logistics Section.

□

Complete a radio or communications check with all on-duty security personnel as appropriate.

□

Establish or relocate security positions as dictated by the situation.
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□

Determine needs for special access facilities.
Develop if required.

Consider need for vehicle traffic control plan.

□

Assist in any EOC evacuation.

□

Assist in sealing off any danger areas. Provide access control as required.

□

As requested, provide security for any EOC critical facilities, supplies or materials.

□

Provide executive security as appropriate or required.

□

Provide security input and recommendations as appropriate to conditions to EOC Director.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□

Deactivate the Security Officer position and close out logs when authorized by the EOC Director.

□

Leave forwarding phone number where you can be reached.
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EOC Manager
PRIMARY:

Butte County Emergency Services Officer

ALTERNATE:

Deputy Emergency Services Officer

SUPERVISOR:

EOC Director

General Duties
•

Coordinate Emergency Operations Center (EOC) internal management systems.

•

Liaison with outside public jurisdictions and internal departments.

•

Assist and serve as an advisor to the EOC Director and General Staff as needed.

•

Provide information and guidance to the EOC Management Team.

•

Maintain contact with the REOC EOC Liaison Officer.

•

Serve (temporary assignment) as a Section Chief if assigned by the EOC Director

•

Coordinate all visits to the EOC.

Your Responsibility
•

Facilitate the overall functioning of the EOC, coordinate with other agencies and SEMS levels and
serve as a resource to the EOC Director.

Checklist Actions
Start-Up Actions

□

Check-in upon arrival at the EOC.

□

Report to the EOC Director.

□

Receive incident briefing from the EOC Director.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□

Identify yourself as the EOC Chief by putting on the vest with your title. Print your name on the
EOC organizational chart next to your assignment.

□

Clarify any issues regarding your authority and assignment and what others in the organization do.

□

Open and maintain a position log.
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□

Assess emergency impacts and provide advice to the EOC Director as to the extent of EOC
activation.

□

Assist the EOC Director in filling needed workstation assignments.

□

Provide assistance and information to Section Chiefs as required.

□

Determine 24-hour staffing requirements and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit.

□

Based on the situation as known or forecast determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□

Keep up to date on the situation and resources associated with your position. Maintain current
status reports and displays.
Keep the EOC Director advised of your status and activity and on any problem areas that now
need or will require solutions.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate support requirements and forward to your Section Chief.

□

Monitor your position activities and adjust staffing and organization to meet current needs.

□

Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
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□
□

Ensure that your personnel time records are provided to your Section Chief at the end of each
operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Position Operational Duties

□

Assist the General Staff and the EOC Director in developing an overall strategy, including:


Assess the situation.

 Define the problem.


Establish priorities.



Determine the need for evacuation.

 Estimate the incident duration.


□
□
□
□

Determine if there is a need to make an “Emergency Proclamation”.

Advise the EOC Director about proclamations, emergency ordinances and other legal documents
required by the Board of Supervisors, the cities and the EOC Director.
Assist the Planning/Intelligence Section in the development, continuous updating and execution of
the EOC Action Plan.
Ensure efficient operating procedures within the EOC. Assist any function in addressing any
issues that might arise.
Monitor performance of EOC personnel for signs of stress or under-performance; advise EOC
Director of condition.

□

Ensure that all documentation is being properly maintained by EOC personnel.

□

Facilitate and attend periodic briefing sessions conducted by the EOC Director.

□
□

Advise the EOC Director of any issues that need to be addressed and of any responsibilities that
need to be assigned.
Liaison with other agencies (Operational Area, State and FEMA) as assigned. Ensure that all
notifications are made to the Inland REOC. As necessary, verify that requests for assistance have
been addressed or forwarded to the Inland REOC.

□

Ensure that all necessary communications have been established.

□

Coordinate and monitor all EOC visitations.

□
□

Coordinate all EOC functions with neighboring jurisdictions, and other support and response
organizations.
Coordinate with the Planning Section on the development and tracking of the After
Action/Corrective Action (AA/CA) Report. Ensure AA/CA Report is submitted to CalEMA Region III
within 90 days of incident.
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□

Assist in shift change issues.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□

Deactivate the EOC Chief position and close out logs when authorized by the EOC Director.

□

Leave forwarding phone number where you can be reached.
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Legal Officer
PRIMARY:

Butte County Counsel

ALTERNATE:

Designated by Primary

SUPERVISOR:

EOC Director

General Duties
•

Prepare proclamations, emergency ordinances and other legal documents and provide legal
services as required.

•

Maintain legal information, records and reports relative to the emergency.

•

Commence legal proceedings as needed.

•

Participate as a member of the EOC Management Team when requested by EOC Director.

Your Responsibility
•

Act as the County Attorney, provide legal advice to the EOC Director in al legal matters relative to
the emergency and assist in the proclamation of an emergency.

Checklist Actions
Start-up Actions

□

Check-in upon arrival at the EOC.

□

Report to the EOC Director.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□

Identify yourself as the Legal Officer by putting on the ID Tag with your title. Print your name on
the EOC organizational chart next to your assignment.

□

Clarify any issues regarding your authority and assignment and what others in the organization do.

□

Open and maintain a position log.

□

Determine 24-hour staffing requirements and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit.

□

Based on the situation as known or forecast determine likely future needs.

□

Think ahead and anticipate situations and problems before they occur.

Butte County Emergency Operations Plan - Functional Annex A

83

□

Using activity log maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□

Keep up to date on the situation and resources associated with your position. Maintain current
status reports and displays.
Keep the EOC Director advised of your status and activity and on any problem areas that now
need or will require solutions.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate support requirements and forward to your Section Chief.

□

Monitor your position activities and adjust staffing and organization to meet current needs.

□
□
□

Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Ensure that your personnel and equipment time records and a record of expendable materials
used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Position Operational Duties

□
□
□

Prepare proclamations, emergency ordinances and other legal documents required by the County
Board of Supervisors and the EOC Director.
Develop rules, regulations and laws required for the acquisition and/or control of critical resources.
Develop emergency ordinances and regulations to provide a legal basis for evacuation and/or
population control.
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□
□
□
□

Commence civil and criminal proceedings as necessary and appropriate to implement and enforce
emergency actions.
Advise the EOC Director on areas of legal responsibility and identify potential liabilities.
Advise the Board of Supervisors, EOC Director and management personnel of the legality and/or
legal implications of contemplated emergency actions and/or policies.
Prepare documents relative to the demolition of hazardous structures or conditions.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Legal Advisor/Officer position and close out logs when authorized by the EOC
Director.
Leave forwarding phone number where you can be reached.
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Legislative Liaison
PRIMARY:

As needed

ALTERNATE:

As Needed

SUPERVISOR:

EOC Director

General Duties
•

Work closely with the EOC Director to ensure proper support from all legislative entities.

•

Liaison with legislative representatives as necessary to acquire vital support for your jurisdiction.

•

Assist EOC Director as needed.

Your Responsibility
•

Although this is not a position described in ICS or SEMS, it is a management level function that has
demonstrated its necessity during recent disasters. The Legislative Liaison is a part of the
management staff and may be a singular person or group who, as an incident indicates,
establishes and maintains personal contact with the elected officials representing the impacted
area at the county/state/federal levels.

•

Ensure that a link has been established between the Butte County Operational Area and the
legislative body to pass on information and requests and to lobby for the filling of requests when
the established request channels are overloaded and not responsive. Communicate local needs to
your community’s legislative officers and establish a continued link between the jurisdiction and all
other potential entities as needed. Identify issues that should be forwarded to the proper political
entities to ensure the best possible response to your community.

Checklist Actions
Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the EOC Director.

□

Receive incident briefing from the EOC Director.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□

Identify yourself as the Legislative Liaison by putting on the ID Tag with your title. Print your name
on the EOC organizational chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
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□

Open and maintain a position log.

□

Determine 24-hour staffing requirements and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit.

□

Based on the situation as known or forecast determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□

Keep up to date on the situation and resources associated with your position. Maintain current
status reports and displays.
Keep the EOC Director advised of your status and activity and on any problem areas that now
need or will require solutions.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate support requirements and forward to your Section Chief.

□

Monitor your position activities and adjust staffing and organization to meet current needs.

□
□
□

Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Ensure that your personnel and equipment time records and a record of expendable materials
used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.
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Position Operational Duties

□
□
□
□
□
□

Assist EOC Director in preparing a county strategy dealing with legislative issues during this event.
Establish a link between your jurisdiction, its political bodies and the county and state legislative
bodies.
Assist EOC in addressing any political issues that might arise. Determine, with the EOC Director,
the need to contact specific legislative bodies to ensure the best possible response to your
community.
Brief and coordinate with PIO, Liaison Officer and Board of Supervisors on VIP tours.
Ensure that all documentation is being properly maintained. Forward pertinent documents to your
jurisdiction’s elected officials. As needed, forward pertinent documentation upward through proper
channels to expedite response to your jurisdiction.
Advise the EOC Director of any political issues that may need to be addressed and of any
responsibilities that may need to be assigned.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Legislative Liaison position and close out logs when authorized by the EOC
Director.
Leave forwarding phone number where you can be reached.

Butte County Emergency Operations Plan - Functional Annex A

88

Operations Section Chief
PRIMARY:

BCFD/CDF Division Chief (or as designated by EOC Director)

ALTERNATE:

As designated by EOC Director

SUPERVISOR:

EOC Director

General Duties
•

Ensure that the Operations Section function is carried out, including the coordination of response
for Fire, Law, Medical/Health, Care and Shelter, Public Works and Building and Safety.

•

Establish and maintain staging areas for incoming resources.

•

Develop and ensure that the EOC Action Plan’s operational objectives are carried out.

•

Establish the appropriate level of organization within the Section, and continuously monitor the
effectiveness of that organization. Make changes as required.

•

Exercise overall responsibility for the coordination of Unit activities within the Section.

•

Report to the EOC Director on all matters pertaining to Section activities.

Your Responsibility
•

Coordinate all jurisdictional operations in support of the emergency response through
implementation of the operational area’s EOC Action Plan and coordinate all requests for mutual
aid and other operational resources.

Checklist Actions
Section Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the EOC Director.

□

Obtain a briefing on the situation.

□
□
□
□
□

Set up your Section work station, including maps and status boards. Use your EOC Section
materials and on-site supplies.
Review your position responsibilities.
Identify yourself as the Operations Section Chief by putting on the vest with your title. Print your
name on the EOC organization chart next to your assignment.
Clarify any issues you may have regarding your authority and assignment and what others in the
organization do.
Review organization in place at the EOC. Know where to go for information or support.
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□
□
□

Determine if other Section staffs are at the EOC.
Confirm that all key Operations Section personnel or alternates are in the EOC or have been
notified. Recall the required staff members necessary for the emergency.
Activate organizational elements within your Section as needed and designate leaders for each
element or combination of elements.


Fire Unit

 Law Enforcement Unit
 Medical/Health Unit
 Care and Shelter Unit


Public Works unit

 Building Unit

□

Request additional personnel for the Section to maintain a 24-hour operation as required.

□

Brief incoming Section personnel prior to their assuming their duties. Briefings should include:


Current situation assessment.



Identification of specific job responsibilities.



Identification of co-workers within the job function and/or geographical assignment.



Availability of communications.

 Location of work area.


Identification of eating and sleeping arrangements as appropriate.



Procedural instructions for obtaining additional supplies, services and personnel.



Identification of operational period work shifts.

□

Inform the EOC Director and General Staff when your Section is fully operational.

□

Open and maintain Section logs.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by the CalEMA
and FEMA.

□

Review responsibilities of Units in your Section. Develop plan for carrying out all responsibilities.

□

Prepare work objectives for Section staff and make staff assignments.

Butte County Emergency Operations Plan - Functional Annex A

90

□
□

Meet with other activated Section Chiefs.
From the Situation Status Unit of the Planning/Intelligence Section, obtain and review major
incident reports and additional field operational information that may pertain to or affect your
Section operations. Provide information to appropriate Units.

□

Based on the situation as known or forecast, determine likely future Operations Section needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Request additional resources through the Logistics Section or established ordering procedures, as
needed.

General Operational Duties

□
□
□
□
□
□
□
□

Carry out responsibilities of the Operations Section Units that are not currently staffed.
Evaluate the need for Critical Incident Stress Debriefing for all affected personnel, victims and
bystanders. Arrange debriefings through the Personnel Unit of the Logistics Section.
Make a list of key issues currently facing your Section to be accomplished within the next
operational period.
Keep up to date on situation and resources associated with your Section. Maintain current status
and displays at all times.
Brief the EOC Director on major problem areas that need or will require solutions.
Provide situation and resources information to the Situation Status Unit of the Planning/Intelligence
Section on a periodic basis or as the situation requires.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, data and radio systems. Make any priorities or special requests known.
Determine status of transportation system into and within the affected area in coordination with the
Transportation Unit of the Logistics Section. Find out present priorities and estimated times for
restoration of the disaster route system. Provide information to appropriate Units.

□

Ensure that your Section logs and files are maintained.

□

Monitor your Section activities and adjust Section organization as appropriate.

□

Ensure internal coordination between Unit leaders.

□

Update status information with other sections as appropriate.

□

Resolve problems that arise in conducting your Section responsibilities.

□
□

Anticipate potential situation changes, such as severe aftershocks, in all Section planning.
Develop a backup plan for all plans and procedures requiring off-site communications.
Conduct periodic briefings for your Section. Ensure that all organizational elements are aware of
priorities.
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□
□
□
□
□

Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Make sure that all contacts with the media are fully coordinated first with the Public Information
Officer (PIO).
Participate in the EOC Director’s action planning meetings.
Ensure that all your Section personnel and equipment time records and record of expendable
materials used are provided to the Time and Cost Analysis Units of the Finance/Administration
Section at the end of each operational period.
Brief your relief at shift change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Section Operational Duties

□
□

Establish field communications with affected areas.
Evaluate the field conditions associated with the disaster/emergency and coordinate with the
Situation Status Unit of the Planning/Intelligence Section.

□

Determine the need to evacuate and issue evacuation orders.

□

Determine the need for In-Place Sheltering and issue notification orders.

□
□
□
□
□

In coordination with the Situation Status Unit of the Planning/Intelligence Section, designate
primary and alternate evacuation routes for each incident
Display on maps the primary and alternate evacuation routes which have been determined for the
incident.
Identify, establish and maintain staging areas for Operations-related equipment and personnel.
Direct Operations Unit Chiefs to maintain up-to-date Incident Charts, Incident Reports and Unit
specific maps. Ensure that only ACTIVE, ESSENTIAL information is depicted on the charts and
maps. All unit-related items of interest should be recorded on an Incident Report.
Provide copies of the daily Incident Report to the Documentation Unit of the Planning/Intelligence
Section at end of each operational period

□

Coordinate the activities of all departments and agencies involved in the operations.

□

Determine resources committed and resource needs.

□
□
□

Receive, evaluate and
disaster/emergency.

disseminate

information

relative

to

the

Operations

of

the

Provide all relevant emergency information to the Public Information Officer.
Conduct periodic Operations Section briefings and work to reach consensus for forthcoming
operational periods.

Butte County Emergency Operations Plan - Functional Annex A

92

□
□
□
□
□
□
□

Work closely with the Planning/Intelligence Section Chief in the development of the EOC Action
Plan.
Work closely with each Unit leader to ensure Operations Section objectives as defined in the
current EOC Action Plan are being addressed.
Ensure that intelligence information from Unit leaders is made available to the Planning/Intelligence
Section.
Ensure that unusual weather occurrences within the jurisdiction are reported to the National
Weather Service (NWS).
Coordinate with the Medical Health Unit of the Logistics Section on animal care issues.
Ensure that all fiscal and administrative requirements are coordinated through the
Finance/Administration Section, i.e., notification of all emergency expenditures.
Review suggested list of resources to be released and initiate recommendations for their release.
Notify the Resources Unit of the Logistics Section.

Deactivation

□
□

Authorize deactivation of organizational elements within your Section when they are no longer
required.
Ensure that any open actions are handled by your Section or transferred to other EOC elements as
appropriate.

□

Ensure that any required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Deactivate your Section and close out logs when authorized by the EOC Director.

□

Leave forwarding phone number where you can be reached.
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Unincorporated Area Only
Fire Branch
PRIMARY:

Butte County Fire Warden

ALTERNATE:

Designated by Primary

SUPERVISOR:

Operations Section Chief

General Duties
•

Coordinate the prevention, control and suppression of fires and hazardous materials incidents.

•

Coordinate fire agency provision of field emergency medical care.

•

Coordinate all fire agency operations.

•

Implement that portion of the EOC Action Plan appropriate to the Fire Unit.

Your Responsibility
•

Coordinate personnel, equipment and resources committed to the fire, field medical, search and
rescue and hazardous materials elements of the incident.

•

Remove this page if Operational Area EOC activated.

Butte County Emergency Operations Plan - Functional Annex A

94

Operational Area
Fire Branch
PRIMARY:

Area Fire and Rescue Chief

ALTERNATE:

Assistant Area Fire and Rescue Chief

SUPERVISOR:

Operations Section Chief

General Duties
•

Coordinate the prevention, control and suppression of fires and hazardous materials incidents.

•

Coordinate fire agency provision of field emergency medical care.

•

Coordinate all fire agency operations.

•

Implement that portion of the EOC Action Plan appropriate to the Fire Unit.

Your Responsibility
•

Coordinate personnel, equipment and resources committed to the fire, field medical, search and
rescue and hazardous materials elements of the incident.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Operations Section Chief and obtain a briefing.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Obtain a briefing from the field command post(s) or DOC, if activated, prior to assuming EOC
assignment and brief the Operations Section Chief.
Identify yourself as the Fire Unit Chief by putting on the vest with your title and your ID tag. Print
your name on the EOC organization chart next to your assignment.
Ensure that all required supplies are available and equipment is working properly (phones, radios,
forms, lists, maps, etc.)

□

Ascertain if all key Fire personnel are in the EOC or have been notified.

□

Clarify any issues regarding your authority and assignment and what others in the organization do.

Butte County Emergency Operations Plan - Functional Annex A

95

□
□
□
□
□
□
□

Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.
Ensure that all Butte County fire agencies have been alerted and notified of the current situation.
Consider requesting fire agencies to notify off-duty fire personnel of call-back status (when they
should report), in accordance with their current internal department emergency procedures.
Ensure that all fire agencies have completed status check on equipment, facilities and operational
capabilities.
Ensure that field units begin safety/damage assessment survey of critical facilities and report status
information to the Planning/Intelligence Section through the Operations Section.
Determine 24-hour EOC staffing requirement and request additional support as required.
Request additional EOC resources through the Logistics Section or established ordering
procedures, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

□

Using activity log (see sample, Part Three—Forms), maintain all required records and
documentation to support the After-Action Report and the history of the emergency/disaster.
Document:


Messages received



Action taken



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA

General Operational Duties

□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays. Use Incident Action Plan (IAP).

□

Ensure that the Safety/Damage Assessment plan is being carried out by field units.

□

Obtain regular briefings from field command post(s) or DOC.
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□
□
□
□
□
□
□

Maintain contact with established DOCs and dispatch centers to coordinate resources and
response personnel.
Direct DOCs to report pertinent information (casualties, damage observations, evacuation status,
radiation levels, chemical exposures, etc.) to the appropriate EOC Operations Unit.
Keep the Operations Section Chief advised of your Unit status and activity and on any problem
areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all unit-planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□
□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decision
making process if requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Operational Duties

□

Assess the impact of the disaster on the Fire and Rescue operational capacity.

□

Set Fire and Rescue priorities based on the nature and severity of the disaster.

□

Attend planning meetings at the request of the Operations Section Chief.

□

Assist in the preparation of the EOC Action Plan.

□

Coordinate with fire agencies to estimate need for fire mutual aid.
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□

Request mutual aid resources through proper channels when approved by the Operations Section
Chief.

□

Order all fire resources through the Area III Fire Mutual Aid Chief.

□

Order all other resources through the Logistics Section.

□

Report to the Operations Section Chief when:

□



EOC Action Plan needs modification.



Additional resources are needed or surplus resources are available.



Significant events occur.

Report to the Area III Fire and Rescue Mutual Aid Chief on major problems, actions taken and
resources available or needed.

□

Alert all emergency responders to the dangers associated with hazardous materials and fire.

□

Provide field emergency medical care and transportation of injured to appropriate facilities.

□

Assist in dissemination of warnings to the public.

□

Provide fire protection and safety assessment of shelters.

□

Provide support for radiation monitoring and decontamination operations.

□

Check with the other Operations Section Units for a briefing on the status of the emergency.

□
□
□

Coordinate with DOCs and the Procurement and Facilities Units of the Logistics Section for feeding
and shelter of fire personnel.
Determine if current and forecasted weather conditions will complicate large and intense fires,
hazardous material releases, major medical incidents and/or other potential problems.
Review and approve accident and medical reports originating with fire personnel assigned to the
EOC.

□

Resolve logistical problems as requested by fire agencies.

□

Implement the Radiological Protection Procedures as needed.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□

Deactivate the Fire Unit position and close out logs when authorized by the Operations Section
Chief or EOC Director and leave forwarding phone number where you can be reached.
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Unincorporated Area Only
Law Enforcement Branch
PRIMARY:

Butte County Sheriff

ALTERNATE:

Designated by Primary

SUPERVISOR:

Operations Section Chief

General Duties
•

Alert and notify the public of the pending or existing emergency.

•

Activate any public warning systems.

•

Coordinate all law enforcement and traffic control operations during the disaster.

•

Ensure the provision of security at incident facilities.

•

Coordinate incoming law enforcement mutual aid resources during the emergency.

•

Coordinate and assume responsibility as necessary for Coroner Operations.

Your Responsibility
•

Alert and warn the public, coordinate evacuations, enforce laws and emergency orders, establish
safe traffic routes, ensure that security is provided at incident facilities, ensure access control to
damaged areas, order and coordinate appropriate mutual aid resources and assume responsibility
for the Coroner function. Necessary units or groups may be activated as needed to carry out
these functions.

Remove this page if Operational Area EOC Activated

Butte County Emergency Operations Plan - Functional Annex A

99

Operational Area
Law Enforcement Branch
PRIMARY:

Area Law Enforcement Mutual Aid Coordinator

ALTERNATE:

Designated by Primary

SUPERVISOR:

Operations Section Chief

General Duties
•

Alert and notify the public of the pending or existing emergency.

•

Activate any public warning systems.

•

Coordinate all law enforcement and traffic control operations during the disaster.

•

Ensure the provision of security at incident facilities.

•

Coordinate incoming law enforcement mutual aid resources during the emergency.

•

Coordinate and assume responsibility as necessary for Coroner Operations.

Your Responsibility
•

Alert and warn the public, coordinate evacuations, enforce laws and emergency orders, establish
safe traffic routes, ensure that security is provided at incident facilities, ensure access control to
damaged areas, order and coordinate appropriate mutual aid resources and assume responsibility
for the Coroner function. Necessary units or groups may be activated as needed to carry out these
functions.

Checklist Actions
Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Operations Section Chief and obtain a briefing.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Obtain a briefing from the field command post(s) or DOC prior to assuming EOC assignment and
brief the Operations Section Chief.
Identify yourself as the Law Enforcement Unit by putting on the vest with your title and your ID tag.
Print your name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
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□
□
□

Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.
Determine EOC 24-hour staffing requirement and request additional support as required.
Request additional EOC resources through the Logistics Section or established ordering
procedures, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log (see sample, Part Three—Forms), maintain all required records and
documentation to support the After-Action Report and the history of the disaster. Document:
 Messages received

□



Action taken



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Obtain regular briefings from field command post(s) or DOC.
Keep the Operations Section Chief advised of your Unit status and activity and on any problem
areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Establish operating procedure with the Logistics Section for use of telephone, radio and data
systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe weather or aftershocks, in all Unit planning.
Develop a backup plan for all plans and procedures requiring off-site communications.
Determine and anticipate your support needs and forward to your Section Chief.
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□
□
□
□
□
□
□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.
Monitor your Unit activities and adjust EOC staffing and organization as appropriate to meet
current needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decision
making process if requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Operational Duties
•

Unit Operational Duties are organized into categories:
Mobilization, Initial Response,
Alerting/Warning, Evacuation, Security, Other, and Additional Actions in Response to Hazardous
Materials, Air Crash, or Flooding/Dam Failure.

Mobilization

□
□
□
□

Ensure that all Law Enforcement and Public Safety agencies have been alerted and notified of the
current situation.
Consider requesting that agencies notify that all off-duty Law Enforcement and Public Safety
personnel of call-back status, (when they should report) in accordance with current agency
emergency procedures.
Ensure that Law Enforcement and Public Safety agencies have completed status checks on
equipment, facilities, and operational capabilities.
Suggest the altering of normal patrol procedures to accommodate the emergency situation.

Initial Response

□
□
□
□

Ensure that DOCs begin safety/damage assessment survey of critical facilities and report status
information to the Planning/Intelligence Section through the Operations Section.
Notify Sheriff’s DOC or Watch Commander of status.
When requested by law agencies, coordinate with the appropriate units of the Logistics Section for
supplies, equipment, personnel, and transportation for field operations.
Support a multi-purpose staging area as required.

Butte County Emergency Operations Plan - Functional Annex A

102

□
□

Maintain contact with established DOCS and dispatch centers to coordinate resources and
response personnel.
Direct DOCs to report pertinent field information (casualties, damage observations, evacuating
status, radiation levels, chemical exposure, etc.) to the appropriate EOC Operations Unit.

Alerting/Warning of Public

□
□

Designate area to be warned and/or evacuated.
Develop the warning/evacuation message to be delivered. At a minimum the message should
include:


Nature of the emergency and exact threat to public

 Threat areas
 Time available for evacuation
 Evacuation routes


Location of evacuee assistance center

 Radio stations carrying instructions and details

□

Coordinate all emergency warning and messages with the EOC Director and the PIO. Consider
following dissemination methods:


Notifying police units to use loudspeakers and sirens to announce warning messages.

 Determining if helicopters are available and/or appropriate for announcing warnings.

□
□



Using cable TV, local radio stations or local low-power radio stations to deliver warning or
emergency messages upon approval of the EOC Director.



Using the Emergency Alert System (EAS) for local radio and television delivery of warnings.



Using reverse 9-1-1, county watch, volunteers, reserves and other personnel as necessary to
help with warnings. Request through the Logistics Section.

Ensure that dispatch notifies special facilities requiring warning and/or notification (i.e. hospitals,
schools, government facilities, special industries, etc.)
Warn all non-English speaking and hearing impaired persons of the emergency situation/hazard
by:


Using bilingual employees whenever possible.

 Translating all warnings, written and spoken, into appropriate languages.
 Contacting media outlets (radio/television) that serve the languages you need.


Utilizing TDD machines and 9-1-1 translation services to contact the deaf.

 Using pre-identified lists of disabled and hearing impaired persons for individual contact.

□

Check vacated areas to ensure that all people have received warnings.

Evacuation

□

Implement the evacuation portion of the EOC Action Plan.
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□
□

Establish emergency traffic routes in coordination with field IC and the Public Works Unit, utilizing
the County Operational Area Disaster Route Priority Plan.
Coordinate with the Public Works Unit engineering to determine capacity and safety of evacuation
routes and time to complete evacuation.

□

Ensure that evacuation routes do not pass through hazard zones.

□

Identify alternate evacuation routes where necessary.

□
□
□
□
□
□

Through field unit requests, identify persons/facilities that have special evacuation requirements;
i.e. disabled, hospitalized, elderly, institutionalized, incarcerated etc. Check status. Evacuate if
necessary. Coordinate with the Transportation Unit of the Logistics Section for transportation.
Consider use of agency vehicles if threat is imminent. Coordinate use of agency vehicles (trucks,
vans, etc.) with the Transportation Unit of the Logistics Section. Encourage the use of private
vehicles if possible.
Establish evacuation assembly points
Coordinate the evacuation of hazardous areas with neighboring jurisdictions and other affected
agencies.
Coordinate with Care and Shelter Unit and the EOC Manager to open evacuation centers.
Establish traffic control points and provide traffic control for evacuation and perimeter control for
affected areas.

□

Place towing services on stand-by to assist disabled vehicles on evacuation routes

□

Monitor status of warning and evacuation processes.

□

Coordinate with the Public Works Unit to obtain necessary barricades and signs.

Security

□
□

Enforce curfew and other emergency orders, as identified in the EOC Action Plan.
When requested by field Incident Commanders, obtain mutual aid assistance through the proper
channels.

□

Coordinate security in the affected areas to protect public and private property.

□

Coordinate security for critical facilities and resources.

□

Coordinate with the Public Works Unit for street closures and board up of buildings.

□

Coordinate law enforcement and crowd control services at mass care and evacuation centers.

□

Provide information to the PIO on matters relative to public safety.

□

Ensure that detained inmates are protected from potential hazards. Ensure adequate security, and
relocate if necessary.
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□
□

Consider vehicle security and parking issues at incident facilities and coordinate security if
necessary.
Develop procedures for safe re-entry into evacuated areas

Other

□

Coordinate with appropriate animal care agencies and the Facilities and Procurement Units of the
Logistic Section as well as the Medical/Health Unit. Take required animal control measures as
necessary.

□

If requested, assist the County Coroner with removal and disposition of the dead.

□

Activate the EOC Coroner Unit if the Coroner is needed and cannot provide unassisted services.

Additional Actions in Response to Hazardous Materials Incidents

□
□
□

Ensure that all personnel remain upwind or upstream of the incident site. This may require
repositioning of personnel and equipment as conditions change.
Notify appropriate local, state, and federal hazard response agencies.
Consider wind direction and other weather conditions. Contact the Situation Status Unit of the
Planning/ Intelligence Section for updates.

□

Assist with the needs at the Unified Command Post as requested.

□

Assist in efforts to identify spilled substances, including locating shipping papers and placards.

□

Additional Actions In Response to a Major Air Crash


Notify the Federal Aviation Agency or appropriate military command.

 Request temporary flight restrictions.
Additional Actions in Response to Flooding and/or Dam Failure

□
□
□

Notify all DOCs to advise units in and near inundation areas of flood arrival time.
Direct mobile units to warn public to move to higher ground immediately. Continue warning as long
as needed.
Coordinate with PIO to notify radio stations to broadcast warnings.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.
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□
□

Deactivate the Law Enforcement Unit position and close out logs when authorized by the
Operations Section Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Coroner
PRIMARY:

Butte County Sheriff

ALTERNATE:

Designated by Primary

SUPERVISOR:

Law Enforcement Unit Coordinator

General Duties
•

Assume coordination responsibility in the event that normal Coroner procedures cannot meet the
needs of the Operational Area in a disaster.

•

Coordinate resources for collection, identification and disposition of deceased persons and human
tissue. Select qualified personnel to staff temporary morgue sites. Identify mass burial sites.
Establish and maintain records of fatalities.

•

Request the County Operational Area to activate the FEMA Mortuary Response Plan (DMORT) as
necessary to supplement Coroner Operations. Assist as needed.

Your Responsibility
•

The Butte County Sheriff has Coroner responsibilities in the Butte County Operational Area. In a
wide-scale disaster within Butte County, it may be several hours or days before the dead can be
collected and processed by the Coroner. Law Enforcement Mutual Aid has the ultimate
responsibility for supporting this function if the County Sheriff is overwhelmed. You may also be
called upon to assist the County Sheriff in coordinating the FEMA Mortuary Response Plan
(DMORT) and in obtaining outside coroner resources

Checklist Actions
Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Law Enforcement Unit Coordinator and obtain a briefing.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Obtain a briefing from the field command post(s) or DOC prior to assuming EOC assignment and
brief the Law Enforcement Unit Coordinator.
Identify yourself as the Coroner Unit Coordinator by putting on the vest with your title and ID Tag.
Print your name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
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□
□
□

Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.
Determine EOC 24-hour staffing requirement and request additional support as required.
Request additional EOC resources through the Logistics Section or established ordering
procedures, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:
 Messages received

□



Action taken



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Obtain regular briefings from field command post(s) or DOC.
Keep the Law Enforcement Unit Coordinator advised of your Unit status and activity and on any
problem areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/ Intelligence Section.
Establish operating procedure with the Logistics Section for use of telephone, radio and data
systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.
Determine and anticipate your support needs and forward to your Section Chief.
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□
□
□
□
□
□
□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.
Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decision
making process if requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□

Ensure that Coroner notification has been made that the Coroner Unit has been activated.

□

Coordinate the removal and disposition of the dead.

□

Establish temporary morgue facilities.

□

Coordinate with local morticians for assistance.

□
□
□
□
□
□
□

Coordinate with the Procurement and Transportation Units of the Logistics Section to arrange for
cold storage locations and transportation for temporary body storage.
Coordinate with the Procurement Unit of the Logistics Section for procurement of body bags, tags,
gloves, masks, stretchers and other support items.
Coordinate with Public Works and Fire Units on removal procedures for bodies within unstable or
hazardous structures.
Inform all personnel involved in body recovery operations of the specific documentation
requirements.
Ensure that assigned personnel and volunteers are monitored for stress, morale or psychological
problems related to body recovery operations.
Consider changing shifts at 6 hour intervals if involved in body recovery.
Arrange for Critical Incident Stress Debriefing for all personnel involved in coroner operations
through the Personnel Unit of the Logistics Section.

□

Maintain list of known dead. Maintain a log of body recovery operations.

□

Provide assistance to the County Coroner in the identification of remains if requested.
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□

Notify next of kin only as advised by the Coroner.

□

Provide data on casualty counts to the Planning/Intelligence Unit.

□
□
□
□
□

In a hazardous materials incident, determine if special body handling procedures will be required to
avoid contamination.
Be prepared to relocate morgue facilities if they are located in flood-prone or dam inundation areas.
Assist and coordinate the reburial of any coffins that may be washed to the surface of inundated
cemeteries.
Maintain contact with established DOCs and dispatch centers to coordinate resources and
response personnel.
Request DOCs to advise field units to report pertinent information (casualties, damage
observations, evacuation status, radiation levels, chemical exposures, etc.) to the appropriate EOC
Operations Unit.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Coroner Unit position and close out logs when authorized by the Operations Section
Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Medical/Health Branch
PRIMARY:

Butte County Health Officer

ALTERNATE:

Designated by Primary

SUPERVISOR:

Operations Section Chief

The Butte County Public Health Department in coordination with the hospitals that may become
designated as Casualty Collection Points (CCP) sites is responsible for assigning mutual aid
medical staff to CCPs.

General Duties
•

Monitor and coordinate all tactical operations of triage, emergency medical care and treatment of
the sick and injured resulting from the incident.

•

Assess medical casualties and needs.

•

Coordinate resources and communication with medical/health care facilities and transportation
companies for the evacuation and continual patient care consistent with the EOC Action Plan.

•

Coordinate preventive health services and other health-related activities and advise on general
sanitation matters.

Your Responsibility
•

Manage personnel, equipment and resources to provide the best patient care possible consistent
with the EOC Action Plan. Coordinate the provision of public health and sanitation consistent with
the EOC Action Plan.

Checklist Actions
Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Operations Section Chief and obtain a briefing.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□

Obtain a briefing from the field command post(s) or DOCs, if activated, prior to assuming EOC
assignment and brief the Operations Section Chief.
Identify yourself as the Medical/Health Unit Coordinator by putting on the vest with your title and ID
tag. Print your name on the EOC organization chart next to your assignment.
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□
□
□
□
□
□
□

Ensure that all required supplies are available and equipment is working properly (phones, radios,
forms, lists, maps, etc.)
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.
Ensure that a status check on equipment, facilities and operational capabilities has been
completed.
Request that DOCs ensure that field units begin safety/damage assessment survey of critical
facilities and report status information to the Planning/Intelligence Section through the Operations
Section.
Determine EOC 24-hour staffing requirement and request additional support as required.
Request additional EOC resources through the Logistics Sections or established ordering
procedures, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Obtain regular briefings from field command post(s) or DOC.
Maintain contact with established DOCs and dispatch centers to coordinate resources and
response personnel.
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□
□
□
□
□
□

Direct field units to report pertinent information (casualties, damage observations, evacuation
status, radiation levels, chemical exposures, etc.) to the appropriate EOC Operations Unit
Keep the Operations Section Chief advised of your Unit status and activity and on any problem
areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Establish operating procedure with the Logistics Section for use of telephone, radio and data
systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe weather and aftershocks, in all Unit
planning. Develop a backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□
□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decision
making process if requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Operational Duties

□
□
□
□
□

Access mutual aid medical/health response by contacting the Regional Disaster Medical/Health
Coordinator (RDMHC).
Arrange for emergency medical support and hospital care for disaster victims during and after an
incident.
Determine number and location of casualties that require hospitalization.
Identify hospitals, nursing homes and other facilities that could be expanded into emergency
treatment centers for disaster victims and inform the RDMHC.
In the event of an evacuation, coordinate with the Law Enforcement Unit to reduce the patient
population in hospitals, nursing homes and other care facilities.
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□

Provide continued medical care for patients who cannot be moved when hospitals, nursing homes
and other health care facilities are evacuated.

□

In conjunction with the Shelter Unit, establish and staff medical care stations at shelter facilities.

□

Establish and operate first aid stations for emergency workers as appropriate to the incident.

□
□
□
□
□

Coordinate with the Personnel Unit of the Logistics Section to obtain additional local health/medical
personnel.
In conjunction with the Transportation Unit of the Logistics Section, coordinate transportation and
care of injured persons to treatment areas.
Provide information on the disaster routes established within the EOC Action Plan to local
hospitals, health care facilities, ambulance companies, etc.
Provide to the PIO the locations of shelters, first aid facilities, Casualty Collection Points (CCPs),
public health hazards and mitigation procedures and other information for press release.
In conjunction with the Situation Status Unit of the Planning/Intelligence Section, establish a patient
tracking system.

□

Protect sources of potable water and sanitary sewage systems from effects of potential hazards.

□

Identify sources of contamination dangerous to the health of the community and post as needed.

□

Coordinate inspection of health hazards in damaged buildings.

□
□
□

Coordinate with the RDMHC in developing procedures to distribute medications to shelters or
treatment areas as needed.
Coordinate with the RDMHC in appropriate disease prevention measures, i.e., inoculation, water
purification, pest control, inspection of foodstuffs and other consumables, etc.
Coordinate local medical staff with National Disaster Medical System (NDMS) responders.

Additional Actions in Response to Flooding and/or Dam Failure

□

Identify facilities subject to flooding and prepare to move people from facilities.

Additional Actions in Response to Hazardous Material Incidents

□

Identify patients and notify hospitals if contaminated or exposed patients are involved.

□

Implement the Radiological Protection Procedures as needed.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.
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□
□

Deactivate the Medical Unit position and close out logs when authorized by the Operations Section
Chief or EOC Director.
Leave forwarding phone number where you can be reached.

Butte County Emergency Operations Plan - Functional Annex A

115

Care & Shelter Branch
PRIMARY:

Department of Employment and Social Services Dir.

ALTERNATE:

Designated by Primary

SUPERVISOR:

Operations Section Chief

The Butte County Operational Area is within the jurisdiction of the Butte Chapter of the American
Red Cross of Northeastern California
Address:
Business Hours Telephone:
After-hours Telephone:

300 Salem Street, Chico, CA 95928
(530) 891-0885 (Rolls over to Yuba City HQ)
(530) 701-0885

Northeaster California Chapter Headquarters is located at:
2125 E. Onstott Rd., Yuba City, CA Telephone (530) 673-1460
If the disaster is large enough, the affected American Red Cross chapter(s) may consolidate
operations into a disaster operations headquarters at a site to be determined.
The Care and Shelter Unit shall ensure that plans are in place to open and operate evacuation
centers and mass care facilities until, and if, the American Red Cross assumes responsibility.
Thereafter, the Care and Shelter Unit will work closely with and support the American Red Cross
and any other volunteer services agencies providing assistance to disaster victims.
The Butte County Department of Employment and Social Services has the Operational Area
responsibility for Care and Shelter.

Potential Shelter Sites
Potential shelter facilities should:
•

Be pre-identified as potential sites with Site Surveys completed

•

In conjunction with the Three Rivers Chapter, American Red Cross, have permission and
Memos of Understanding secured for shelter usage.

•

In conjunction with the American Red Cross, have procedures for the following inspections and
access, both during regular and after hour use, before a shelter is established.

•

Structural safety inspection arranged with local Building Department.

•

OSHA safety inspection for safety of shelterees and workers.

•

Facility Walk-Through Survey prior to use (to protect owner and user against damage claims).

Examples of suitable potential shelter sites:
•

County or City-owned facilities such as community centers, recreational facilities or
auditoriums.
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•

Churches and other privately owned facilities.

•

School multi-purpose buildings and gymnasiums.

•

Hotel Convention Centers.

Care and Shelter Unit should coordinate with the American Red Cross in identifying potential sites.
Potential shelters should have the following and meet all Americans with Disabilities Act (ADA)
requirements:
•

An open space suitable for cots, tables, etc.

•

Sanitation and hygiene facilities, as available.

Depending upon the scope of the emergency, additional shelter sites may need to be obtained
and/or existing shelters upgraded. All suitable buildings, other than those used for other
emergency functions, may be used for sheltering.
Community centers and other County-owned facilities have become the most preferred facilities for
shelter operations as they are public facilities and can usually accommodate large numbers of
people. Churches are also appropriate as they are often large and have kitchen facilities on the
premises. Because it is important that a community return to normal activities as soon after a
disaster as possible, schools should be used in shelter operations only when other resources are
unavailable.

General Duties
Identify the care and shelter needs of the community.
Coordinate with, and request from, the American Red Cross and other emergency welfare
agencies to identify, set up, staff and maintain evacuation centers and mass care facilities for
disaster victims.
Via the media, encourage residents to go to the shelter nearest their residence.

Your Responsibility
Provide care and shelter for disaster victims and coordinate efforts with the American Red Cross
and other volunteer agencies.

Checklist Actions
Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Operations Section Chief and obtain a briefing.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.
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□
□
□

Obtain a briefing from the field command post(s) or DOC, if activated, prior to assuming EOC
assignment and brief the Operations Section Chief.
Identify yourself as the Care and Shelter Unit Coordinator by putting on the vest with your title and
ID tag. Print your name on the EOC organization chart next to your assignment.
Ensure that all required EOC supplies are available and equipment is working properly (phones,
radios, forms, lists, maps, etc.)

□

Ascertain if all key Care and Shelter personnel are in the EOC or have been notified.

□

Clarify any issues regarding your authority and assignment and what others in the organization do.

□
□
□
□
□

Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.
Ensure that all Care and Shelter personnel have completed status check on equipment, facilities
and operational capabilities.
Ensure that field units begin safety/damage assessment survey of critical facilities and report status
information to the Planning/Intelligence Section through the Operations Section.
Determine 24-hour EOC staffing requirement and request additional support as required.
Request additional resources through the Logistics Section or established ordering procedures, as
needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.

Butte County Emergency Operations Plan - Functional Annex A

118

□

Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.

□

Ensure that the Safety/Damage Assessment plan is being carried out by field units.

□

Obtain regular briefings from shelters, field command post(s) or DOCs.

□
□
□
□
□
□
□

Maintain contact with established DOCs and dispatch centers to coordinate resources and
response personnel.
Direct field units to report pertinent information (casualties, damage observations, evacuation
status, radiation levels, chemical exposures, etc.) to the appropriate EOC Operations Unit.)
Keep the Operations Section Chief advised of your Unit status and activity and on any problem
areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/ Intelligence Section.
Establish operating procedure with the Logistics Section for use of telephone, radio and data
systems. Make any priorities or special requests known. Law Enforcement Unit provides Ham
Radio operators for the shelters, ERVs, etc.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe weather and aftershocks, in all Unit
planning. Develop a backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□
□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decision
making process if requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Operational Duties

□

If need is established, contact the Three Rivers Chapter of the American Red Cross and request
an ARC liaison for the Butte County Operational Area’s EOC. (The Three Rivers Chapter of the
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American Red Cross will arrange for a liaison at the Operational Area EOC which may satisfy local
government needs.)

□
□
□
□
□
□
□
□
□
□
□
□
□
□
□
□
□

Identify the care and shelter needs of the community, in coordination with the other Operations
Units.
Determine the need for an evacuation center or mass care shelter.
The Three Rivers Chapter of the American Red Cross should be contacted when considering
opening a mass care facility.
Identify and prioritize which designated mass care facilities will be needed and if they are
functional.
Ensure that Building & Safety has inspected each shelter site prior to occupancy following an
earthquake and after each significant aftershock.
If evacuation is ordered, in conjunction with the American Red Cross if available, open evacuation
centers in low risk areas and inform public of locations
In conjunction with the American Red Cross, manage care and shelter activities (staffing,
registration, shelter, feeding, pertinent evacuee information, etc.)
Ensure shelter management teams are organized and facilities are ready for occupancy, meeting
all health, safety and ADA standards, in conjunction with the American Red Cross.
Coordinate with the Personnel Unit of the Logistics Section to contact volunteer agencies and
recall county staff to assist with mass care functions including basic first aid, shelter and feeding of
evacuees and sanitation needs.
Coordinate sheltering of residential care and special needs populations.
Provide and maintain shelter and feeding areas that are free from contamination and meet all
health, safety and ADA standards.
Coordinate with the Three Rivers Chapter of the American Red Cross, the Salvation Army and
other volunteer agencies for emergency mass feeding operations.
Coordinate with the Regional Emergency Operations Center (REOC) Care and Shelter Unit, the
American Red Cross, other volunteer organizations and private sector if mass feeding or other
support is required at spontaneous shelter sites, e.g. in parks, schools, etc.
Coordinate with the Law Enforcement Unit and Logistic Sections to provide communications where
needed to link mass care facilities, the EOC and other key facilities.
Coordinate with the Procurement and Facilities Units of the Logistics Section for the care of
shelterees’ animals.
Coordinate with the Transportation Unit of the Logistics Section for the transportation needs of
shelterees.
Ensure shelter managers make periodic activity reports to the EOC including requests for delivery
of equipment and supplies, any county expenditures, damages, casualties and numbers and types
of persons sheltered. The reporting period will be determined by the Operations Section
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□
□
□

Assist the American Red Cross to ensure adequate food supplies, equipment and other supplies to
operate mass care facilities. Coordinate procurement and distribution through the Red Cross or
the Procurement Unit of the Logistics Section if requested by Red Cross
Coordinate with the Facilities Unit of the Logistics Section in the evacuation and relocation or
shelter-in-place of any mass care facilities which may be threatened by any hazardous condition.
Coordinate with the American Red Cross in the opening, relocating and closing of shelter
operations. Also coordinate the above with adjacent operational areas if needed.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Care and Shelter Unit position and close out logs when authorized by the
Operations Section Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Public Works Unit
PRIMARY:

Public Works Director

ALTERNATE:

Designated by Primary

SUPERVISOR:

Operations Section Chief

General Duties
•

Receive and process all field resource requests for Public Works resources. Coordinate those
requests internally and externally as necessary to make sure there are no duplicate orders.

•

Coordinate with the Logistics Section on the acquisition of all resources and support supplies,
materials and equipment.

•

Determine the need for and location of general staging areas for unassigned resources.
Coordinate with the Facilities Unit of the Logistics Section and participate in any action planning
meetings pertaining to the establishment of additional locations.

•

Prioritize the allocation of resources to individual incidents. Monitor resource assignments. Make
adjustments to assignments based on requirements.

Your Responsibility
•

Coordinate all Public Works operations; maintain public facilities, surviving utilities and services, as
well as restore those that are damaged or destroyed; assist other functions with traffic issues,
search and rescue, transportation, etc. as needed.

Checklist Actions
Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Operations Section Chief and obtain a briefing.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Obtain a briefing from the field command post(s) or DOC, if activated, prior to assuming EOC
assignment and brief the Operations Section Chief.
Identify yourself as the Public Works Unit Coordinator by putting on the vest with your title and ID
Tag. Print your name on the EOC organization chart next to your assignment.
Ensure that all required supplies are available and equipment is working properly (phones, radios,
forms, lists, maps, etc.)

□

Ascertain if all key Public Works Department personnel are in the EOC or have been notified.

□

Clarify any issues regarding your authority and assignment and what others in the organization do.
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□
□
□
□
□
□
□

Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.
Ensure that all on-duty Public Works personnel have been alerted and notified of the current
situation.
Ensure that all off-duty Public Works personnel have been notified of call-back status (when they
should report), in accordance with current department emergency procedures.
Ensure that all Public Works personnel have completed status check on equipment, facilities and
operational capabilities.
Ensure that field units begin safety/damage assessment survey of critical facilities and report status
information to the Planning/Intelligence Section through the Operations Section.
Determine EOC 24-hour staffing requirement and request additional support as required.
Request additional resources through the Logistics Section or established ordering procedures, as
needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Duties

□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.

□

Ensure that the Safety/Damage Assessment plan is being carried out by field units.

□

Obtain regular briefings from field command post(s) or DOC.
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□
□
□
□
□
□
□

Maintain contact with established DOCs and dispatch centers to coordinate resources and
response personnel.
Direct field units to report pertinent information (casualties, damage observations, evacuation
status, radiation levels, chemical exposures, etc.) to the appropriate EOC Operations Unit.)
Keep the Operations Section Chief advised of your Unit status and activity and on any problem
areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□
□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Operational Duties

□

Receive and process all requests for Public Works resources.

□

Maintain back-up power in the EOC.

□

Assure that all emergency equipment has been moved from unsafe areas.

□

Mobilize personnel, heavy equipment and vehicles to designated general staging areas.

□

Obtain Public Works resources through the Logistics Section, utilizing mutual aid process when
appropriate.
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□
□
□
□
□
□
□

Allocate available resources based on requests and EOC priorities.
Determine priorities for identifying, inspecting and designating hazardous structures to be
demolished.
Ensure that sources of potable water and sanitary sewage systems are available and protected
from potential hazards.
Develop priorities and coordinate with utility companies for restoration of utilities to critical and
essential facilities.
In coordination with Caltrans and the California Highway Patrol, determine status of the Disaster
Routes and other transportation routes into and within the affected area. Determine present
priorities and estimated times for restoration. Clear and reopen Disaster Routes on a priority basis.
Coordinate with the Law Enforcement Unit to ensure the safety of evacuation routes following a
devastating event.
Coordinate with the Procurement Unit of the Logistics Section for sanitation service during an
emergency.

□

Support clean-up and recovery operations during disaster events.

□

Clear debris from waterways to prevent flooding. Drain flooded areas, as needed.

□

Develop a debris removal plan to facilitate operational area clean-up operations, which addresses:


Identification of agencies such as the County Drainage Districts and coordination of the debris
removal process.

 Identification of and cooperation with landfills (consider fee waivers, modification of landfill
operating hours, and public concerns).
 Cooperation with various waste management regulatory agencies to address associated
debris removal problems.


Identification and establishment of debris collection sites.

 Evaluation of potential recycling of debris.
 Prioritization and completion of the debris removal process.
Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Public Works Unit position and close out logs when authorized by the Operations
Section Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Building Unit
PRIMARY:

Building Inspection Manager

ALTERNATE:

Designated by Primary

SUPERVISOR:

Operations Section Chief

General Duties
•

Begin the immediate inspection for re-occupancy of key county facilities by departments
responsible for emergency response and recovery.

•

Provide the engineering support as requested for other Operations Section Units; i.e. Urban
Search and Rescue teams.

•

Coordinate investigation and safety assessment of damage to buildings, structures and property
within the operational area for the purpose of:
o

Identifying life-threatening hazardous conditions for immediate abatement.

o

Inspecting and identifying buildings and property for re-occupancy and posting and
declaring unsafe conditions.

o

Determining the cost and percentage of damage to all buildings, structures and
properties.

•

Provide safety assessment information and statistics to the Damage Assessment Unit of the
Planning/Intelligence Section.

•

Impose emergency building regulations as determined from performance of structures.

•

Coordinate investigation of building code performance. Determine the extent of damage to
buildings and structures and develop recommendations for building code changes.

Your Responsibility
•

Evaluation of all county-owned and private structures that may have been damaged in an incident.
The Building Official in the Butte County Operational Area is the ultimate authority in determining
whether or not a building is inhabitable or safely accessible, and those orders will be enforced by
local law enforcement.

•

In a large incident, the need for outside resources to accomplish building inspection will be
required. The coordination of such incoming resources is handled by this Unit.

Checklist Actions
Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Operations Section Chief and obtain a briefing.

□

Determine your personal operating location and set up as necessary.

Butte County Emergency Operations Plan - Functional Annex A

126

□
□
□
□

Review your position responsibilities.
Obtain a briefing from the field command post(s) or DOC, if activated, prior to assuming EOC
assignment and brief the Operations Section Chief.
Identify yourself as the Building Unit Coordinator by putting on the vest with your title and ID Tag.
Print your name on the EOC organization chart next to your assignment.
Ensure that all required supplies are available and equipment is working properly (phones, radios,
forms, lists, maps, etc.)

□

Ascertain if all key Building Inspection Department personnel are in the EOC or have been notified.

□

Clarify any issues regarding your authority and assignment and what others in the organization do.

□
□
□
□
□
□
□

Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.
Ensure that all on-duty Building Inspection personnel have been alerted and notified of the current
situation.
Ensure that all off-duty Building Inspection personnel have been notified of call-back status (when
they should report), in accordance with current department emergency procedures.
Ensure that all Building and Safety personnel have completed status check on equipment, facilities
and operational capabilities.
Ensure that field units begin safety/damage assessment survey of critical facilities and report status
information to the Planning/Intelligence Section through the Operations Section.
Determine EOC 24-hour staffing requirement and request additional support as required.
Request additional resources through the Logistics Section or established ordering procedures, as
needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received



Action taken

 Decision justification and documentation
 Requests filled
 EOC personnel, time on duty and assignments

□

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.
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General Duties

□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.

□

Ensure that the Safety/Damage Assessment plan is being carried out by field units.

□

Obtain regular briefings from field command post(s) or DOC.

□
□
□
□
□
□
□

Maintain contact with established DOCs and dispatch centers to coordinate resources and
response personnel.
Direct field units to report pertinent information (casualties, damage observations, evacuation
status, radiation levels, chemical exposures, etc.) to the appropriate EOC Operations Unit.
Keep the Operations Section Chief advised of your Unit status and activity and on any problem
areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Establish operating procedure with the Logistics Section for use of telephone, radio and data
systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□
□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel time and equipment records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.
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Operational Duties

□
□

Coordinate with the incorporated areas Building and Safety departments regarding local
jurisdictional needs.
Activate the Operational Area Safety/Damage Assessment Plan. It should include inspection of
the following critical facilities (priority) and other facilities:


EOC/DOCs

 Police stations
 Fire stations


*Hospitals



*Congregate care facilities (including private schools, convalescent care facilities, board and
care facilities, day care centers, etc.)



*Public schools



Public Works facilities



Potential HazMat facilities, including gas stations



Designated shelters

 Un-reinforced masonry buildings
 Concrete tilt-up buildings


Multi-story structures—commercial, industrial and residential

 *Mobile homes/modular structures


Single-family dwellings

Note: Certain facilities may fall under the jurisdiction of State inspectors. These agencies may exercise their
jurisdictional authority to inspect these facilities. As a practical matter, there are very few State inspectors
available, and they may not be able to respond in a timely manner during the initial stages of the
emergency/disaster.

□

Use a three-phase approach to inspection based upon existing disaster intelligence:


General Area Survey of structures

 ATC-20 Rapid Inspection
 ATC-20 Detailed Inspection

□
□

Be prepared to start over due to aftershocks.
After completion of the safety/damage survey, develop a preliminary estimate of the need for
mutual aid assistance.

□

Assess the need and establish contacts for requesting or providing mutual aid assistance.

□

Alert and stage safety assessment teams as needed.

□

Implement procedures for posting of building occupancy safety status using ATC-20 guidelines.

□

Activate data tracking system to document and report safety assessment information and forward
to the Damage Assessment Unit of the Planning/Intelligence Section.
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□

Arrange for necessary communications equipment from the Logistics Section and distribute to all
field personnel (e.g., radios, cellular phones, etc.)

□

Brief all personnel on Department Emergency Operating Procedures and assignments.

□

Assess the need to require potentially unsafe structures to be vacated.

□

Provide structural evaluation of mass care and shelter facilities to the Shelter Unit.

□
□
□
□
□
□
□
□

Provide public school inspection reports to the state Architect. (Note: *We inspect and list our
schools as shelters to cover our own needs and to see that they have a preliminary inspection
done early.)
Consider establishing an area field site to direct and coordinate safety assessment and inspection
teams.
Coordinate with the Public Works Unit on immediate post-event issues (i.e., debris removal,
demolition, fences, etc.)
Provide policy recommendations to appropriate County officials for:


Emergency Building and Safety ordinances.



Expediting plan checking and permit issuance on damaged buildings

Coordinate with the PIO to establish public information and assistance hotlines.
Consider using 24-hour inspection call-in lines (i.e. voice mail system) to take damage reports and
requests for safety inspections.
Direct field personnel to advise property owners and tenants that multiple inspections of damage
property will be required by various assisting agencies, including American Red Cross; FEMA;
CalEMA; local Building and Safety; insurance carriers and other local, state and federal agencies.
If needed, request police escort of safety assessment and inspection personnel.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Building Unit position and close out logs when authorized by the Operations Section
Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Planning/Intelligence Section Chief
PRIMARY:

Designated by CAO

ALTERNATE:

Designated by Primary

SUPERVISOR:

EOC Director

General Duties
•

Ensure that the Planning/Intelligence function is performed consistent with SEMS and NIMS
Guidelines, including:


Collecting, analyzing and displaying situation information.



Preparing periodic situation reports.



Initiating and documenting the County’s Action Plan and After-Action /Corrective Action
Report.



Advance planning.



Planning for demobilization.



Providing Geographic Information Services and other technical support services to the
various organizational elements within the EOC.

•

Establish the appropriate level of organization within the Section, and continuously monitor the
effectiveness of that organization. Make changes as required.

•

Be prepared to form additional Units as dictated by the situation.

•

Exercise overall responsibility for the coordination of Unit activities within the Section.

•

Report to the EOC Director on all matters pertaining to Section activities.

Your Responsibility
•

Collect, evaluate, forecast, formulate, disseminate and use of information about the development of
the incident and status of resources.

Checklist Actions
Section Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the EOC Director.

□

Obtain a briefing on the situation.

□
□

Set up your Section work station, including maps and status boards. Use your EOC Section
materials and on-site supplies.
Review your position responsibilities.
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□
□

Identify yourself as the Planning/Intelligence Section Chief by putting on the vest with your title.
Print your name on the EOC organization chart next to your assignment.
Clarify any issues you may have regarding your authority and assignment and what others in the
organization do.

□

Review organization in place at the EOC. Know where to go for information or support.

□

Determine if other Section staffs are at the EOC.

□
□

Confirm that all key Planning/Intelligence Section personnel or alternates are in the EOC or have
been notified. Recall the required staff members necessary for the emergency.
Activate organizational elements within your Section as needed and designate leaders for each
element or combination of elements:


Situation Status Unit



Documentation Unit

 Damage Assessment Unit
 Advance Planning Unit


Recovery Planning Unit



Demobilization Unit

 Technical Specialist

□

Request additional personnel for the Section to maintain a 24-hour operation as required.

□

Brief incoming Section personnel prior to their assuming their duties. Briefings should include:


Current situation assessment.



Identification of specific job responsibilities.



Identification of co-workers within the job function and/or geographical assignment.



Availability of communications.



Location of work area.



Identification of eating and sleeping arrangements as appropriate.



Procedural instructions for obtaining additional supplies, services and personnel.



Identification of operational period work shifts.

□

Inform the EOC Director and General Staff when your Section is fully operational.

□

Open and maintain Section logs.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken


Decision justification and documentation
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□



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by the CalEMA
and FEMA.

□

Review responsibilities of Units in your Section. Develop plan for carrying out all responsibilities.

□

Prepare work objectives for Section staff and make staff assignments.

□

Meet with other activated Section Chiefs.

□
□
□
□
□
□

Review major incident reports and additional field operational information that may pertain to or
affect Section operations.
Obtain and review major incident reports and other reports from adjacent areas that have arrived at
the EOC.
Direct the Situation Status Unit leader to initiate collection and display of significant disaster events.
Direct the Documentation Unit leader to initiate collection and organization of disaster information
and documents.
Designate individual/team to initiate the entire After Action/Corrective Action (AA/CA) process for
the event.
Based on the situation as known or forecast, determine likely future Planning/Intelligence Section
needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Request additional resources through the appropriate Logistics Section Unit, as needed.

General Operational Duties

□
□
□
□
□
□

Carry out responsibilities of the Planning/Intelligence Section Units that are not currently staffed.
Evaluate the need for Critical Incident Stress Debriefing for all affected personnel, victims and
bystanders. Arrange debriefings through the Personnel Unit of the Logistics Section.
Make a list of key issues currently facing your Section to be accomplished within the next
operational period.
Keep up to date on situation and resources associated with your Section. Maintain current status
and displays at all times.
Brief the EOC Director on major problem areas that need or will require solutions.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, data and radio systems. Make any priorities or special requests known.
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□

Determine status of transportation system into and within the affected area in coordination with the
Transportation Unit of the Logistics Section. Find out present priorities and estimated times for
restoration of the disaster route system. Provide information to appropriate Units.

□

Ensure that your Section logs and files are maintained.

□

Monitor your Section activities and adjust Section organization as appropriate.

□

Ensure internal coordination between Unit leaders.

□

Update status information with other sections as appropriate.

□

Resolve problems that arise in conducting your Section responsibilities.

□
□
□
□
□
□
□

Anticipate potential situation changes, such as severe aftershocks, in all Section planning.
Develop a backup plan for all plans and procedures requiring off-site communications.
Conduct periodic briefings for your Section. Ensure that all organizational elements are aware of
priorities.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Make sure that all contacts with the media are fully coordinated first with the Public Information
Officer (PIO).
Participate in the EOC Director’s action planning meetings.
Ensure that all your Section personnel and equipment time records and record of expendable
materials used are provided to the Time and Cost Analysis Units of the Finance/Administration
Section at the end of each operational period.
Brief your relief at shift change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Section Operational Duties

□
□

Assess the impact of the disaster/emergency on the Butte County Operational Area, including the
initial safety/damage assessment by field units.
Develop situation analysis information on the impact of the emergency from the following sources:


Butte County Fire Department



Butte County Sheriff’s Department/City Police

 Butte County Public Works Department


Department of Employment and Social Services (DESS)



School Districts

 Butte County Transit


Red Cross, Three Rivers Chapter

 Media (Radio and Television)
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□
□
□

Ensure that pertinent disaster/emergency information is disseminated through appropriate
channels to response personnel, County EOC section staff, County departments, Inland REOC
Review and approve reconnaissance, County status and safety/damage assessment reports for
transmission by the Situation Status Unit to the Inland REOC.
Working with the EOC Management Team and the Documentation Unit, prepare an EOC Action
Plan to identify priorities and objectives.

□

Assemble information on alternative strategies.

□

Identify the need for use of special resources.

□

Initiate the EOC Action Plan development for the current and forthcoming operational periods.

□
□
□
□
□
□

Direct the coordination of periodic disaster and strategy plans briefings to the EOC Director and
General Staff, including analysis and forecast of incident potential.
Ensure coordination of collection and dissemination of disaster information and intelligence with
other sections.
Establish an AA/CA Report Team, as necessary, to assist in the AA/CA Report development
process.
Conduct AA/CA Hot Wash involving all those activated or participating in the event; document,
collect all Hot Wash comments, and consolidate into one overall report.
Initiate development of the AA/CA Report using all the compiled information/data from the Hot
Wash and the AA/CA Report surveys.
Begin planning for recovery.

Deactivation

□
□

Authorize deactivation of organizational elements within your Section when they are no longer
required.
Ensure that any open actions are handled by your Section or transferred to other EOC elements as
appropriate.

□

Ensure that any required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Deactivate your Section and close out logs when authorized by the EOC Director.

□

Leave forwarding phone number where you can be reached.
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Situation Status Unit
PRIMARY:

Request from Butte County Fire

ALTERNATE:

Designated by Primary

SUPERVISOR:

Planning/Intelligence Section Chief

General Duties
•

Collect, organize and analyze situation information from EOC sources.

•

Provide current situation assessments based on analysis of information received from a variety of
sources and reports.

•

Develop situation reports for dissemination to Planning/Intelligence Section Chief, EOC Director
and other section Chiefs to initiate the action planning process.

•

Transmit approved reports to the Inland REOC.

•

Develop and maintain current maps and other displays (locations and types of incidents).

•

Assess, verify and prioritize situation information into situation intelligence briefings and situation
status reports.

•

Seek from any verifiable source available information which may be useful in the development of
current situation assessments of the affected area.

•

Evaluate the content of all incoming field situation and major incident reports. Provide incoming
intelligence information directly to appropriate EOC Sections, summarize and provide current
information on central maps and displays.

•

Monitor and ensure the orderly flow of disaster intelligence information within the EOC.

Your Responsibility
•

Collect and organize incident status and situation information and evaluate, analyze and display
information for use by EOC staff.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Planning/Intelligence Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□

Identify yourself as the Situation Status Unit leader by putting on your position ID tag. Print your
name on the EOC organization chart next to your assignment.
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□
□

Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.

□

Determine 24-hour staffing requirement and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Planning/Intelligence Section Chief advised of your Unit status and activity and on any
problem areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.
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□
□
□
□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□

Direct the collection, organization and display of status of disaster events according to the format
that the Documentation Unit is utilizing, including:


Location and nature of the disaster/emergency.



Special hazards.



Number of injured persons.



Number of deceased persons.

 Road closures and disaster routes.


Structural property damage (estimated dollar value).



Personal property damage (estimated dollar value).



Butte County Operational Area resources committed to the disaster/emergency.

 Butte County Operational Area resources available.
 Assistance provided by outside agencies and resources committed.
 Shelters, type, location and number of people that can be accommodated.

□
□
□

Prepare and maintain EOC displays.
Post to the significant events log casualty information, health concerns, property damage, fire
status, size of risk area, scope of the hazard to the public, number of evacuees, etc.
Develop sources of information and assist the Planning/Intelligence Section Chief in collecting,
organizing and analyzing data from the following:


Management Team

 Operations Section
 Logistics Section


□

Finance/Administration Section

Provide for an authentication process in case of conflicting status reports on events
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□
□
□
□
□
□
□
□
□
□
□
□
□
□
□

Meet with the Planning/Intelligence Section Chief and the EOC Director to determine needs for
planning meetings and briefings.
Determine if there are any special information needs.
Meet with the PIO to determine best methods for exchanging information and providing the PIO
with Situation Status Unit information.
Provide information to the PIO for use in developing media and other briefings.
Establish and maintain an open file of situation reports and major incident reports for review by
other sections/units.
Determine weather conditions—current and upcoming.
posted.

Keep up-to-date weather information

Identify potential problem areas along evacuation routes; i.e., weight restrictions, narrow bridges,
road sections susceptible to secondary effects of an incident, etc.
In coordination with the Operations Section, estimate the number of people who will require
transportation out of the risk areas. Coordinate with the Transportation Unit of the Logistics Section
on transportation methods.
As needed, develop methods for countering potential impediments (physical barrier, time, lack of
transportation resources, etc.) to evacuation.
Provide resource and situation status information in response to specific requests.
Prepare an evaluation of the disaster situation and a forecast on the potential course of the disaster
event(s) at periodic intervals or upon request of the Planning/Intelligence Section Chief.
Prepare required Operational Area reports. Obtain approval from the Planning/Intelligence Section
Chief and transmit to the Inland REOC.
Prepare written situation reports at periodic intervals at the direction of the Planning/Intelligence
Section Chief.
Assist at planning meetings as required. Provide technical support.
During a radiological incident, activate the Radiological Protection Procedures as needed for
reporting and documentation.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□

Deactivate the Situation Status Unit position and close out logs when authorized by the
Planning/Intelligence Section Chief or EOC Director and leave forwarding phone number where
you can be reached.
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Resources Unit
PRIMARY:

Designated by Section Chief

ALTERNATE:

Designated by Primary

SUPERVISOR:

Logistics Section Chief

General Duties
•

Prepare and maintain displays, charts and lists which reflect the current status and location of
controlled resources, transportation and support vehicles.

•

Establish a resources reporting system for field and EOC units.

•

Prepare and process resource status change information.

•

Provide information to assist the Situation Status and Documentation Units of the
Planning/Intelligence Section in strategy planning and briefing presentations.

Your Responsibility
•

Maintain detailed tracking records of resources allocation and use (resources already in place,
resources requested but not yet on scene and estimates of future resource needs); logs and
invoices to support the documentation process and resources information displays in the EOC.
Cooperate closely with the Operations Section (to determine resources currently in place and
resources needed) and with the Planning/Intelligence Section (to provide resources information to
the EOC Action Plan).

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Logistics Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□
□

Identify yourself as the Resources Unit leader by putting on the ID Tag with your title. Print your
name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.
Determine 24-hour staffing requirement and request additional support as required.
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□

Request additional resources through the appropriate Logistics Unit, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

□

Using unit log, maintain all required records and documentation to support the After-Action Report
and the history of the emergency/disaster. Document:


Messages received



Action taken



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Logistics Section Chief advised of your Unit status and activity and on any problem areas
that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
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□
□
□

Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and a record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□

Develop a system to track resources deployed for disaster response.

□

Establish a reporting procedure for resources at specified locations.

□

Direct the collection, organization and display status of incident resources to include allocation,
deployment and staging areas.

□

Maintain a master list of all resources reported.

□

Provide for an authentication system in case of conflicting resources status reports.

□
□
□
□

Provide a resources overview and summary information to the Situation Status Unit of the
Planning/Intelligence Section as requested and written status reports on resources allocations as
requested by the Section Chiefs.
Assist in strategy planning based on the evaluation of the resources allocation, resources enroute
and projected resources shortfalls.
Ensure that available resources are not overlooked by the Operations Section staff.
Make recommendations to the Logistics Section Chief of resources that are not deployed or should
be deactivated.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Resources Unit position and close out logs when authorized by the Logistics
Section Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Documentation Unit
PRIMARY:

Designated by Section Chief

ALTERNATE:

Designated by Primary

SUPERVISOR:

Planning/Intelligence Section Chief

General Duties
•

Maintain an accurate and complete record of significant disaster events.

•

Assist other parts of the EOC organization in setting up and maintaining files, journals and special
reports.

•

Collect and organize all written forms, logs, journals and reports at completion of each shift from
all sections.

•

Establish and operate a Message Center at the EOC, and assign appropriate internal and
external message routing.

•

Provide documentation and copying services to EOC staff.

•

Maintain and preserve disaster/emergency files for legal, analytical and historical purposes.

•

Compile copy and distribute the EOC Action Plans as directed by the Section Chiefs.

•

Compile copy and distribute the After-Action/Corrective Action (AA/CA) Report with input from
other sections/units.

Your Responsibility
•

Compile and distribute the County’s EOC Action Plans and After-Action/Corrective Action Reports;
maintain accurate and complete incident files; establish and operate an EOC Message Center;
provide copying services to EOC personnel and preserve incident files for legal, analytical and
historical purposes.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Planning/Intelligence Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.
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□
□
□
□
□

Identify yourself as the Documentation Unit leader by putting on the ID tag with your title. Print your
name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.
Determine 24-hour staffing requirement and request additional support as required.
Request additional resources through the appropriate Logistics Section Unit, as needed. Obtain
necessary equipment and supplies (forms, paper, pens, date/time stamp, copy machine, computer,
software, etc.).

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:
 Messages received

□



Action taken



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Planning/Intelligence Section Chief advised of your Unit status and activity and on any
problem areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
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□

Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□
□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□
□

Meet with the Planning/Intelligence Section Chief to determine what EOC materials should be
maintained for official records.
Contact other EOC sections and units and inform them of the requirement to maintain official
records. Assist them as necessary in setting up a file records system.

□

Coordinate documentation with the Situation Status Unit.

□

Following planning meetings, assist in the preparation of any written action plans or procedures.

□

Ensure that the EOC Action Plans and After-Action/Corrective Action Report are compiled,
approved, copied and distributed to EOC Sections and Units.

□

Documentation Unit Lead passes all event documentation to the AA/CA POC.

□

Identify all organizations responding to the event.

□
□
□
□

Establish a reporting system to collect after action and corrective action information from all
organizations involved in the event. (AA/CA Report Survey or Briefing/Hot Wash Survey)
Develop a timeline or work plan for completing the AA/CA report.
Identify when and where the AA/CA Hot Wash will occur send out AA/CA Report survey form to
those involved with the event.
Identify POC’s for each organization that will receive the AA/CA Report.
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□
□
□
□
□
□
□

Establish suspense dates throughout the process for completing and forwarding AA/CA Reports to
meet compliance deadlines. (Local governments need to forward AA/CA Reports to their
respective Region within 90 days of the close of the incident)
Ensure distribution and use of message center forms to capture a written record of actions
requiring application of resources, requests for resources or other directions/information requiring
use of the message center form.
Ensure the development of a filing system to collect, log and compile copies of message center
forms according to procedures approved by the Planning/Intelligence Section Chief.
Identify and establish a “runner” support system for collecting, duplicating journals, logs and
message center forms throughout the EOC.
Establish copying service and respond to authorized copying requests.
Establish a system for collecting all section and unit journal/logs at completion of each operational
period. Periodically collect, maintain and store messages, records, reports, logs, journals and forms
submitted by all sections and units for the official record.
Prepare an overview of the documented disaster events at periodic intervals or upon request from
the Planning/Intelligence Section Chief.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Documentation Unit position and close out logs when authorized by the
Planning/Intelligence Section Chief or EOC Director.
Leave forwarding phone number where you can be reached
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Damage Assessment Unit
PRIMARY:

Building Inspection Manager

ALTERNATE:

Designated by Primary

SUPERVISOR:

Planning/Intelligence Section Chief

General Duties
•

Collect safety/damage assessment information from the Operations Section and other verifiable
sources and prepare appropriate reports.

•

Provide safety/damage assessment information to the Planning/Intelligence Section Chief.

•

Coordinate with the Building Unit of the Operations Section for exchange of information.

•

Coordinate with Butte County Public Works representative.

•

Utilize the Inland REOC safety/damage assessment procedures and forms.

Your Responsibility
•

Maintain detailed records of safety/damage assessment information and support the
documentation process.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Planning/Intelligence Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Identify yourself as the Damage Assessment Unit leader by putting on the ID Tag with your title.
Print your name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.

□

Determine 24-hour staffing requirement and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.
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□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Planning/Intelligence Section Chief advised of your Unit status and activity and on any
problem areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
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□
□
□

Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□
□
□
□
□
□
□
□

Coordinate collection of safety/damage assessment information with the Building Unit of the
Operations Section
Prepare safety/damage assessment information and provide to the Planning/Intelligence Section
Chief for approval.
Collect, record and total the type, location and estimate value of damage.
Document those structures requiring immediate demolition to ensure the public safety through
inspection records, videos, photographs, etc.
Provide documentation to Legal Officer on those structures which may need to be demolished in
the interest of public safety.
Coordinate with the American Red Cross, utility companies and other sources for additional
safety/damage assessment information.
Coordinate with all Operations Units (Law, Fire, Public Works, Medical/Health, Care and Shelter
and Building and Safety) for possible information on damage to structures.
Provide final safety/damage assessment reports to the Documentation Unit.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Demobilization Unit position and close out logs when authorized by the
Planning/Intelligence Section Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Advance Planning Unit
PRIMARY:

Request from Butte County Fire

ALTERNATE:

Designated by Primary

SUPERVISOR:

Planning/Intelligence Section Chief

General Duties
•

Develop issues and requirements related to a time period, normally 36 to 72 hours in advance.

•

Prepare special reports and briefings as necessary for use in strategy and/or planning meetings.

•

Monitor action planning activity to determine the shift in operational objectives from response to
recovery.

Your Responsibility
•

Develop reports and recommendations for future time periods and prepare reports and briefings for
use in strategy and/or planning meetings.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Planning/Intelligence Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Identify yourself as the Advance Planning Unit leader by putting on the ID Tag with your title. Print
your name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.

□

Determine 24-hour staffing requirement and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.
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□
□

Think ahead and anticipate situations and problems before they occur.
Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Planning/Intelligence Section Chief advised of your Unit status and activity and on any
problem areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
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□
□

Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□
□
□

Obtain current briefing on the operational situation from the Situation Status Unit. Determine best
estimate of duration of the situation from available information.
Determine current priorities and policies from the Planning/Intelligence Section Chief and EOC
Director.
In coordination with other EOC sections, develop written forecasts for future time periods as
requested. These should include any or all of the following:


□
□
□
□
□
□

Best estimate of likely situation in 36 to 72 hours given current direction and policy.

Determine top priorities for actions and resources.
Identify any recommended changes to EOC policy, organization or procedures to better address
the possible situation.
Identify any issues and constraints that should be addressed now in light of the probable situation
in 36-72 hours.
Provide reports to the Planning/Intelligence Section Chief and/or EOC Director and others as
directed.
Develop specific recommendations on areas and issues
expanded County involvement.

which will require continuing and/or

Periodically evaluate the operational situation and assist the Planning/Intelligence Section staff in
making recommendations on priority response and recovery actions.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Advance Planning Unit position and close out logs when authorized by the
Planning/Intelligence Section Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Recovery Planning Unit
PRIMARY:

Emergency Services Officer

ALTERNATE:

Designated by Primary

SUPERVISOR:

Planning/Intelligence Section Chief

General Duties
•

Ensure that the Butte County Operational Area receives all emergency assistance and disaster
recovery costs for which it is eligible.

•

Ensure that the Butte County Operational Area is prepared to participate jointly with FEMA,
CalEMA, Inland REOC and non-profit organizations to expedite disaster assistance for individuals,
families, businesses, public entities and others entitled to disaster assistance.

•

Ensure that required and/or approved mitigation measures are carried out.

•

Consider taking advantage of disaster-caused opportunities to correct past poor land-use
practices, while ensuring that legal safeguards for property owners and the jurisdiction are
observed.

Your Responsibility
•

Ensure that the County receives all emergency assistance and disaster recovery costs for which it
is eligible; conduct all initial recovery operations and prepare the EOC organization for transition to
a recovery operations organization to restore the County to pre-disaster conditions as quickly and
effectively as possible.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Planning/Intelligence Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□

Identify yourself as the Recovery Planning Unit leader by putting on the ID Tag with your title. Print
your name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
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□

Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.

□

Determine 24-hour staffing requirement and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:
 Messages received
 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Planning/Intelligence Section Chief advised of your Unit status and activity and on any
problem areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.
Determine and anticipate your support needs and forward to your Section Chief.
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□
□
□
□
□
□
□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.
Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□
□
□
□
□
□
□
□

Identify issues to be prioritized by the EOC Director on restoration of services to the County.
Be alert for opportunities to implement actions to alleviate/remedy previous zoning practices that
have caused incompatible land uses.
Maintain contact with Inland REOC and CalEMA and FEMA sources for advice and assistance in
obtaining maximum eligible funds for disaster costs.
In coordination with the Building Unit of the Operations Section, establish criteria for temporary
entry of “posted” buildings so owners/occupants may retrieve business/personal property
In coordination with the Building Unit of the Operations Section, establish criteria for re-occupancy
of “posted” buildings. Posting includes, as a minimum, the categories of “Inspected”, “Restricted
Access” and “Unsafe”
In coordination with Building Unit of the Operations Section, establish criteria for emergency
demolition of buildings/structures that are considered to be an immediate and major danger to the
population or adjacent structures.
Ensure that homeowners’ and business owners’ rights are considered to the fullest extent; and that
arrangements are made for appropriate hearings, if at all possible.
Ensure that buildings considered for demolition that come under “Historical Building” classification
follow the special review process.

□

With Section Chiefs, develop a plan for initial recovery operations.

□

Prepare the EOC organization for transition to Recovery Operations

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.
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□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Recovery Planning Unit position and close out logs when authorized by the
Planning/Intelligence Section Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Demobilization Unit
PRIMARY:

Designated by Section Chief

ALTERNATE:

Designated by Primary

SUPERVISOR:

Planning/Intelligence Section Chief

General Duties
•

Provide assistance to the Planning/Intelligence Section Chief and EOC Director in planning for the
EOC demobilization.

•

Develop demobilization strategy and plan with Section Chiefs.

•

Prepare written demobilization plan or procedures for all responding departments and agencies if
necessary.

•

Follow through on the implementation of the plan and monitor its operation.

Your Responsibility
•

Prepare a Demobilization Plan to ensure the orderly, safe and cost-effective release of personnel
and equipment.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Planning/Intelligence Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Identify yourself as the Demobilization Unit leader by putting on the ID Tag with your title. Print
your name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.

□

Determine 24-hour staffing requirement and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit, as needed.
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□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Planning/Intelligence Section Chief advised of your Unit status and activity and on any
problem areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
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□
□
□

Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□
□
□
□

Coordinate with the field level Demobilization Unit Leader.
Review the organization and current staffing to determine the likely size and extent of
demobilization effort.
Request the General Staff to assess long-term staffing needs within their sections and provide
listing of positions and personnel for release by priority.
Coordinate with the Agency Representatives to determine:
 Agencies not requiring formal demobilization.
 Personal rest and safety needs.


Coordination procedures with cooperating/assisting agencies.

□

Evaluate logistics and transportation capabilities to support the demobilization effort.

□

Prepare a Demobilization Plan to include the following:


Release plan strategies and general information.

 Priorities for release (according to agency and kind and type of resource).


Phase over or transfer of authorities.



Completion and submittal of all required documentation.

□

Obtain approval of the Demobilization Plan from the EOC Director.

□

Ensure that all sections and Units understand their specific demobilization responsibilities.

□

Supervise execution of the Demobilization Plan.

□

Brief Planning/Intelligence Section Chief on demobilization progress.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.
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□

Deactivate the Demobilization Unit position and close out logs when authorized by the
planning/Intelligence Section Chief or EOC Director and leave forwarding phone number where
you can be reached.
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Technical Specialist
PRIMARY:

As Needed

ALTERNATE:

As Needed

SUPERVISOR:

Planning/Intelligence Section Chief

General Duties
•

Provide technical expertise to the Planning/Intelligence Section and others as required.

Your Responsibility
•

Provide support specific to a field or function not addressed elsewhere or by any other discipline. A
Technical Specialist may or may not be an employee of a public or private agency.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Planning/Intelligence Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□

Identify yourself as Technical Specialist by putting on the ID Tag with your title. Print your name on
the EOC organization chart next to your assignment.

□

Clarify any issues regarding your authority and assignment and what others in the organization do.

□

Determine 24-hour staffing requirement and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit, as needed.

□

Based on the situation as known or forecast, determine likely future needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken


Decision justification and documentation
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□



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□
□
□
□
□
□
□
□

Develop a plan for operations and support of field operations as requested. Assign specific
responsibilities.
Keep up to date on the situation and resources associated with your position. Maintain current
status reports and displays.
Keep the Planning/Intelligence Section Chief advised of your position status and activity and on
any problem areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all position planning.
Develop a backup plan for all plans and procedures requiring off-site communications.
Determine and anticipate your support needs and forward to your Section Chief.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your personnel time and equipment records and record of expendable materials
used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□

Act as a resource to members of the EOC staff in matters relative to your technical specialty.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.
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□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Technical Specialist position and close out logs when authorized by the
Planning/Intelligence Section Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Logistics Section Chief
PRIMARY:

General Services Director

ALTERNATE:

Deputy General Services Director

SUPERVISOR:

EOC Director

General Duties
•

Ensure the logistics function is carried out consistent with SEMS guidelines, including:
•

Resources management and tracking.

•

Managing all radio, data and telephone needs of the EOC.

•

Coordinating transportation needs and issues and the Disaster Route Priority Plan.

•

Managing personnel issues and registering volunteers as Disaster Services Workers.

•

Obtaining all materials, equipment and supplies to support emergency operations.

•

Coordinating management of facilities used during disaster response and recovery.

•

Establish the appropriate level of organization within the Section, and continuously monitor the
effectiveness of that organization. Make changes as required.

•

Be prepared to form additional Units as dictated by the situation.

•

Exercise overall responsibility for the coordination of Unit activities within the Section.

•

Coordinate the provision of logistical support for the EOC.

•

Report to the EOC Director on all matters pertaining to Section activities.

Your Responsibility
•

Support the response effort and oversee the acquisition, transportation and mobilization of
resources.

Checklist Actions
Section Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the EOC Director.

□

Obtain a briefing on the situation.

□
□
□

Set up your Section work station, including maps and status boards. Use your EOC Section
materials and on-site supplies.
Review your position responsibilities.
Identify yourself as the Logistics Section Chief by putting on the vest and ID Tag with your title.
Print your name on the EOC organization chart next to your assignment.

Butte County Emergency Operations Plan - Functional Annex A

164

□

Clarify any issues you may have regarding your authority and assignment and what others in the
organization do.

□

Review organization in place at the EOC. Know where to go for information or support.

□

Determine if other Section staff are at the EOC.

□
□

Confirm that all key Logistics Section personnel or alternates are in the EOC or have been notified.
Recall the required staff members necessary for the emergency.
Activate organizational elements within your Section as needed and designate leaders for each
element or combination of elements:


Resource Tracking Unit



Transportation Unit



Personnel Unit



Procurement Unit

 Facilities Unit

□

Request additional personnel for the Section to maintain a 24-hour operation as required.

□

Brief incoming Section personnel prior to their assuming their duties. Briefings should include:


Current situation assessment.



Identification of specific job responsibilities.



Identification of co-workers within the job function and/or geographical assignment.



Availability of communications.

 Location of work area.


Identification of eating and sleeping arrangements as appropriate.



Procedural instructions for obtaining additional supplies, services and personnel.



Identification of operational period work shifts.

□

Inform the EOC Director and General Staff when your Section is fully operational.

□

Open and maintain Section logs.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken


Decision justification and documentation



Requests filled
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□

EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by the CalEMA
and FEMA.

□

Review responsibilities of Units in your Section. Develop plan for carrying out all responsibilities.

□

Prepare work objectives for Section staff and make staff assignments.

□

Meet with other activated Section Chiefs.

□

From Planning/Intelligence Section Chief, obtain and review major incident reports and additional
field operational information that may pertain to or affect your Section operations. Provide
information to appropriate Units.

□

Based on the situation as known or forecast, determine likely future Logistics Section needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Request additional resources through the appropriate Logistics Unit, as needed.

General Operational Duties

□
□
□
□
□
□
□
□

Carry out responsibilities of the Logistics Section Units that are not currently staffed.
Evaluate the need for Critical Incident Stress Debriefing for all affected personnel, victims and
bystanders. Arrange debriefings through the Personnel Unit of the Logistics Section.
Make a list of key issues currently facing your Section to be accomplished within the next
operational period.
Keep up to date on situation and resources associated with your Section. Maintain current status
and displays at all times.
Brief the EOC Manager on major problem areas that need or will require solutions.
Provide situation and resources information to the Situation Status Unit of the Planning/Intelligence
Section on a periodic basis or as the situation requires.
Provide briefing to the General Staff on operating procedure for use of telephone, data and radio
systems.
From Planning/Intelligence Section and field sources, determine status of transportation system
into and within the affected area. Find out present priorities and estimated times for restoration of
the disaster route system. Provide information to other Sections.

□

Ensure that your Section logs and files are maintained.

□

Monitor your Section activities and adjust Section organization as appropriate.

□

Ensure internal coordination between Unit leaders.

□

Update status information with other sections as appropriate.
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□
□
□
□
□
□
□
□

Resolve problems that arise in conducting your Section responsibilities.
Anticipate potential situation changes, such as severe aftershocks, in all Section planning.
Develop a backup plan for all plans and procedures requiring off-site communications.
Conduct periodic briefings for your Section. Ensure that all organizational elements are aware of
priorities.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Make sure that all contacts with the media are fully coordinated first with the Public Information
Officer (PIO).
Participate in the EOC Director’s action planning meetings.
Ensure that all your Section personnel and equipment time records and a record of expendable
materials used are provided to the Time Unit and Cost Analysis Unit of the Finance/Administration
Section at the end of each operational period.
Brief your relief at shift change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Section Operational Duties

□
□
□

Meet with Finance/Administration Section Chief and review financial and administration support
needs and procedures. Determine level of purchasing authority to be delegated to Logistics
Section.
Following action planning meetings, ensure that orders for additional resources necessary to meet
known or expected demands have been placed and are being coordinated within the EOC and
field units.
Keep the REOC Logistics Chief apprised of overall situation and status of resource requests.

Deactivation

□
□

Authorize deactivation of organizational elements within your Section when they are no longer
required.
Ensure that any open actions are handled by your Section or transferred to other EOC elements as
appropriate.

□

Ensure that any required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Deactivate your Section and close out logs when authorized by the EOC Director.

□

Leave forwarding phone number where you can be reached.
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Communications Unit
PRIMARY:

Butte County Telecommunications Officer

ALTERNATE:

Designated by Primary

SUPERVISOR:

Logistics Section Chief

General Duties
•

Notify support agencies and oversee the installation, activation and maintenance of all radio, data
and telephone communications services inside of the EOC and between the EOC and outside
agencies.

•

Determine the appropriate placement of all radio transmitting equipment brought to the EOC to
support operations. Approve all radio frequencies to minimize interference conditions.

•

Provide necessary communication system operators, and ensure effective continuous 24-hour
operation of all communications services.

•

Copy and log incoming radio, data and telephone reports on situation reports, major incident
reports, resource requests and general messages.

•

Make special assignment of radio, data and telephone services as directed by the EOC Manager.

•

Organize, place and oversee the operation of amateur radio services working in support of the
EOC. These functions are to be directly managed by the Law Enforcement Unit of the Operations
Section.

Your Responsibility
•

Manage all radio, data, and telephone needs of the EOC staff.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Logistics Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Identify yourself as the Communications Unit leader by putting on the vest with your title. Print your
name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.
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□

Determine 24-hour staffing requirement and request additional support as required.

□

Request additional resources through the appropriate Logistics Unit, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Logistics Section Chief advised of your Unit status and activity and on any problem areas
that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Establish operating procedure for use of telephone, radio and data systems and provide to other
units.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
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□
□
□
□
□

Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and a record of expendable
materials used are provided to your Section Chief at the end of each operational period. (See Part
Three—Forms.)
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□
□

Coordinate with all sections and Units on operating procedures for use of telephone, data and radio
systems. Receive any priorities or special requests.
Monitor operational effectiveness of EOC communications systems.
communications capability as needed.

Obtain additional

□

Coordinate frequency and network activities with other Butte County Operational Area elements.

□

Provide communications briefings as requested at action planning meetings.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□

Close out logs when authorized by the Logistics Section Chief or EOC Director.

□

Leave forwarding phone number where you can be reached.
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Transportation Unit
PRIMARY:

Designated by Section Chief

ALTERNATE:

Designated by Primary

SUPERVISOR:

Logistics Section Chief

General Duties
•

Coordinate the transportation of emergency personnel and resources within the County by all
available means.

•

Coordinate all public transportation resources. (CPG-218)

Your Responsibility
•

To provide and coordinate transportation of emergency personnel, equipment and supplies and
coordinate the Disaster Route Priority Plan.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Logistics Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Identify yourself as the Transportation Unit leader by putting on the ID Tag with your title. Print your
name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.

□

Determine 24-hour staffing requirement and request additional support as required.

□

Request additional resources through the appropriate Logistics Unit, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.
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□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Logistics Section Chief advised of your Unit status and activity and on any problem areas
that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□
□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and a record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Butte County Emergency Operations Plan - Functional Annex A

172

Unit Operational Duties

□

Coordinate with the Planning/Intelligence and Operations Sections to determine which disasters
routes are available for emergency use.

□

Coordinate use of disaster routes with the Operations Section.

□

Coordinate with other sections and Units to identify transportation priorities.

□

Establish a transportation plan for movement of:


Personnel, supplies and equipment to the EOC, field units, shelters and Casualty Collection
Points (CCPs).



Individuals to medical facilities.

 Emergency workers and volunteers to and from risk area.

□

Coordinate with the Operations Section on the movement of disabled and elderly persons.

□

Coordinate transportation of animals as required.

□
□

Coordinate with local transportation agencies and schools to establish availability of resources for
use in evacuations and other operations as needed.
As reports are received from field units and EOC sections and as sufficient information develops,
analyze the situation and anticipate transportation requirements.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Transportation Unit position and close out logs when authorized by the Logistics
Section Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Personnel Unit
PRIMARY:

Designated by Section Chief

ALTERNATE:

Designated by Primary

SUPERVISOR:

Logistics Section Chief

General Duties
•

Coordinate all personnel support requests received at or within the EOC, including any category of
personnel support requested from the EOC functional elements or from County response elements
in the field.

•

Identify sources and maintain an inventory of personnel support and volunteer resources. Request
personnel resources from those agencies as needed.

•

Ensure that all Disaster Service Workers and volunteers are registered and integrated into the
emergency response system.

•

Assign personnel within the EOC as needs are identified.

•

Coordinate emergency management mutual aid (EMMA) as necessary through the Inland REOC.

Your Responsibility
•

Obtain, coordinate and allocate all non-fire and non-law enforcement mutual aid personnel support
requests received; register volunteers as Disaster Services Workers and manage EOC personnel
issues and requests.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Logistics Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□
□

Identify yourself as the Personnel Unit leader by putting on the ID Tag with your title. Print your
name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.
Determine 24-hour staffing requirement and request additional support as required.
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□

Request additional resources through the appropriate Logistics Unit, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken
 Decision justification and documentation
 Requests filled
 EOC personnel, time on duty and assignments

□

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Logistics Section Chief advised of your Unit status and activity and on any problem areas
that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
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□
□
□

Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□
□
□

Receive and process all incoming requests for personnel support. Identify number of personnel,
special qualifications or training, location where needed and person to report to upon arrival.
Secure an estimated time of arrival for relay back to the requesting agency.
Develop a system for tracking personnel/volunteers processed by the Unit. Maintain sign in/out
logs. Control must be established for the accountability of personnel used in the response effort.
Personnel/volunteers relieved from assignments will be processed through the Demobilization Unit.
Maintain information regarding:


Personnel/volunteers processed.

 Personnel/volunteers allocated and assigned by agency/location.

□
□
□
□
□
□



Personnel/volunteers on standby.



Special personnel requests by category not filled.

Ensure training of assigned response staff and volunteers to perform emergency functions.
Coordinate with Safety Officer to ensure that training for personnel includes safety and hazard
awareness and is in compliance with OSHA requirements.
Obtain crisis counseling for emergency workers
Coordinate feeding, shelter and care of personnel, employees’ families and volunteers with the
Procurement and Facilities Unit.
Establish a plan for child care for County employees as needed. Coordinate with Facilities Unit for
suitable facilities.
Assist and support employees and their families who are also disaster victims.
Develop a plan for communicating with those agencies having personnel resources capable of
meeting special needs.

□

Coordinate with the Inland REOC for additional personnel needs.

□

Coordinate the recruitment, registration, mobilization and assignment of volunteers.

□
□

Establish Disaster Service Worker and Volunteer registration and interview locations. Assign staff
to accomplish these functions.
Issue ID cards to Disaster Service Workers.
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□
□
□
□
□
□

Coordinate transportation of personnel and volunteers with the Transportation Unit.
If the need for a call for volunteers is anticipated, coordinate with the PIO and provide the specific
content of any broadcast item desired.
Keep the PIO advised of the volunteer situation. If the system is saturated with volunteers, advise
the PIO of that condition and take steps to reduce or redirect the response.
Ensure the organization, management, coordination and channeling of the services of individual
citizens and volunteer groups during and following the emergency.
Obtain health/medical personnel, e.g., nurses’ aides, paramedics, Red Cross personnel and other
trained volunteers to meet health/medical needs.
Request technical expertise resources not available within the jurisdiction (hazardous materials,
environmental impact, structural analysis, geotechnical information, etc.) through established
channels, mutual aid channels or the Inland REOC.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Personnel Unit position and close out logs when authorized by the Logistics Section
Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Facilities Unit
PRIMARY:

Designated by Section Chief

ALTERNATE:

Designated by Primary

SUPERVISOR:

Logistics Section Chief

General Duties
•

Coordinate and oversee the management of and support to the EOC and other essential facilities
and sites used during disaster operations.

•

Coordinate with other EOC Units for support required for facilities.

•

Support activities for restoration of disrupted services and utilities to facilities.

•

Coordinate with Finance/Administration Section on any claims or fiscal matters relating to facilities’
operations.

•

Close out each facility when no longer needed.

Your Responsibility
•

Ensure that adequate facilities are provided for the response effort, including securing access to
the facility and providing staff, furniture, supplies and materials necessary to configure the facility in
a manner adequate to accomplish the mission.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Logistics Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Identify yourself as the Facilities Unit leader by putting on the ID Tag with your title. Print your
name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.

□

Determine 24-hour staffing requirement and request additional support as required.

□

Request additional resources through the appropriate Logistics Unit, as needed.

Butte County Emergency Operations Plan - Functional Annex A

178

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received



Action taken

 Decision justification and documentation
 Requests filled
 EOC personnel, time on duty and assignments

□

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Logistics Section Chief advised of your Unit status and activity and on any problem areas
that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
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□
□

Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□

Maintain information in the Unit regarding:


Facilities opened and operating.

 Facility managers.
 Supplies and equipment at the various locations.
 Specific operations and capabilities of each location.

□
□

As the requirement for emergency-use facilities is identified, coordinate the acquisition of required
space to include any use permit, agreement or restriction negotiations required.
In coordination with the Operations Section, provide support to facilities used for disaster response
and recovery operations; i.e., staging areas, shelters, disaster application centers (DACs), etc.

□

Identify communications requirements.

□

Identify equipment, material and supply needs to the Procurement Unit.

□

Identify personnel needs to the Personnel Unit.

□
□
□

Identify transportation requirements to the Transportation Unit. Coordinate evacuation schedules
and identify locations involved.
Identify security requirements to the Law Enforcement Unit of the Operations Section.
Monitor the actions at each facility activated and provide additional support requested in
accordance with Unit capabilities and priorities established.

□

Account for personnel, equipment, supplies and materials provided to each facility.

□

Coordinate the receipt of incoming resources to facilities.

□

Ensure that operational capabilities are maintained at facilities.

□
□
□
□

Oversee the distribution of utilities, fuel, water, food, other consumables and essential supplies to
all disaster operation facilities.
Ensure that basic sanitation and health needs at mass care facilities (toilets, showers, etc.) are
met.
Ensure that access and other related assistance for residential care and special needs persons are
provided in facilities.
Provide facilities for sheltering essential workers, employees’ families and volunteers.
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□

Be prepared to provide facilities for animal boarding as required.

□

Coordinate water resources for consumption, sanitation and firefighting at all facilities.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Facilities Unit position and close out logs when authorized by the Logistics Section
Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Procurement Unit
PRIMARY:

Butte County Purchasing Agent

ALTERNATE:

Designated by Primary

SUPERVISOR:

Logistics Section Chief

General Duties
•

Coordinate and oversee the procurement, allocation and distribution of resources not normally
obtained through existing mutual aid sources, such as food, potable water, petroleum fuels, heavy
and special equipment and other supplies and consumables.

•

Provide supplies for the EOC, field operations and other necessary facilities.

•

Determine if the required items exist within the County supply system.

•

Determine the appropriate supply houses, vendors or contractors who can supply the item, product
or commodity if County stocks do not exist.

•

Purchase items within limits of delegated authority from Finance/Administration Section.
Coordinate with the Finance/Administration Section on actions necessary to purchase or contract
for items exceeding delegated authority.

•

Arrange for the delivery of the items requisitioned, contracted for or purchased.

•

Maintain records to ensure a complete accounting of supplies procured and monies expended.

•

Support activities for restoration of disrupted services and utilities.

Your Responsibility
•

Obtain all non-fire and non-law enforcement mutual aid material, equipment and supplies to
support emergency operations and arrange for delivery of those resources.

Procurement Policy
•

The procurement of resources will follow the priority outlined below:
1. Resources within the County inventory (County-owned).
2. Other sources that may be obtained without direct cost to the County.
3. Resources that may be leased/purchased within spending authorizations.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Logistics Section Chief.

□

Obtain a briefing on the situation.
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□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Identify yourself as the Procurement Unit leader by putting on the ID Tag with your title. Print your
name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.

□

Determine 24-hour staffing requirement and request additional support as required.

□

Obtain additional resources, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMa and
FEMA.

General Operational Duties

□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Logistics Section Chief advised of your Unit status and activity and on any problem areas
that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Review situation reports as they are received. Verify information where questions exist.
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□

Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□
□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□

Meet and coordinate activities with Finance/Administration Chief and determine purchasing
authority to be delegated to Procurement Unit. Review emergency purchasing and contracting
procedures.

□

Review, verify and process requests from other sections for resources.

□

Maintain information regarding:


Resources readily available.

 Resources requests.

□
□



Status of shipments.



Priority resource requirements.



Shortfalls.

Coordinate with other Units as appropriate on resources requests received from operations forces
to ensure there is no duplication of effort or requisition.
Determine if needed resources are available from County stocks, mutual aid sources or other
sources. Arrange for delivery if available.

□

Determine availability and cost of resources from private vendors.

□

Issue purchase orders for needed items within dollar limits of authority delegated to Unit.

□

Notify Finance/Administration Chief of procurement needs that exceed delegated authority. Obtain
needed authorizations and paperwork.
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□
□
□
□
□
□
□
□
□
□
□
□
□
□
□

If contracts are needed for procuring resources, request that the Purchasing Unit of the
Finance/Administration Section develop necessary agreements.
Arrange for delivery of procured resources. Coordinate with Transportation and Facilities Units.
Identify to the Logistics Section Chief any significant resource request(s) which cannot be met
through local action. Suggest alternative methods to solve the problem if possible.
Establish contact with the appropriate Operations Section Units and Red Cross representatives(s)
and discuss the food and potable water situation with regard to mass care shelters and mass
feeding locations. Coordinate actions.
Establish a plan for field and EOC feeding operations. Coordinate with Operations Section to avoid
duplication.
Be prepared to provide veterinary care and feeding of animals.
Assemble resource documents which will allow for agency, vendor and contractor contacts; e.g.,
telephone listings, procurement catalogs, directories and supply locations.
Continually update communications availability.
improved communications become available.

Revise contact methods with suppliers as

Review the situation reports as they are received. Determine/anticipate support requirements.
Verify information where questions exist.
Begin disaster documentation and record tracking of disaster-related requests for expenditures of
equipment, supplies, personnel, funds, etc.
Provide updated reports on resource status to Resources Unit.
Identify and maintain a list of available and accessible equipment and supplies to support response
and recovery efforts.
Arrange for storage, maintenance and replenishment or replacement of equipment and materials.
Provide and coordinate with Operations Section the allocation and distribution of utilities, fuel,
water, food, other consumables and essential supplies to all disaster operation facilities, including
mass care shelters.
Procure and arrange for basic sanitation and health needs at mass care facilities (toilets, showers,
etc.) as requested by Operations Section.

□

Support activities for restoration of utilities to critical facilities.

□

Procure and coordinate water resources for consumption, sanitation and firefighting.

□

Coordinate resources with relief agencies (American Red Cross, etc.).

□

Obtain and coordinate necessary medical supplies and equipment for special needs persons.

□

Obtain necessary protective respiratory devices, clothing, equipment and antidotes for personnel
performing assigned tasks in hazardous radiological and/or chemical environments.
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□
□
□

Ensure the organization, management, coordination and channeling of donations of goods from
individual citizens and volunteer groups during and following the disaster/emergency.
Identify supply sources to augment and/or satisfy expanded medical needs during emergency
operations.
In coordination with Operations Section and Inland REOC, maintain essential medical supplies in
designated Casualty Collection Points (CCPs).

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Procurement Unit position and close out logs when authorized by the Logistics
Section Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Finance/Administration Section Chief
PRIMARY:

Chief Financial Officer

ALTERNATE:

Designated by Primary

SUPERVISOR:

EOC Director

General Duties
•

Ensure that the Finance/Administration function is performed consistent with SEMS Guidelines,
including:
•

Implementing a Disaster Accounting System.

•

Maintaining financial records of the emergency.

•

Tracking and recording of all agency staff time.

•

Processing purchase orders and contracts in coordination with Logistics Section.

•

Processing worker’s compensation claims received at the EOC.

•

Handling travel and expense claims.

•

Providing administrative support to the EOC.

•

Supervise the Finance/Administration Section staff.

•

Establish the appropriate level of organization within the Section, and continuously monitor the
effectiveness of that organization. Make changes as required.

•

Be prepared to form additional Units as dictated by the situation.

•

Exercise overall responsibility for the coordination of Unit activities within the Section.

•

Ensure that the Section is supporting other EOC sections consistent with priorities established in
the EOC Action Plan.

•

Keep the EOC Director updated on all significant financial developments.

Your Responsibility
•

Supervise the financial support, response and recovery for the disaster/emergency; ensure that the
payroll and revenue collection process continues and activate the Disaster Accounting System.

Checklist Actions
Section Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the EOC Director.

□

Obtain a briefing on the situation.

□

Set up your Section work station, including maps and status boards. Use your EOC Section
materials and on-site supplies.
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□
□
□

Review your position responsibilities.
Identify yourself as the Finance/Administration Section Chief by putting on the vest with your title.
Print your name on the EOC organization chart next to your assignment.
Clarify any issues you may have regarding your authority and assignment and what others in the
organization do.

□

Review organization in place at the EOC. Know where to go for information or support.

□

Determine if other Section staff are at the EOC.

□
□

Confirm that all key Finance/Administration Section personnel or alternates are in the EOC or have
been notified. Recall the required staff members necessary for the emergency.
Activate organizational elements within your Section as needed and designate leaders for each
element or combination of elements.


Cost Recovery Documentation Unit



Time Unit



Purchasing Unit

 Compensation and Claims Unit
 Cost Analysis Unit

□

Request additional personnel for the Section to maintain a 24-hour operation as required.

□

Brief incoming Section personnel prior to their assuming their duties. Briefings should include:


Current situation assessment.



Identification of specific job responsibilities.



Identification of co-workers within the job function and/or geographical assignment.



Availability of communications.

 Location of work area.


Identification of eating and sleeping arrangements as appropriate.



Procedural instructions for obtaining additional supplies, services and personnel.



Identification of operational period work shifts.

□

Inform the EOC Director and General Staff when your Section is fully operational.

□

Open and maintain Section logs.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken


Decision justification and documentation



Requests filled
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□

EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by the CalEMA
and FEMA.

□

Review responsibilities of Units in your Section. Develop plan for carrying out all responsibilities.

□

Prepare work objectives for Section staff and make staff assignments.

□

Meet with other activated Section Chiefs.

□
□

From the Planning/Intelligence Section Chief, obtain and review major incident reports and
additional field operational information that may pertain to or affect your Section operations.
Provide information to appropriate Units.
Based on the situation as known or forecast, determine likely future Finance/Administration Section
needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Request additional resources through the appropriate Logistics Section Unit, as needed.

General Operational Duties

□
□
□
□
□
□
□
□

Carry out responsibilities of the Finance/Administration Section Units that are not currently staffed.
Evaluate the need for Critical Incident Stress Debriefing for all affected personnel, victims and
bystanders. Arrange debriefings through the Personnel Unit of the Logistics Section.
Make a list of key issues currently facing your Section to be accomplished within the next
operational period.
Keep up to date on situation and resources associated with your Section. Maintain current status
and displays at all times.
Brief the EOC Director on major problem areas that need or will require solutions.
Provide situation and resources information to the Planning/Intelligence Section on a periodic basis
or as the situation requires.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, data and radio systems. Make any priorities or special requests known.
Determine status of transportation system into and within the affected area in coordination with the
Transportation Unit of the Logistics Section. Find out present priorities and estimated times for
restoration of the disaster route system. Provide information to appropriate Units.

□

Ensure that your Section logs and files are maintained.

□

Monitor your Section activities and adjust Section organization as appropriate.

□

Ensure internal coordination between Unit leaders.
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□

Update status information with other sections as appropriate.

□

Resolve problems that arise in conducting your Section responsibilities.

□
□
□
□
□
□

Anticipate potential situation changes, such as severe aftershocks, in all Section planning.
Develop a backup plan for all plans and procedures requiring off-site communications.
Conduct periodic briefings for your Section. Ensure that all organizational elements are aware of
priorities.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Make sure that all contacts with the media are fully coordinated first with the Public Information
Officer (PIO).
Participate in the EOC Director’s action planning meetings.
Brief your relief at shift change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Section Operational Duties

□

Authorize use of the Disaster Accounting System.

□

Ensure that the payroll process continues.

□

Ensure that the revenue collection process continues.

□
□
□
□

Collect your Section personnel and equipment time records and record of expendable materials
used and provide copies to the Time and Cost Analysis Units at the end of each operational period.
Ensure that all personnel and equipment time records and record of expendable materials used
are received from other Sections and submitted to the Time and Cost Analysis Units at the end of
each operational period.
Organize, manage, coordinate and channel the donations of money received during and following
the emergency from individual citizens and volunteer groups.
Coordinate with the Cost Analysis Unit to make recommendations for cost savings to the General
Staff.

□

Meet with assisting and cooperating agency representatives as required.

□

Provide input in all planning sessions on finance and cost analysis matters.

□
□

Ensure that all obligation documents initiated during the emergency/disaster are properly prepared
and completed.
Keep the General Staff apprised of overall financial situation.
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Deactivation

□
□

Authorize deactivation of organizational elements within your Section when they are no longer
required.
Ensure that any open actions are handled by your Section or transferred to other EOC elements as
appropriate.

□

Ensure that any required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Deactivate your Section and close out logs when authorized by the EOC Director.

□

Leave forwarding phone number where you can be reached.
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Cost Recovery Documentation Unit
PRIMARY:

Designated by Section Chief

ALTERNATE:

Designated by Primary

SUPERVISOR:

Finance/Administration Section Chief

General Duties
•

Document information for reimbursement from the state and federal governments.

•

Activate and maintain Disaster Accounting System.

•

Coordinate documentation of costs with other sections and departments.

•

Coordinate cost recovery with disaster assistance agencies.

Your Responsibility
•

Maintain the Disaster Accounting System and procedures to capture and document costs relating
to a disaster/emergency in coordination with other sections and departments; act as liaison with the
disaster assistance agencies and coordinate the recovery of costs as allowed by law and maintain
records in such a manner that will pass audit. The Cost Recovery Documentation Unit should be
activated at the onset of any disaster/emergency. Accurate and timely documentation is essential
to financial recovery.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Finance/Administration Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Identify yourself as the Cost Recovery Documentation Unit Coordinator by putting on the ID Tag
with your title. Print your name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.

□

Determine 24-hour staffing requirement and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit, as needed.
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□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken


Decision justification and documentation

 Requests filled


□

EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Finance/Administration Section Chief advised of your Unit status and activity and on any
problem areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
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□
□
□

Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□
□
□
□
□
□
□

Activate and maintain the Disaster Accounting System and procedures to capture and document
costs relating to a disaster/emergency in coordination with other sections and departments.
Inform all sections and departments that the Disaster Accounting System is to be used.
Coordinate cost documentation and make decisions on costs codes and items to be tracked by the
Disaster Accounting System.
Act as liaison with the disaster assistance agencies and coordinate the recovery of costs as
allowed by law.
Prepare all required state and federal documentation as necessary to recover all allowable disaster
costs.
Coordinate with the Documentation Unit of the Planning/Intelligence Section.
Provide analyses, summaries and estimates of costs for the Finance/Administration Section Chief,
EOC Director and the Inland REOC as required.

□

Work with EOC sections and appropriate departments to collect all required documentation.

□

Receive and allocate payments.

□

Organize and prepare records for final audit.

□

Prepare recommendations as necessary.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Cost Recovery Documentation Unit position and close out logs when authorized by
the Finance/Administration Section Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Time Unit
PRIMARY:

Designated by Section Chief

ALTERNATE:

Designated by Primary

SUPERVISOR:

Finance/Administration Section Chief

General Duties
•

Track, record and report staff time for all personnel/volunteers working at the emergency/disaster.

•

Establish and maintain a file for all personnel working at the emergency/disaster.

•

Ensure that daily personnel time recording documents are prepared and are in compliance with
specific County, CalEMA and FEMA time recording policies.

•

Track, record and report equipment use and time.

Your Responsibility
•

Track hours worked by paid personnel, volunteers, contract labor, mutual aid and all others and
ensure that daily personnel time recording documents are prepared and compliance to agency’s
time policy is being met. Ensure that time and equipment use records identify scope of work and
site-specific work location consistent with initial safety/damage assessment records, sites and
Damage Survey Reports (DSRs).

•

Personnel time and equipment use records should be collected and processed for each
operational period as necessary. Records must be verified, checked for accuracy and posted
according to existing policy. Excess hours worked must also be determined and separate logs
maintained. Time and equipment use records must be compiled in appropriate format for cost
recovery purposes.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Finance/Administration Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Identify yourself as the Time Unit Coordinator by putting on the ID Tag with your title. Print your
name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.
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□

Determine 24-hour staffing requirement and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken

□



Decision justification and documentation



Requests filled



EOC personnel, time on duty and assignments

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Finance/Administration Section Chief advised of your Unit status and activity and on any
problem areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Establish operating procedure with the Logistics Section for use of telephone, radio and data
systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
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□
□
□
□
□

Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties—PERSONNEL TIME RECORDER

□
□
□
□
□

Determine specific requirements for the time recording function.
Initiate, gather, or update a time report from all applicable personnel assigned to the
emergency/disaster for each operational period. (See Part Three—Forms.)
Ensure that all records identify scope of work and site-specific work location.
Post personnel travel and work hours, assignment to a specific incident (location by address when
possible), transfers, promotions, specific pay provisions, and terminations to personnel time
documents.
Ensure that daily personnel time recording documents are accurate and prepared in compliance
with County policy.

□

Ensure that all employee identification information is verified to be correct on the time report.

□

Ensure that time reports are signed.

□

Maintain separate logs for overtime hours.

□

Establish and maintain a file for employee time records within the first operational period for each
person.

□

Maintain records security.

□

Close out time documents prior to personnel leaving emergency assignment.

□

Keep records on each shift (Twelve-hour shifts recommended).

□

Coordinate with the Personnel Unit of the Logistics Section.

Operational Duties—EQUIPMENT TIME RECORDER

□

Assist sections and Units in establishing a system for collecting equipment time reports.

□

Ensure that all records identify scope of work and site-specific work location.
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□
□

Establish and maintain a file of time reports on owned, rented, donated and mutual aid equipment
(including charges for fuel, parts, services and operators).
Maintain records security.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Time Unit position and close
Finance/Administration Section Chief or EOC Director.

out

logs

when

authorized

by

the

Leave forwarding phone number where you can be reached.
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Purchasing Unit
PRIMARY:

Designated by Section Chief

ALTERNATE:

Designated by Primary

SUPERVISOR:

Finance/Administration Section Chief

General Duties
•

Identify sources for equipment, expendable materials and resources.

•

Manage all equipment rental agreements.

•

Initiate vendor contracts associated with EOC activities within purchase authority limits established
by Board of Supervisors or EOC Director.

•

Process all administrative paperwork associated with equipment rental and supply contracts.

Your Responsibility
•

Administration of all financial matters pertaining to purchases, vendor contracts, leases, fiscal
agreements and tracking expenditures. Identify sources of expendable materials and equipment,
prepare and sign equipment rental agreements, and process all administrative paperwork
associated with equipment rental and supply contracts, including incoming and outgoing mutual aid
resources. Ensure that all records identify scope of work and site-specific work location.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Finance/Administration Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Identify yourself as the Purchasing Unit Coordinator by putting on the ID Tag with your title. Print
your name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.

□

Determine 24-hour staffing requirement and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit, as needed.
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□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received

 Action taken


Decision justification and documentation

 Requests filled
 EOC personnel, time on duty and assignments

□

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Finance/Administration Section Chief advised of your Unit status and activity and on any
problem areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Establish operating procedure with the Logistics Section for use of telephone, radio and data
systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
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□
□
□

Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□

Contact appropriate Unit leaders on needs and any special procedures.

□

Review/prepare EOC purchasing procedures.

□

Prepare and sign contracts as needed within established contracting authority.

□

Establish contracts and agreements with supply vendors.

□

Ensure that all records identify scope of work and site-specific locations.

□

Ensure that a system is in place which meets County’s property management requirements.
Ensure proper accounting for all new property.

□

Interpret contracts/agreements and resolve claims or disputes within delegated authority.

□

Coordinate with Compensations/Claims Unit on procedures for handling claims.

□

Finalize all agreements and contracts.

□

Complete final processing and send documents for payment.

□

Verify cost data in pre-established vendor contracts with Cost Analysis Unit.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Purchasing Unit position and close out logs when authorized by the
Finance/Administration Section Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Compensation/Claims Unit
PRIMARY:

Risk Manager

ALTERNATE:

Designated by Primary

SUPERVISOR:

Finance/Administration Section Chief

General Duties
•

Accept as agent for the Butte County Operational Area claims resulting from an
emergency/disaster.

•

Collects information for all forms required by Workers Compensation and local agencies.

•

Maintain a file of injuries and illness associated with the personnel activity at the EOC and
maintains a file of written witness statements on injuries.

•

Manage and direct all compensation for injury specialists and claims specialists assigned to the
emergency/disaster.

•

Provide investigative support in areas of claims for bodily injury and property damage
compensation presented to the Butte County Operational Area.

Your Responsibility
•

Manage the investigation and compensation of physical injuries and property damage claims
involving the Butte County Operational Area arising out of an emergency/disaster, including
completing all forms required by worker’s compensations programs and local agencies,
maintaining a file of injuries and illnesses associated with the incident, providing investigative
support of claims and issuing checks upon settlement of claims.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Finance/Administration Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□

Identify yourself as the Compensation/Claims Unit Coordinator by putting on the ID Tag with your
title. Print your name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.

Butte County Emergency Operations Plan - Functional Annex A

202

□

Determine 24-hour staffing requirement and request additional support as required.

□

Request additional resources through the appropriate Logistics Section Unit, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received



Action taken

 Decision justification and documentation
 Requests filled
 EOC personnel, time on duty and assignments

□

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Finance/Administration Section Chief advised of your Unit status and activity and on any
problem areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Establish operating procedure with the Logistics Section for use of telephone, radio and data
systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
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□
□
□
□
□

Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel and equipment time records and record of expendable
materials used are provided to your Section Chief at the end of each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□

Coordinate with the Safety Officer, Liaison Officer, Agency Representatives, Personnel Unit of the
Logistics Section and ICS Field Level Compensation/Claims Unit Leader.

□

Maintain a log of all injuries occurring during the disaster/emergency.

□

Develop and maintain a log of potential and existing claims.

□

Prepare claims relative to damage to County property and notify and file the claims with insurers.

□

Periodically review all logs and forms produced by Unit to ensure:

□
□
□
□



Work is complete



Entries are accurate and timely



Work is in compliance with Butte County Operational Area requirements and policies.

Determine if there is a need for Compensation-for-Injury and Claims Specialists and order
personnel as needed.
Ensure that all Compensation-for-Injury and Claims logs and forms are complete and routed to the
appropriate department for post-EOC processing.
Ensure the investigation of all accidents, if possible.
Ensure that the Personnel Unit of the Logistics Section completes claims for any injured personnel
or volunteers working at the emergency.

□

Provide report of injuries and coordinate with the Safety Officer for mitigation of hazards.

□

Obtain all witness statements pertaining to claims and review for completeness.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.
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□
□

Determine what follow-up to your assignment might be required before you leave. Deactivate the
Compensation/Claims Unit position and close out logs when authorized by the
Finance/Administration Section Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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Cost Analysis Unit
PRIMARY:

Designated by Section Chief

ALTERNATE:

Designated by Primary

SUPERVISOR:

Finance/Administration Section Chief

General Duties
•

Provide all cost analysis activity associated with EOC operation.

•

Obtain and record all cost data for the emergency/disaster.

•

Ensure the proper identification of all equipment and personnel requiring payment.

•

Analyze and prepare estimates of EOC costs.

•

Maintain accurate record of EOC costs.

Your Responsibility
•

Provide cost analysis data for the incident to help the planning and recovery efforts. Ensure that all
pieces of equipment and personnel that require payment are properly identified; obtain and record
all cost data; analyze and prepare estimates of incident costs and maintain accurate records of
incident costs.

•

The Cost Analysis Unit will be increasingly tasked to support the planning function in terms of cost
estimates of resources used. The Unit must maintain accurate information on the actual costs for
the use of all assigned resources.

Checklist Actions
Unit Start-Up Actions

□

Check in upon arrival at the EOC.

□

Report to the Finance/Administration Section Chief.

□

Obtain a briefing on the situation.

□

Determine your personal operating location and set up as necessary.

□

Review your position responsibilities.

□
□
□
□

Identify yourself as the Cost Analysis Unit Chief by putting on the ID Tag with your title. Print your
name on the EOC organization chart next to your assignment.
Clarify any issues regarding your authority and assignment and what others in the organization do.
Activate elements of your Unit, establish work area, assign duties and ensure Unit journal/log is
opened.
Determine 24-hour staffing requirement and request additional support as required.
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□

Request additional resources through the appropriate Logistics Section Unit, as needed.

□

Ensure that all your incoming Unit personnel are fully briefed.

□

Based on the situation as known or forecast, determine likely future Unit needs.

□

Think ahead and anticipate situations and problems before they occur.

□

Using activity log, maintain all required records and documentation to support the After-Action
Report and the history of the emergency/disaster. Document:


Messages received



Action taken

 Decision justification and documentation
 Requests filled
 EOC personnel, time on duty and assignments

□

Precise information is essential to meet requirements for possible reimbursement by CalEMA and
FEMA.

General Operational Duties

□
□
□
□
□
□
□

Develop a plan for your Unit operations and support of field operations as requested. Assign
specific responsibilities.
Keep up to date on the situation and resources associated with your Unit. Maintain current status
reports and displays.
Keep the Finance/Administration Section Chief advised of your Unit status and activity and on any
problem areas that now need or will require solutions.
Provide periodic situation or status reports to your Section Chief for updating information to the
Planning/Intelligence Section.
Establish operating procedure with the Communications Unit of the Logistics Section for use of
telephone, radio and data systems. Make any priorities or special requests known.
Review situation reports as they are received. Verify information where questions exist.
Anticipate potential situation changes, such as severe aftershocks, in all Unit planning. Develop a
backup plan for all plans and procedures requiring off-site communications.

□

Determine and anticipate your support needs and forward to your Section Chief.

□

Conduct periodic briefings for your Unit. Ensure they are aware of priorities.

□
□

Monitor your Unit activities and adjust staffing and organization as appropriate to meet current
needs.
Use face-to-face communication in the EOC whenever possible and document decisions and
policy.
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□
□
□
□

Refer all media contacts to your Section Chief.
Be prepared to participate in the EOC Director’s action planning meetings and policy decisions if
requested.
Ensure that all your Unit personnel time records are provided to your Section Chief at the end of
each operational period.
Brief your relief at shift-change time. Ensure that in-progress activities are identified and follow-up
requirements are known.

Unit Operational Duties

□

Collect and record all cost data.

□

Maintain a fiscal record of all expenditures related to the emergency/disaster.

□

Prepare and provide periodic cost summaries for the Finance/Administration Section Chief and the
EOC Director.

□

Maintain cumulative emergency/disaster cost records.

□

Ensure that all financial obligation documents are accurately prepared.

□

Prepare resources-use cost estimates.

□

Maintain accurate information on the actual cost for the use of all assigned resources.

□
□
□

With the Time Unit, ensure that all pieces of equipment under contract and dedicated personnel
are properly identified.
Ensure that all EOC sections maintain proper supporting records and documentation to support
claims.
Make recommendations for cost savings to the Finance/Administration Section Chief.

Deactivation

□

Ensure that all required forms or reports are completed prior to your release and departure.

□

Be prepared to provide input to the After-Action Report.

□

Determine what follow-up to your assignment might be required before you leave.

□
□

Deactivate the Cost Analysis Unit position and close out logs when authorized by the
Finance/Administration Section Chief or EOC Director.
Leave forwarding phone number where you can be reached.
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INTRODUCTION
Butte County government is responsible for essential functions, such as public safety, public health, public works,
and for protecting its citizens, staff, visitors and businesses. The County must be prepared to conduct emergency
operations to respond to emergencies, as well as to support the County’s own functions during emergencies, and
especially during catastrophic events that may severely impact the County and its populace.
Continuity of Government (COG) is defined as the preservation, maintenance, or reconstitution of the civil
government’s ability to carry out its constitutional responsibilities during a time of emergency or disaster. This
effort typically involves
• Succession of Leadership;
• Pre-delegation of emergency authority
• Devolution Strategy
Continuity of Operations (COOP) is defined as an effort within individual departments to ensure continuity of
minimum Essential Functions across a wide range of emergencies and events. Essentially, it is the capability of
maintaining the business of government under all eventualities. This effort typically involves
• The identification and prioritization of each department’s Essential Functions;
• The identification of Critical Resources that support Essential Functions;
• Personnel Protection;
• Activation, Organization and Responsibilities;
• Alternate Locations
• Succession and Delegation of Authority.
Most specifically, the COG refers to activities that support the continuance of constitutional government, such as
providing for legislative activities, elected officials convening to complete constitutionally required activities, and
command of emergency operations and recovery, while the COOP refers to activities that support the
continuance of the governmental operations.
Purpose
The purpose of this annex is to support the Butte County Emergency Operations Plan (EOP) and to
document the agreed upon strategy for the County’s response to emergencies that involve the activation
and the implementation of activities in response to a disaster or emergency that impacts the operations and
governmental functions of the County. Focus areas within this annex includes the continuity of essential
functions of the County’s Departments and the Charter Offices, and details the orders of succession for key
positions within the County Government.
CONTINUITY OF GOVERNMENT (COG)
Government at all levels is responsible for providing continuous, effective leadership and authority under all
aspects of emergency services operations (preparedness, response, recovery, and mitigation). Under California's
concept of mutual aid, local officials remain in control of their jurisdiction's emergency operations while additional
resources may be provided by others upon request. A key aspect of this control is to be able to communicate
official requests, situation reports, and emergency information throughout any disaster a community might face.
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Preservation of Local Governments - Succession of Local Officials
Sections 8635 through 8643 of the California Government Code:
•

Furnish a means by which the continued functioning of political subdivisions can be assured by
providing for the preservation and continuation of county government in the event a State of
Emergency or Local Emergency is declared.

•

Authorize political subdivisions to provide for the succession of officers (department heads)
having duties related to law and order and/or health and safety.

•

Authorize governing bodies to designate and appoint three standby officers for each member
of the governing body and for the Chief Executive, if not a member of the governing body.
Standby officers may be residents or officers of a political subdivision other than that to which
they are appointed. Standby officers take the same oath as regular officers and are
designated number 1, 2, and 3.

•

Authorize standby officers to report ready for duty in the event of a State of Emergency, or
Local Emergency at the place previously designated.

•

Authorize local governing bodies to convene as soon as possible whenever a State of
Emergency, or Local Emergency exists, and at a place not within the political subdivision.
Authorize that, should all members, including all standbys, be unavailable, temporary officers
shall be appointed as follows:
o By the Chairman of the Board of the county in which the political subdivision is located, or
o By the Chairman of the Board of any other county within 150 miles (nearest and most populated
down to farthest and least populated), or
o By the mayor of any city within 150 miles (nearest and most populated down to farthest and
least populated).

Standby Officers for the Local Governing Body
Lines of Succession and Alternate Officials
•

A successor to the position of Director of Emergency Management (Board Chair) is
designated by Section 5 of the Butte County Code. Should the Chair be unable to serve, the
Vice Chair shall succeed. An individual serving as Chair shall have the authority and powers
of the Director.

•

The alternates to key positions in units of the emergency organization are shown in appropriate
staff, service, or division annexes of this operations plan.
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•

The alternates to key positions in the regular departments and agencies of government are
shown in executive or administrative orders (or the equivalent) issued by department or agency
authorities.

The Board of Supervisors has designated the following order of succession:
1. Vice Chair, Board of Supervisors
2. County Chief Administrative Officer (CAO)
3. Deputy Chief Administrative Officer (Deputy CAO)
Suspensions and Appointments
Section 8621 of the California Government Code:
The code specifies that during a State of War Emergency, in the event that any officer of a political
subdivision or employee of a state agency refuses or willfully neglects to obey an order or emergency
regulation, the Governor may suspend that person and designate a replacement.
Temporary Seat of Government
The primary temporary seat of government site will be:
• City of Chico
Alternate sites can include:
• Town of Paradise
• City of Gridley
PRESERVATION OF VITAL RECORDS
Preservation of vital records of the County is critical to conducting emergency operations in the event of a disaster
and to restoring the day-to-day operations of the county following a disaster. In addition, certain records contain
information that document and protect the rights and interests of individuals and government. These latter records
must also be protected and preserved.
In Butte County, the following individuals are responsible for the preservation of vital records:
•
•
•

Butte County Chief Administrative Officer
Butte County Clerk
Butte County Department of Public Health

Typically vital records comprise only about 5% of all the records of the county government and meet one or more
of the following criteria:
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1. Records necessary to conduct emergency operations may include the following categories:
•
•
•
•

Utility system maps
Locations of emergency supplies and equipment
Emergency operations plans and procedures
Lists of regular and auxiliary personnel

2. Records required to restore day-to-day county operations include the following categories:
•
•
•
•
•
•
•

Constitutions and charters
Statutes
Ordinances
Resolutions
Court records
Official proceedings
Financial reports

3. Records necessary for the protection of rights and interests of individuals and government, which may
include the following categories:
•
•
•
•

Vital statistics and records by the Clerk of the Board
Land and tax records
License registers
Articles of incorporation

Preservation Methods
The first step in preserving essential county records is to identify the source, location, and department to which is
designated as the official record holder for this record. Vital records typically appear on an approved records
retention schedule for each county department.
Each department typically maintains the approved records retention schedules. The schedules should be among
the first documents reviewed in restoring county operations following the occurrence of a disaster.
Current back-up and preservation methods for County records and vital information within the Clerk-Recorders
Office includes:
•
•
•

All records are backed up on tape nightly and placed in a fire proof box and sent to an offsite
facility on a monthly basis;
All records are backed up to disk (in-house) weekly and any changes are backed up to disk nightly;
and
All records are filmed twice a month and sent to an offsite facility.

Additionally, each county department is responsible for managing the back-up and preservation of their vital and
essential records.
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Security Measures Used to Protect Essential Records
Essential county records may be protected at any point in the life cycle (e.g., from creation to final disposition).
Typically, the CAO will assist departments in identifying and planning the appropriate methods of protecting such
records. The CAO or designee will determine the appropriate method of managing the essential records,
including:
1. Determining the appropriate time and methods of protection, including the resources of department(s)
and other factors unique to the department(s).
2. Acceptable methods of preserving essential records may include the following methodologies:
•
•
•
•
•

Media – whether to store materials as hard copy, microfiche, disk, CD etc.
Dispersal – maintaining records in two different county facilities.
Duplication – essential records are duplicated on a scheduled basis and held for the purpose of
reconstructing such records at any time, with the least amount of effort and cost.
On-site storage – essential records are stored on-site in fire resistant containers, file cabinets,
safes, vaults, and or fire rooms designed for preservation of vital records.
Off-site storage – stored off-site in facilities specifically designed to preserve and make available
such records when needed. These may be commercial sites.

3. Current Storage Facilities
•

If an emergency threatens the safety of the county’s essential records, they will be relocated to
an alternate facility by the Department that is responsible for the records.

•

As departments create records, documents considered essential county records will be
identified and preserved by the methods indicated above. Records from other departments are
backed-up and stored as determined by the Department Director.

4. County archives:
The County has also established an archive for the preservation and permanent retention of
documents and information of historic value. The archive is specifically designed to store vital county
records, and contains records that may serve the following purposes:
•
•
•
•

Protect the rights of individuals and government.
Document the development of the County, its organization structure and decisions made by its
governing body.
Such records may, therefore be used to restore County operations following disasters and
documenting actions of the government body and from other information contained in the
archives.
The county archive includes, but is not limited to the backup tapes on the computer network
managed by the Information Technology staff.

Butte County Emergency Operations Plan – Functional Annex B

7 | Page

CONTINUITY OF OPERATIONS (COOP)
It is the responsibility of all County officials, elected and appointed, to ensure the survival and continuity of
government operations. This includes the maintenance of essential services during emergencies, as well as
timely recovery and restoration of government functions following a disaster. The public can only be served if
government is able to respond and support community needs during emergencies.
Essential Functions
From the standpoint of identifying essential functions of County Government, the following represents general
areas of primary service that should be maintained:
•

Public Safety (law enforcement, fire suppression, emergency rescue, EMS, hazmat, emergency
management, public health)

•

Critical Infrastructure (roads, water systems, sewer and sanitation, communications)

•

Public Functions (vital records, funding disbursement)

•

Critical Administrative Functions (Payroll, Human Resources, Information Technology, Finance, Public
Works).

Each county department is responsible for the development of a plan for the continuance of essential government
functions during major emergencies. Each departmental plan becomes a supporting document for the Butte
County EOP and should be reviewed regularly, tested periodically and evaluated as to efficacy and
appropriateness.
ANNEX MAINTENANCE
The Butte County Emergency Services Officer in collaboration with Butte County Administration will update,
revise and record any revisions of this Continuity of Government/Continuity of Operations Annex.

Butte County Emergency Operations Plan – Functional Annex B

8 | Page

Functional
Annex - C
Communications and
Warning
Butte County EOP

TABLE OF CONTENTS
INTRODUCTION......................................................................................................................................................... 4
Purpose ............................................................................................................................................................. 4
COMMUNICATION SYSTEMS .................................................................................................................................. 4
Expectations of Use ........................................................................................................................................... 4
COMMUNICATIONS SYSTEM VULNERABILITIES................................................................................................ 5
BUTTE COUNTY RADIO FREQUENCIES ............................................................................................................... 6
Countywide Public Safety .................................................................................................................................. 6
Fire/EMS ............................................................................................................................................................ 6
Sheriff ................................................................................................................................................................. 6
County Services ................................................................................................................................................. 7
FEDERAL ALERT AND WARNING SYSTEMS ....................................................................................................... 8
Emergency Alert System (EAS) ........................................................................................................................ 8
National Warning System (NAWAS)................................................................................................................. 8
STATE ALERT AND WARNING SYSTEMS ................................................................................................... 8
California Warning Systems (CALWAS)........................................................................................................... 8
California Emergency Services Radio System (CESRS) ................................................................................ 8
California Law Enforcement Radio System (CLERS) ...................................................................................... 8
California Law Enforcement Telecommunications System (CLETS) .............................................................. 8
Emergency Digital Information System (EDIS) ................................................................................................ 9
Operation Area Satellite Information System (OASIS) ..................................................................................... 9
California Health Alert Network (CAHAN) ....................................................................................................... 10
LOCAL/OPERATIONAL AREA ALERT AND WARNING SYSTEMS .................................................................. 10
Local Warning and Alerting System ............................................................................................................... 11
Law Enforcement Network .............................................................................................................................. 11
Butte County Sheriff’s Dispatch ................................................................................................................. 11

Butte County Emergency Operations Plan – Functional Annex C

2 | Page

TABLE OF CONTENTS (CONT’D)
Butte County Sheriff’s Department Communication Reserve Unit........................................................... 11
Fire Services Network ..................................................................................................................................... 11
Butte County Fire Department Emergency Command Center ................................................................. 11
Public Health and Social Services Network.................................................................................................... 11
Butte County Watch (Reverse 9-1-1) ............................................................................................................. 12
Butte County Operation Area Radio (BOAR) ................................................................................................. 12
Community Advisory Radio System (CARS) ................................................................................................. 12
Emergency Operations Center Communications System ............................................................................. 12
OTHER WARNING DEVICES AND SYSTEMS ...................................................................................................... 12
Telephone ........................................................................................................................................................ 12
Automated and Computer Systems ................................................................................................................ 13
EOC Communications .................................................................................................................................... 13
Butte County Website ...................................................................................................................................... 13
CONCEPT OF OPERATIONS ................................................................................................................................. 14
Emergency Conditions and Warning Actions ................................................................................................... 14
Earthquake.................................................................................................................................................. 14
Fire .............................................................................................................................................................. 14
Flood ........................................................................................................................................................... 14
Hazardous Materials................................................................................................................................... 15
Severe Weather .......................................................................................................................................... 15
Communications Management ......................................................................................................................... 15
ANNEX MAINTENANCE.......................................................................................................................................... 15

Butte County Emergency Operations Plan – Functional Annex C

3 | Page

INTRODUCTION
Essential to all emergency organizations is an effective communications capability to support emergency
operations. The magnitude of a particular emergency situation will determine the degree to which
communications systems are used. Communications systems are relied upon to be used for
direction/coordination of emergency operations, alerting and warning government and the public, and provide
advice and instructions to the public.
While generally adequate communications capability exists between the various California Emergency
Management Agency (CalEMA) facilities, the communications systems available between CalEMA and local
facilities may not be adequate.
Purpose
Communications
This annex describes the processes for providing reliable and effective communications among
organizations participating in an emergency operation and outlines communications procedures and
facilities by which the emergency missions and functions of the operations plan will be carried out in an
emergency.
Warning
This annex describes the system that provides reliable, timely, and effective warnings to the public at the
onset and throughout a disaster and outlines warning procedures to inform the public of any highly
probable and/or immediate danger.
COMMUNICATIONS SYSTEMS
Expectations of Use
Generally, in a wide-spread disaster, communications used daily by most agencies, particularly public
safety agencies, will be used as well for intra-jurisdictional communications. These agencies will also be
expected, at least initially, to operate from their day-to-day offices and headquarters. Departments
requiring personnel augmentation to properly staff their facilities should request assistance through the
Logistics Section/Personnel Unit at the County EOC. Emergency procurements of communications-related
equipment/supplies should also be handled through the Logistics Section/Procurement Unit of the EOC.
All communications personnel must familiarize themselves with protective measures and countermeasures
to employ that minimize the risk of outages or failures caused by elements of a disaster or emergency.
Butte County Office of Emergency Management has a radio system installed in the EOC that supports and
coordinates communication between on and off scene personnel. Typically, communications is conducted
via cell phone. The interoperable communication plan for Butte County is the Butte Operational Area
Tactical Interoperable Communications Plan (TICP).
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COMMUNICATIONS SYSTEM VULNERABILITIES
General
Telecommunications systems are composed of many subsystems, each may be interdependent or
interconnected. A radio network, for example, may use a combination of telephone lines, microwave circuits,
satellite interfaces, underground and overhead cables, and secondary radio paths. The failure of any one link in
this chain can effectively disable or severely limit a large portion of the system.
Communications systems may be overloaded or even rendered inoperable in an emergency. Telephone
communications may be overloaded by calls within or into affected areas. The situation may be further
complicated by physical damage to equipment, loss of electrical power and subsequent failure of some auxiliary
sources. Loss of emergency power has been the primary cause of communications failure in past disasters.
Poor installation practices and inadequate preventative maintenance of backup power sources can contribute to
the high failure rate. Scarcity of primary fuels during an emergency or disaster situation for back-up systems
(gasoline, natural gas, and diesel) may limit viability of surviving communications sites.
In situations arising from a radiological incident or detonation, high intensity, short duration electromagnetic pulse
(EMP), may cause damage or malfunctions to unprotected electrical and electronic systems. EMP damage can
occur instantaneously over very large areas. All communications equipment is susceptible to damage or
destruction by EMP, including broadcast stations, radios, televisions, car radios, and battery-operated portable
radios.
Warning
Warning is the process of alerting governmental forces and the general public to the threat of imminent
extraordinary danger. Dependent upon the nature of the threat and the population group at risk, warning can
originate at any level of government.
Success in saving lives and property is dependent upon timely dissemination of warning and emergency
information to persons in threatened areas. Local government is responsible for warning the populace of the
jurisdiction. Government officials accomplish this using warning devices located within the community or mounted
on official vehicles. The warning devices are normally activated from a point staffed 24 hours a day.
There are various mechanical systems in place, described below, whereby an alert or warning may
originate or be disseminated. Following the description of the systems is an explanation of the "Emergency
Conditions and Warning Actions" through which these systems may be accessed.
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BUTTE COUNTY RADIO FREQUENCIES
Countywide Public Safety
Channel Name

Alpha Tag

Description

Tag

Butte Low Band

BC LB

Dispatcher-to-Dispatcher(primarily Fire/EMS
coordination)

Multi-Talk

Fire/EMS
Channel Name

Alpha Tag

Description

Tag

Butte Local

BTU L

Dispatch (Oroville ECC-CalFire, various input tones Fire Dispatch
used)

Butte Support

BUT SUPP

Command/Support (various input tones used)

Fire Tactical

Butte Fire Net

BUTFIRE

County Fire Tactical

Fire Tactical

Gridley Fire Net

GRD FIRE

Gridley Fire Tactical

Fire Tactical

VHF Med Alpha

MED A

Ambulance-to-Hospital

EMS-Talk

1st Resp Dsp

First Responder Medic Dispatch (also Med 1)

EMS Dispatch

GridleyMedic

Gridley Medics Dispatch (also Med 2)

EMS Dispatch

UHF Med channel 3 MED 3

Med 3 Patient Reports

Hospital

UHF Med Channel 4 MED 4

Med 4 Patient Reports

Hospital

UHF Med Channel 8 MED 8

Med 8 Patient Reports

Hospital

UHF Med Channel 9 MED 9

Med 9

Hospital

Sheriff
Channel Name

Alpha Tag

Description

Tag

Sheriff Main

BCSO 1

Dispatch

Law Dispatch

Sheriff Channel 2

BCSO 2

Tactical

Law Tactical

Local Government LG LAW

Search & Rescue Dispatch

Law Dispatch

Local Government LG LAW

Volunteers (STARS)

Law Dispatch

County Jail

JAIL

County Detention Facility

Law Operations

Superior Court

COURT

Courthouse

Law Operations

Juvenile Hall

JUV HALL

Juvenile Detention Facility

Law Operations

CLERS

CLERS

Multi-County Law Net (CLERS [Cal EMA] Bloomer)

Law Dispatch

County Services
Channel Name

Alpha Tag

Description

Tag

Local Government LG Law

Animal Control

Law Dispatch

Public Works main BC PW

Roads Department

Public Works

Public Works flag

PW FLAG

Roads Department - Traffic Control Flaggers

Public Works

District Attorney

DA

District Attorney

Law Dispatch

Landfill

LANDFILL

Butte Public Works - Neal Road Landfill

Public Works

BOAR

BOAR

Butte Operational Area Radio (Interoperability)

Interoperability

UHF EOC Net

UHF EOC

County EOC Communications Net

EOC Comms

Source: RadioReference.com
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FEDERAL ALERT AND WARNING SYSTEMS
Emergency Alert System (EAS)
EAS is a network of public broadcast stations and interconnecting facilities that have been authorized by
the FCC to operate in a controlled manner during a state of public peril or disaster, or other large scale
emergency. The system’s main purpose is to provide the President and Federal Government Officials the
means by which to transmit emergency communications to the public. It may also be used for local, state
and other national programming for public information on situations posing a threat to life and/or property.
National Warning System (NAWAS)
This system is a nationwide wire-line communications 2-way voice system connecting subscribing
emergency management organizations and designed primarily to warn of a nationwide attack. It may also
be used for coordination and communications for major peacetime emergencies.
STATE ALERT AND WARNING SYSTEMS
California Warning System (CALWAS)
CALWAS is the state portion of NAWAS that extends to communications and dispatch centers throughout
the state. CalEMA headquarters ties into the federal system through the Warning Center in Sacramento.
Circuits then extend to county warning points. The California Highway Patrol headquarters in Sacramento
is the state's alternate warning point. Both state and federal circuits are monitored 24 hours a day at the
Warning Center, the alternate point and each of the local warning points. Counties not on this system will
receive warning through other means (normally over the California Law Enforcement Telecommunications
System [CLETS]).
California Emergency Services Radio System (CESRS)
CESRS serves as an emergency communications system for Cal EMA and county emergency services
organizations. The system assists in the dissemination of warning information and to support disaster and
emergency operations. The system may be used on a day-to-day basis for administrative emergency
services business. Statewide communications are provided through a number of microwave
interconnected mountain top relays. It operates under appropriate FCC rules and regulations and is
administered by the State of California through the Emergency Management Agency (Cal EMA)
California Law Enforcement Radio System (Inter-agency Radio) (CLERS)
CLERS is a microwave interconnected radio repeater system with statewide coverage. It may also have
been referred to locally as Inter-agency Radio. This system was designed for use by law enforcement
agencies for point-to-point communications and to provide a backup warning system to all counties in the
state. CalEMA provides and maintains the statewide repeater system and microwave network for use by
law enforcement agencies. System users are responsible for providing their own base station equipment
and obtaining proper licensing from the FCC. CLERS participation is voluntary, and many agencies no
longer maintain the equipment. The Butte County law enforcement agencies participate in CLERS.
California Law Enforcement Telecommunications System (CLETS)
CLETS is a high-speed message switching system which became operational in 1970. CLETS provides law
enforcement and criminal justice agencies access to various data bases and the ability to transmit and
receive point-to-point administrative messages to other agencies within California or via the National Law
Enforcement Telecommunications System (NLETS) to other states and Canada. Broadcast messages can

be transmitted intrastate to participating agencies in the Group Bulletin Network and to regions nationwide
via NLETS. The State provides the computer hardware, switching center personnel, administrative
personnel, and the circuitry to one point in each county. The local agencies provide the circuitry and
equipment which link them to their county termination point. A number of agencies have message
switching computer (MSC) systems and computer aided dispatch (CAD) systems which directly connect to
CLETS. The CLETS terminal in the Butte County Operational Area is housed at the Butte County Sheriff’s
Office. The CLETS Information Manual is located in the Butte County Sheriff’s Dispatch Center. The
County of Butte provides the local interface, known as JDIC (Justice Data Interface Controller).
Emergency Digital Information System (EDIS)
The EDIS provides local, and state agencies with a direct computer link to the news media and other
agencies during emergencies. EDIS supplements existing emergency public information systems such as
the Emergency Alert System. By combining existing data Input Networks with a digital radio Distribution
System, EDIS gives authorized agencies a direct data link to the news media and other agencies.
The main purpose of EDIS is to distribute official information to the public during emergencies. However, a
system that is not used day-to-day will not be used with confidence during an emergency. Therefore,
certain non-emergency uses of EDIS are permitted so long as they do not interfere with more urgent
transmissions.
EDIS may be used to transmit information in the following categories, listed in priority order:
•

FLASH - Alerts and warning of immediate life-safety value to members of the public.

•

NEWS - Information of immediate benefit to the public. Releases in this category may include
reports of unusual natural, social or technological events; notices of government activities requiring
specific action by members of the public; road and traffic information and instructions for those
affected by an emergency.

•

INFO - Advisory messages for coordination between government and the news media. Topics
might include: times and locations of news briefings, schedules for media tours of emergency
scenes, "pool coverage" arrangements, airspace restrictions.

•

TEST - Transmissions to verify operation of equipment and for training of originating personnel.

Senders of EDIS messages should bear in mind that almost anyone can obtain the equipment to receive
EDIS messages. Confidential or sensitive information should never be transmitted over EDIS.
Operational Area Satellite Information System (OASIS)
The OASIS project, funded under the Earthquake Hazards Reduction Act of 1986, was established to
create the most robust communications system possible using leased transponder space from commercial
satellite operators. The result is the establishment of a system which allows virtually un-interruptible
communication between state, regional and operational area level EOCs.
OASIS is a system that consists of a communications satellite, multiple remote sites and two hubs. The
satellite is in a stationary or geo-synchronous orbit above the earth's equator. A high frequency (HF) radio
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system and a satellite communications network were constructed to link all 58 counties with CalEMA and
other state agencies for disaster communications as well as day-to-day traffic. The system, which uses
technology similar to cellular telephones, has more than 800 phone lines statewide.
The equipment necessary for the remote sites includes a six-foot diameter dish antenna using Very Small
Aperture Terminal or VSAT technology. These sites were originally set up by CalEMA and are capable of
conducting eight simultaneous voice conversations and one data channel at DSL speed.
The final components are the hubs. The hubs are large external dish antennas and a network control
station which is managed by CalEMA personnel. The hubs provide access control for the system and can
control all 58 Operational Areas and 15 transportables. CalEMA personnel will use the hubs to define the
network, detect trouble and serve as an emergency alert network for other CalEMA personnel.
California Health Alert Network (CAHAN)
The California Health Alert Network (CAHAN) is the State of California’s web-based information and
communications system available on a 24/7/365 basis for distribution of health alerts, dissemination of
prevention guidelines, coordination of disease investigation efforts, preparedness planning, and other
initiatives that strengthen state and local preparedness. CAHAN participants have the ability to receive
alerts and notifications via alphanumeric pager, e-mail, fax, and phone (cellular and landline).
In Butte County, CAHAN alerts are received by Public Health Officials, the Emergency Services Officer,
local hospitals and clinics.
LOCAL/OPERATIONAL AREA ALERT AND WARNING SYSTEMS
Local Warning and Alerting System
Emergency information is initiated by the Butte County Office of Emergency Management, Butte County
Sheriff’s Office Dispatch and the Butte County Fire Dispatch to all broadcasters in Butte County
simultaneously and also to others who by law must monitor this frequency (school districts and businesses
with more than 100 employees). A decoder is also available to alert that an emergency broadcast is about
to be transmitted to eliminate the need for constant monitoring of the frequency.
Examples of emergencies identified by Butte County Operational Area which may warrant either immediate
or delayed response under EAS by the broadcast industry are earthquake, serious fires, heavy rains and
flooding, widespread power failures, severe industrial accidents and hazardous material accidents. The
context of any emergency broadcast transmitted on EAS should be of concern to a significant segment of
the population of Butte County.
EAS activation can be authorized by any one of the following parties:
•
•
•
•
•
•

Butte County Office of Emergency Management (OEM)
Chair of the Butte County Board of Supervisors or designee
Chief Administrative Officer of Butte County or designee
Butte County Fire Warden or designee
Butte County Sheriff or designee
Authorized representative of the National Oceanic and Atmosphere Administration (NOAA)
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The Chair of the Butte County Board of Supervisors, while not the originator of the EAS material, is
responsible for the content and authenticity of the information broadcast over the local EAS. Local
broadcast stations have the right to edit or use any or all of an EAS broadcast. Any jurisdiction may make
separate programming arrangements with any broadcast station independent of the EAS.
Law Enforcement Network
This network operates on several channels. Channels are used for the countywide dispatch and control of
Law Enforcement service mobile units based on area. These channels will be used by the Law
Enforcement Unit in the EOC to keep the EOC informed on developments. Main dispatch will remain with
Butte County Sheriff’s Department and should the 9-1-1 system go offline, the notification duties get
transferred to other agencies. The EOC will have radio contact to a dispatch operator.
The Butte County Sheriff’s Dispatch Center
The dispatch center provides a centralized, law enforcement program directly supporting the
Sheriff's Department.
Operational responsibilities incorporate a wide variety of public
safety activities, and direct interaction with many state and local government agencies. Event
coordination involves the use of complex phone, radio and computer aided dispatch systems.
The Butte County Sheriff’s Department Communication Reserve Unit
The Butte County Sheriff’s Communication Reserve is an emergency communications unit that
provides the OA with a variety of services required to support a comprehensive emergency
communications complex. Members are trained in administrative, technical, tactical, and logistical
communications. The unit trains with local agencies, neighboring jurisdictions and with State OES.
The unit coordinates Auxiliary Communications Services (ACS) or Radio Amateur Civil Emergency
Services (RACES) mutual aid under the direction of the Butte OA emergency services agency.
Fire Service Network
This network operated through Butte County Fire Department dispatch is used by the Fire & Rescue Unit in
the EOC.
Emergency Command Center - The Butte County Fire Department's Emergency Command
Center (ECC) is the command and control point for all incidents requiring a fire/rescue response in
the county of Butte including the Cities of Oroville, Gridley, Biggs, and the El Medio Fire Protection
District. The command center includes several important key components.
The Butte ECC is a secondary Public Service Answering Point (PSAP) which means, all 911 calls
are first answered by the primary PSAP, which is the jurisdictional law enforcement agency. If the
call for fire, rescue or medical or other non law enforcement emergencies/calls for service, the
caller is immediately transferred to the Butte ECC.
Public Health and Social Services Network
This network is operated by the Department of Public Health which utilizes 800 Mhz to communicate with
hospitals and clinics. The Department of Employment and Social Services relies on the use of landline
phone, cellular phones and deployment of the Amateur Radio Emergency Services (ARES) network for
shelter communications
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Butte County Watch (Reverse 9-1-1)
The Butte County Watch (Reverse 911) System is managed by the Butte County Sheriff’s office. The
County Watch system is a PC based broadcast message delivery system capable of delivering automated
telephone messages to a defined area in the event of an emergency.
The County Watch system was designed exclusively for Law Enforcement, Fire and Emergency Services to
deliver telephonic phone messages to the community to advise them of an immediate threat to life and/or
property.
In the case of an emergency which threatens lives and/or property of the citizens of Butte County, a division
commander, the Undersheriff, or the Sheriff may authorize a County Watch broadcast.
Butte Operational Area Radio (BOAR)
The Butte Operational Area Radio (BOAR) System is managed by the Butte County Information
Systems/Communications Department and is utilized as an interoperable communication system serving
multiple disciplines and jurisdictions in the event of a disaster or emergency.
Community Advisory Radio Systems (CARS)
The purpose of the Community Advisory Radio System (CARS) is to provide local travel advisories and
emergency information to the citizens of Butte County’s rural communities. CARS are a low voltage AM
radio station that can be accessed from any phone, cell phone or at the transmitter site. The coverage area
from each of these sites is approximately 3 to 5 miles depending on terrain and environmental conditions.
Although, total coverage is not possible, the installed systems provide AM radio coverage to most residents
of the communities where they are installed. Custom messages may be recorded for traffic alerts, weather
information and public safety items. Public safety items may include; school closures, educational
information bulletins, emergency information, road closures, Red Flag days, burn days, power outages and
local exercise information. The play list of messages may be changed at any time or eliminated for a
warning message if needed.
Alerting Radio Systems have a broadcast range of 3-5 miles. There are four systems currently in use in
Butte County. Berry Creek utilizes 1250 AM, Magalia utilizes 1460 AM, Paradise utilizes frequency 1500
AM, and Yankee Hill utilizes 1630AM.
Emergency Operations Center (EOC) Communication System
This is a dedicated UHF radio network linking the Butte County Operational Area and city/town EOC's.
OTHER WARNING DEVICES AND SYSTEMS
Telephone
•

Landlines
Common carrier telephone landline service is available to support all emergency systems. The
County EOC has dedicated lines available for activation when the EOC is staffed. Note that inter-
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building and local system-wide switching systems may be affected by power outages and
fluctuations.
•

Cellular and Microwave
Cellular and microwave telephone services are in use by nearly all agencies in the County. These
systems are fairly reliable in localized emergency situations, but may quickly become overloaded in
a wide-spread disaster. Also, ground movement in seismic events may cause network failures.

•

Satellite Telephone Systems
Satellite Telephone Systems have become more widely available and more economical to use over
the last few years. Satellite systems are generally the most reliable form of communications during
disasters. Butte County Public Safety agencies and the Department of Public Health have access
to and/or have been issued a satellite telephone.

Automated and Computer Systems
The variety of automated and computer communications systems is vast. Everything from common email to
special software programs that provide automated EOC management capability and intra-agency
communications to Geographic Information Systems (GIS) interfaced with the worldwide satellite-linked
Global Positioning System (GPS) are in use around the country. Unfortunately, not all of these systems can
communicate with each other. However, great strides are being made to support this capability through the
internet and browser-based software.
EOC Communications
Communications systems installed at or controlled from EOCs will normally be used to support the field
activities of the various emergency services that make up emergency organizations. Other available
communications systems may be used to provide links to nearby jurisdictions or to higher levels of the
Statewide Emergency Organization. Communications systems in EOCs will include radio systems licensed
to jurisdictions. Such radio systems are augmented in an emergency by radio systems licensed to other
agencies of government, to private industry and to individuals.
The Butte County Emergency Operations Radio System consists of those radios that are necessary to
gather information required to stay informed of the situation and to control the activities of services within
the county.
Those services that have the capability to control their operating elements by radio will continue to exercise
that control. The respective EOC Section Chief will be kept informed, by radio, of ongoing activities and the
extent of commitment of available resources. This information will serve two purposes at the County EOC:
•
•

It provides the basis for the Section Chief to make decisions on use of limited resources,
It provides the basis for performing continuing situation analysis of conditions in the County.

Butte County Website
The Butte County Website, www.ButteCounty.net, is used as a resource for information dissemination to
the citizenry and general public.
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Other warning systems utilized by the Butte County Operational Area include mobile emergency vehicle
sirens and loudspeakers, helicopters using PA systems, door-to-door notification by neighborhood groups
and associations, and law enforcement volunteers, explorers and reserve deputies/officers.
CONCEPT OF OPERATIONS
Emergency Conditions and Warning Actions
Methods of warning state and local governments of specific emergency conditions are described below:
Earthquake
Earthquakes occur without warning. CalEMA could receive notification of an earthquake as well as
subsequent information, including damage reports, from various sources, such as:
•
•
•
•
•
•
•

University of California Seismological Observatory, Berkeley
California Institute of Technology, Pasadena
State Department of Water Resources
CalEMA Regional Offices
Local Governments
Federal/State Agencies
Honolulu Observatory

This information may be received through NAWAS, radio, teletype and/or telephone and would be further
disseminated as appropriate using any or all of these means.
Earthquake Advisories
Earthquake Advisories are statements by CalEMA regarding scientific assessment that, within a
specified period (usually 3-5 days) there is an enhanced likelihood for damaging earthquakes to
occur in areas designated in the Advisory. Advisories are not formal predictions and are issued
following earthquakes in which there is concern about subsequent damaging earthquakes. The
basis of the advisories is existing knowledge of the seismic history and potential of the area under
consideration.
Fire
Initial warnings of major conflagrations are normally issued by the affected area through the Operational
Area and/or CalEMA Regional Fire Coordinator, using whatever means of communications are appropriate
and available. Requests for mutual aid follow the same channels.
Flood
A flood emergency is normally preceded by a buildup period that permits marshaling of forces as required
to combat the emergency. During the buildup period, CalEMA cooperates with the National Weather
Service and the State Department of Water Resources by relaying pertinent weather information and river
bulletins to local government officials in the affected areas. CalEMA receives this information over selected
circuits and relays it to the CalEMA Regions and to law enforcement agencies via CLETS.
Flood Stages and Bulletins
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During periods of potential flooding in Northern California, the National Weather Service will issue
the appropriate bulletins typically from Sacramento. After receiving these messages, the State
Warning Center transmits these messages immediately on CLETS to local governments in areas
that are likely to be affected. The Department of Water Resources (DWR) Flood Operations
Center issues their warnings directly to the Butte County Office of Emergency Management.
Hazardous Materials
Potential hazardous materials situations are identified during the planning phase by the Butte County
Interagency Hazardous Materials Response Team and by Butte County Environmental Health (the
Administering Agency). The Hazardous Materials Emergency Response Plan (aka Area Plan) summarizes
procedures, protocols and authorities for hazardous materials response within Butte County.
Initial notifications of an incident are made by the responsible party or the responding agency to the
California Warning Center in Sacramento at 800/852-7550 as soon as the incident occurs. The Warning
Center then makes notifications to various state agencies and the regional duty officer.
Severe Weather Warning
These include severe weather bulletins and statements relating to special weather conditions. Bulletins are
issued by National Weather Service offices in California when severe weather is imminent. By agreement,
the National Weather Service office issues the bulletin and transmits the information to the state Warning
Center on the National Weather Service teletype circuit. The Warning Center, in turn, relays the
information to the affected areas.
Communications Management
In the event that there is a breakdown or a shortfall in communication channels, the Butte County Office of
Emergency Management has a very small radio cache of VHF Portable radios (25) that are programmed
with federal interoperability frequencies. The interoperable communication plan for Butte County is the
Butte Operational Area Tactical Interoperable Communications Plan (TICP).
Butte County Office of Emergency Management also has a radio system installed within the EOC that
supports and coordinates communication between on and off scene personnel. Typically, communications
is conducted via cell phone.
ANNEX MAINTENANCE
The Butte County Office of Emergency Management will coordinate with the County Communications
Technician on any updates and revisions of this Communications and Warning Annex.
Those agencies and organizations listed as having anticipated roles and responsibilities under this annex
shall inform the Butte County Emergency Services Officer when they are aware that changes need to be
made.
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INTRODUCTION
The Butte County/Operational Area Emergency Public Information annex is an extension of the Butte
County Operational Area Emergency Operations Plan (EOP) and establishes guidelines and policy for the
Public Information Officer (PIO) and staff to utilize when disseminating information to the media and public
during times of emergency.
Purpose
The purpose of this annex is to provide policies for the dissemination of reliable, timely, and effective
emergency information and instructions with the intent to save lives and minimize loss to the public at the
onset and throughout a disaster. The annex utilizes the state Standardized Emergency Management
System (SEMS) and the National Incident Management System (NIMS) and is intended to guide and assist
PIO staff in the county, cities, and special districts within the Butte County Operational Area.
Assumptions
The following assumptions involving public information during emergencies highlight how local government
response and public preparedness may be affected during a major emergency.
•

The public will demand information about the emergency and instructions on proper
survival/response actions.

•

Rumors and misinformation are likely to develop when there is a lack of official news and
information readily available.

•

The media will demand information about the emergency.

•

Local and regional radio/television stations without emergency power may also be off the air.

•

Telephones (cellular and hardwire) may be inoperative.

•

The emergency organization will become overwhelmed by the demand for information if sufficiently
trained staff is not available.

EMERGENCY PUBLIC INFORMATION ORGANIZATION
The designated Public Information Officer (PIO), a member of the Management Staff shall be responsible
for managing all aspects of the Emergency Public Information program in support of county emergency
management operations. The PIO, as instructed by the EOC Director, will organize an appropriate
Emergency Public Information organization, utilizing county and allied agency resources to manage the
function.
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In addition to the primary PIO, additional staff may be assigned to perform functions related to managing
the Joint Information Center (JIC) if established; staffing a rumor control center; developing news releases;
providing PIO support in the field; providing media interviews; and issuing warnings and preparedness
information through available communications channels and networks.
Emergency Public Information Functions
Emergency Public Information describes the County PIO organization and prescribes operational
guidelines and protocols listed below:
•

Facilitate the issuance of effective warning information using available communications networks.

•

The timely and accurate dissemination of official information to the public during periods of
emergency.

•

Coordinating the release of official news and information through recognized broadcast and print
media services and organizations.

•

Response to specific media inquiries and calls from the public requesting information assistance.

•

Establishment and operation of a 24-hour Emergency Public Information point of contact.

•

Establishment and operation of a Joint Information Center (JIC), as necessary to support the Butte
County Operational Area.

•

Provision of Emergency Public Information support to field incident commands as requested.

•

Control of rumors and misinformation.

Joint Information Center (JIC)
A JIC is a physical location where public affairs professionals from organizations involved in incident
management activities can collocate to perform critical emergency information, crisis communications, and
public-affairs functions. The JIC will coordinate information to be disseminated to the media and public. The
JIC would also coordinate Media Briefings related to the emergency situation. A JIC will most likely be
needed when the Public Information Officer (PIO) staffing and duties outgrow the capabilities of the County
EOC, or when a private entity such as a utility, school, or industry has a primary role and legal responsibility
for the incident.
The JIC should include representatives of each jurisdiction, agency, private sector, and non-governmental
organization involved in the emergency or incident management. The JIC is part of the Butte
County/Operational Area response and may be led by the PIO under the direction of the Butte
County/Operational Area EOC Director. In some cases, an affected private facility or entity may desire to
lead the JIC. In such cases, the EOC Director will ask the PIO to assist that private facility or entity as
necessary with JIC operations.
Activation of a JIC may be necessary when multiple public or private agencies and organizations come
together to manage disaster or emergency operations, and when unified information flow is critical to the
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success of media and public information. A decision to open a JIC will be made by the Butte
County/Operational Area EOC Director in conjunction with local and other appropriate decision makers.
The EOC Director and Management Section will determine the location of a JIC based on the emergency
and organizations involved in the response. In some cases, an affected private facility or entity may desire
to host and lead the JIC. Objectives of the JIC include the development of Unified Press Releases and
Media Briefings as well as coordination of VIP site visits, escorts, and special interviews.
Refer to Joint Information Center (JIC) Manual for JIC operations and procedures.
ROLES AND RESPONSIBILITIES
The roles and responsibilities of various public information personnel are as follows:
•

Public Information Officer (PIO)
The Public Information Officer (PIO) acts under the direction of the EOC Director and Emergency
Services Officer and coordinates city and county public information activities. The Public
Information Officer ensures that the media and citizens are fully informed on all aspects of the
emergency. The PIO will prepare and disseminate Emergency Public Information; maintain close
contact with media representatives; organize periodic press conferences as required; issue
information releases; establish and supervise rumor control and Public Information Call Center,
and advise EOC Director regarding media issues. The Butte County/Operational Area PIO may
lead JIC Operations if opened by the EOC Director.

•

Assistant PIO JIC Manager
The Assistant PIO/JIC Manager acts under the direction of the PIO to supervise daily operations of
the JIC; execute plans and policies as directed by the Public Information Officer; and to provide
direction to the Assistant Information Officers for Internal and External Affairs, to ensure that all
functions are well organized and operating efficiently.

•

Assistant PIO for Internal Affairs
The Assistant PIO for Internal Affairs conducts information gathering activities and product
development activities in support of the JIC communication efforts.

•

Assistant PIO for External Affairs
The Assistant PIO for External Affairs interacts with stakeholders, monitors stakeholder information
needs, distributes information in a timely and effective manner.

•

Public Information Call Center Unit Leader
Under direction of the PIO, supervise staffing and operation of the Public Information Call Center.
Update Hotline Operations with the current available information.

•

Public Information Call Center Call Taker
Under direction of the PIO and Call Center Unit Leader, receives calls from, and provides
information to victims, concerned citizens, volunteer agencies, community assistance groups, and
others. The Call Center Call Takers provide the most current information available and, as
necessary, route the calls to the appropriate resource.

Butte County Emergency Operations Plan – Functional Annex D

5|P a g e

•

Visitor Control Unit Leader
Under direction of the PIO, supervise staffing and operations of the Visitor Control Unit. This unit
will handle routine calls, greet and badge visitors, control foot traffic through EOC and arrange for
escort and briefing services for VIPs.

•

Public Information Administrative Support Unit Leader
Under direction of the PIO, provide administrative support for emergency public information effort,
arrange for foreign language translators, handle logistical details of media briefings, act as point of
contact for media and other VIPs for accommodations and transportation.

•

Field Public Information Officer Teams
Provide on scene reports to the PIO back at the EOC. These teams serve as a liaison between
Incident Command PIO staff and EOC.

Additional locations in which the Public Information duties are as follows:
•

Butte County/Operational Area EOC
The EOC is located at the Butte County Sheriff’s Department, 33 County Center Drive, Oroville,
California. All EOC emergency workers must present County or Agency Photo ID Cards to be
admitted.

•

Public Information Officer Work Office
This area serves as the office for the PIO and support staff and is located in the EOC.

•

Public Information Call Center
Under direction of the PIO and Call Center Unit Leader, provide information regarding current
conditions to the general public, media, and local agencies. The intent is to use the Call Center to
reduce the demands placed upon response agency staff and the Sheriff’s 911 Dispatch Center
while providing current and relevant information to the public and media. The Call Center is
located in the Human Resources conference room, 3-A County Center Drive, Oroville, California
and will be staffed with emergency workers from county departments, agencies, and volunteer
groups as needed.

CONCEPT OF OPERATIONS
A decision when to activate the PIO Plan and operations will be made based on the type and severity of
disaster or emergency as outlined in the Butte County Operational Area EOP. In a small, localized event,
the Public Information function will be handled from the Field Incident Command Post under direction of the
Incident Commander. This Emergency Public Information annex is designed for larger incidents requiring
additional resources beyond the Field PIO capability. Managing the increased need for Public Information
may require activation of a local city or the county level Emergency Operations Centers.
A field commander or municipal Emergency Manager may request activation of the Butte County
Operational Area EOC by contacting the County Emergency Services Officer through the Butte County
Sheriff’s Department Dispatch or the County Fire (CAL FIRE) Emergency Command Center (ECC). The
three levels of the Butte County Operational Area Emergency Operations Center (EOC) activation are as
follows:
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•
•
•

LEVEL I
LEVEL II
LEVEL III

Under a Level I event, PIO staff will be notified to prepare to respond to the EOC when requested by the
Emergency Services Officer. Under Level II and III activations, the PIO staff will report to the EOC and
support operations as required by the event. The PIO will work under the direction of the Butte County
Operational Area EOC Director and members of the Management Section.
As a part of the National Incident Management System (NIMS), The PIO staff will function in the concept of
a Joint Information System (JIS). The JIS Integrates incident information and public affairs into a cohesive
organization involving PIOs from the Field Incident Command, City, Town and Special District EOCs and
the Butte County Operational Area to provide consistent, coordinated, timely information during crisis or
incident operations.
Communications Methods
Refer to Functional Annex C – Communications and Warning for various communication methods
utilized within Butte County.
OPERATIONS MEDIA ACCESS AND INFORMATION RELEASE
Section 409.5 of the California Penal Code states that press and media representatives are entitled to enter
any public areas for the purpose of reporting with the exception of entering a crime scene or being in an
area that would hinder the emergency operations of emergency response agencies or their personnel. The
purpose of 409.5b of the Calif. Penal Code is to clarify to emergency workers and members of the media,
regulations defining access of emergency scenes to the public and the media.
Air Access
Federal Aviation Administration (FAA) regulation 91.137 covers temporary flight restrictions during
incidents/disasters and sets forth procedures which pilots of media and other aircraft must follow.
Permission to fly over incident sites may be denied if such flights will pose a significant safety hazard to the
general public.
Withholding Information
Notwithstanding existing law all information considered public domain should be shared with the public
through Public Information and Media representatives. The Public Information function within the EOC will
make every effort to obtain the accurate and timely information in a fair and impartial manner and present
that information to the media.
The Public Information Officer and staff will not release information regarding a victim's name, age, and city
of residence. The identity of the victim will be withheld for crimes defined by California Penal Code,
Sections, 220, 261, 264, 264.1, 273(d), 273.5, 286, 288, 288(a), or 189, 422.6, 422.7, 422.75, 646.9, and
647.6 or at the discretion of the person making the release if circumstances indicate that the release of that
information might cause a potential hazard to the victim.
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Non-releasable information: Press releases will not contain information pursuant to section 6254(f) of the
California Government Code. Non-releasable information includes:
1. The name of any person under the age of eighteen (18) unless the nature of an offense is such
that it is in the public's interest to release that information, such as a dangerous or violent wanted
person, as defined in Penal Code 667.5(c)
2. The name, address, and telephone numbers of sex offenders listed in California Penal Code
Section 293.
3. Observations about a person’s character, reputation, race, color, or sexual orientation
4. Statements, admissions, confessions, or criminal records.
5. Information, which will interfere with progress in an investigation or the development of leads or
information, which is pertinent to the criminal prosecution.
6.

Information, which may result in endangering the life or physical safety of emergency staff.

Conditional Release of Information
1. Death releases: In cases involving death, the victim's name will not be released until the next of kin
is notified, and clearance is obtained from the Coroner's office. Particular care should be taken to
ensure proper identification from the Sheriff/Coroner's office.
2. Suicide note and information will be referred to the Sheriff's office. No information regarding
suicides is to be released.
3. The Public information Officer will work with other agencies involving security information. State,
Federal, and other agencies requesting compliance regarding security information will be adhered
to and questions regarding such information will be referred to the appropriate agency for public
release. If a JIC is activated, the Public Information Officer will assist with its set up and operation.
4. The Public Information Officer will not release any pictorial information such as photographs and
video of any particular subject without prior approval of the subject or unless the picture was taken
in public of the public. Information regarding arrested persons shall be referred to the Sheriff's
office. Specifically, Section 827.5 of the Welfare and Institutions code authorizes a law
enforcement agency to disclose the name of a minor, age 14 or older, who is alleged to have
committed a violent felony as defined in California Penal Code Section 667.5 and for whom an
arrest warrant is outstanding, if the release of the information is imperative for the apprehension of
the minor, and is necessary to protect the safety of the public.
ANNEX MAINTENANCE
The Butte County Office of Emergency Management in collaboration with Butte County Administration will
update, revise and record any revisions of this Emergency Public Information Annex.
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INTRODUCTION
This operational procedure will be used by agencies and organizations in Butte County to manage and coordinate
evacuations in response to any hazard which would necessitate such actions. This document defines the scope
of procedure, details the concept of operations and assigns responsibility for implementation.
Purpose
This procedure establishes a consistent operational methodology for Butte County to plan for and implement
evacuations, regardless of the geographic area in which they occur. The availability of consistent County-wide
procedures facilitates an adequate understanding on the part of all agencies, organizations and levels of
government regarding their responsibilities during an evacuation, and establishes uniform operational techniques
through which those responsibilities can be fulfilled.
Scope
This procedure applies to all County Emergency Response Team personnel and local emergency and response
agencies tasked with planning for and implementing evacuations. Implementation of this procedure is under the
direction of the Director of Emergency Management, through the County Emergency Operations Center. This
procedure defines the circumstances under which evacuations in the County may be necessary. It also defines
the roles and responsibilities of local response agencies.
CONCEPT OF OPERATIONS
This section describes the concepts and provisions through which the Emergency Operations Center will
determine the need for, and implement, an evacuation. The concept of operations for this procedure provides
guidance and structure for both the planning and implementation of evacuations. The procedure relies on
effective preplanning for evacuations as well as the implementation of established plans accordingly.
Planning Assumptions
The principal assumptions underlying the concept of operations for an evacuation are as follows:
•

Activation of this procedure will occur for all hazards which could necessitate evacuation and sheltering
operations involving all or parts of Butte County. However, the need to implement certain aspects of the
procedure, such as opening shelters in non-threatened areas or terminating evacuations and opening
refuges-of-last-resort, may vary based on the specific hazard, degree of vulnerability, and projected area
of impact.

•

The evacuation of large numbers of people from vulnerable areas will stress the limited capabilities of
roadways available for this purpose, potentially requiring substantial additional time to complete an
evacuation. Consequently, an evacuation must be initiated as soon as feasible upon recognition of the
threat, and must continue to function efficiently until completion.

•

Evacuations will require a substantial level of personnel and equipment resources for traffic control, which
could stress and/or exceed the capabilities of the County. Specific procedures may be developed
regarding the pre-deployment of mutual aid personnel and equipment resources as required.

•

Coordination between the Operational Area and communities in the implementation of an evacuation will
occur through exchanges of information regarding decision-making, protective actions, and resource
coordination and deployment.
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•

The capacity of available public evacuation shelter facilities in and adjacent to the impacted areas may
be limited, potentially requiring the full use of all shelters within the evacuation region. A high level of
coordination will be necessary to effectively communicate protective action and shelter information to
evacuees.

•

For certain hazards, large vulnerable populations and limited evacuation road networks may necessitate
termination of evacuations prior to full completion and evacuees still at risk would need to be directed to
refuges-of-last-resort as quickly as possible.

•

An evacuation will require expedited coordination of all County departments involved to maintain an
efficient and safe movement of evacuation traffic out of the impacted areas and to adequate shelter
locations.

Operations
The staff of the County Emergency Operations Center will monitor hazardous situations as they develop.
Regular conference calls will be held between the Operational Area Emergency Operations Center, other
potentially affected area emergency operations centers (risk and host) and appropriate state and federal
agencies as to the degree of threat to Butte County and the potential for escalation. In addition, the County
Emergency Operations Center will coordinate with local agencies as to whether the hazard will require
coordination and implementation of protective actions including evacuations across multiple jurisdictions. If so,
the County Emergency Operations Center and potentially affected jurisdictions’ emergency operations centers
will begin implementation of the evacuation process.
The County Emergency Operations Center will coordinate and reach consensus on the area(s) most likely to be
impacted. The County Emergency Operations Center will then notify all agencies potentially involved in the
response, and request that the Director declare a Local Emergency. Working together, the County and other
affected agencies and organizations will then initiate the evacuation in accordance with the provisions of this
procedure, including the pre-deployment of personnel and equipment resources, if applicable.
Under circumstances involving evacuations of multiple areas, the EOC Director may recommend to the
Operational Area that a county-directed evacuation is necessary. At the EOC Director’s discretion, language
may be included in the EOC Director’s Declaration identifying an evacuation warning or an immediate
evacuation order and directing a coordinated response from the County Emergency Operations Center among
all local response agencies. County direction of the evacuation may also occur when some or all of the following
conditions are present:
•
•
•
•
•

In support of evacuations, response operations including sheltering, traffic management, and
emergency public information may be required in areas not threatened by the hazard;
Multiple jurisdictions will use a limited number of evacuation routes necessitating central coordination
and direction;
The threat will necessitate evacuation of large numbers of people, requiring the coordination of
emergency operations among two or more counties;
The EOC Director has issued a Declaration of a Local Emergency; and
The Butte County Emergency Operations Center has been activated.
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[Note: this list is not exclusive; rather it is intended to provide guidance as to when County-directed evacuations
may be necessary.]
The County Emergency Operations Center will monitor the progress of the evacuation and exchange information
on an established time schedule to promote effective coordination by all involved. Through this procedure, the
County and local Emergency Operations Centers will coordinate the efficient deployment of resources when
needed, efficient use of available evacuee shelter capacity, and effectively address modifications to evacuation
routes, if necessary.
Roles and Responsibilities
Generally, an event that may require evacuation would be fairly isolated and would require only a portion of the
population to be moved. However, there is always the possibility that a catastrophic event (e.g. a major
earthquake and resulting fires/damage, a large chemical or hazardous materials release, etc.) could occur that
would involve a large-scale evacuation of one half or more of the population. In any case, a mass movement of a
concentrated, large number of people will severely stress roadways in and around the County.
Butte County will respond to each situation requiring evacuation on an individual basis using the protocols listed in
this Annex. Formation of an Evacuation Strategy Team may require representation from the following agencies:
•
•
•
•
•
•
•
•
•
•

Butte County Sheriff’s Department
Butte County Fire
Butte County Department of Public Health
County Traffic Engineer
County Public Works
R.A.C.E.S.
County EMS Providers
California Highway Patrol
CALTRANS
Transit/Mass Transportation Providers

CONOPS Support
In order to effectively implement an evacuation, this procedure requires pre-hazard planning by all parties, preevent coordination, consistent implementation strategies, and post impact assessments. A general description of
these activities is provided in Exhibit One.
EXHIBIT ONE
Operational Phases
Preparedness Phase
•
•
•

Procedure update
Pre-hazard public
information program
Training and
exercising

Stand-By Phase
•
•
•

Monitor progress
of hazard
Conference calls
Assess
vulnerability and
decision times

Decision Phase
•
•
•
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Resource prepositioning
Evacuation
decision
Pre-event public
information

Evacuation Phase
•
•
•

Enhanced
coordination
Monitoring of
evacuation
Assess need to
terminate

Re-entry Phase
•
•

Develop reentry
plan
Post-event
public
information
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Immediately preceding an event that may necessitate an evacuation, and under a Local Emergency declared by
the EOC Director, the County may implement response efforts through the pre-positioning of resources. The
County will coordinate with other jurisdictions’ Emergency Operations Centers regarding the dissemination of
appropriate public information.
During implementation, local response agencies will monitor the progress of the evacuation and exchange
information on the level of traffic on routes and the use of public shelter space. Ongoing public information will be
provided through the broadcast media to inform the evacuees of any change in evacuation routes, the availability
of hotel and public shelter space in host jurisdictions, and similar information.
After the threat has passed, the County Emergency Operations Center will coordinate with other affected areas to
develop a re-entry traffic management plan. Post-event activities will also include a review and critique of the
evacuation and associated procedures to determine the need for any modifications. The post-event critique
should consider the need for more training or exercises to improve the capabilities of response personnel to
implement this procedure.
Pre-positioning Necessary Resources
Implementation of an evacuation will require substantial personnel, equipment and supplies at various locations
along the evacuation routes and at facilities designated as shelters. Further, mutual aid resources necessary for
initiating and sustaining the evacuation process may need to be pre-positioned prior to or concurrently with the
EOC Director’s emergency declaration. Therefore, the incident action plan must include procedures
regarding the pre-deployment of resources, the agencies involved, and the coordination process that will
occur.
Pre-positioning County law enforcement personnel in support of local traffic management plans should occur
consistent with the resources available and the magnitude of the event. Upon implementation of this procedure,
the County Emergency Operations Center will instruct the responsible agencies to pre-position resources as
specified in the Incident Action Plan or as agreed to
Exhibit Two
during local coordination conference calls.
Pre-Positioned Resources
Exhibit Two lists the types of pre-positioned resources
that agencies should consider in the development of
evacuation procedures.
INFORMATION EXCHANGE

•

Electronic programmable message boards

•

Portable AM / FM radio transmitters

•

Tow trucks

•

Gasoline tankers at stations along regional
routes

In order to effectively manage an evacuation, it is
•
Ambulances and medical personnel
essential that every involved agency and organization
have timely and accurate information regarding the
•
Shelter management personnel
current characteristics of the evacuation, support
operations, resource availability, and the hazard itself.
•
Buses for transport of evacuees without other
means
To that end, a process for routine communications and
coordination should be initiated by the County
Emergency Operations Center and all other involved emergency operations centers upon determining that an
evacuation must be implemented.
Immediately upon the decision to implement an evacuation, all affected agencies and organizations will use the
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Incident Action Plan provided by the County EOC, as a guide to communicate information to the County
Emergency Operations Center at regular intervals. Examples of such information regarding evacuations could
include:
•
•
•
•
•
•
•

The characteristics of the hazard and associated events
The designated evacuation area, initiation times and resource mobilization status
The progress of resource pre-deployment
The status of evacuation routes
The status of available public shelter and hotel/motel space by location
Assessment of the need to terminate the evacuation prior to full completion
Estimated time of evacuation completion

MANAGEMENT OF EVACUATION ADJUSTMENTS
During an evacuation, for a wide variety of unanticipated reasons, it may become necessary to adjust or modify
procedures stipulated in the Incident Action Plan. The most readily apparent reasons for such modifications could
include, but are not necessarily limited to, the following:
•
•
•
•

Changes in the direction or intensity of the hazard;
Blockage or excessive vehicle congestion on an evacuation route;
Filling of available capacity at public shelters and hotels/motels in host areas;
Anticipated failure to complete the evacuation prior to hazardous conditions impacting evacuees.

If alternative routes, actions or resource deployment can be pre-planned to address these possibilities,
appropriate procedures will be included in the Incident Action Plan. For other situations that cannot be anticipated
during the planning of an evacuation, the County Emergency Operations Center will work with all relevant
agencies at the time to make adjustments in the evacuation.
In the event of physical blockage of an evacuation route, local jurisdictions will coordinate with the Operational
Area, as necessary, to remove the blockage. If removal is not feasible, the County Emergency Operations Center
will coordinate with all affected emergency operations centers to plan and implement alternative routing.
HOST RESPONSE OPERATIONS
An evacuation will generate impacts outside areas immediately at risk and may necessitate the use of local
resources in non-threatened areas to support the response. The County Emergency Operations Center will
determine whether activation of response operations in designated host areas outside the immediate area of
impact is necessary. If so, the County Emergency Operations Center, in conjunction with the EOC Director’s
Declaration, will direct the assistance of any or all local agencies, and request as needed adjacent agencies, to
support the evacuation as follows:
1. Local jurisdictions may request that the Operational Area direct host areas to implement protective
actions in support of evacuations in risk areas. All emergency operations centers within designated host
areas may be requested to activate and prepare to initiate host response plans.
2. All jurisdictions within designated host areas may be included in any Governor’s Declaration of a State of
Emergency and all requests by the Governor for emergency disasters and major disaster declarations.
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3. The Operational Area may be requested to coordinate traffic management issues with local law
enforcement from within host and risk areas and with the highway patrol and CALTRANS, when
necessary.
4. In support of host response operations the local Emergency Operations Centers may request, at a
minimum, that the Operational Area make the following information available to host areas, including
those in other counties, on a continuous basis or when warranted by the situation:
a. CALTRANS real-time traffic counter data for roads within the host area or on all roads leading into
the area;
b. Traffic Reports from CALTRANS, local news organizations and the highway patrol;
c. Any significant changes to the situation in adjoining counties that may have an impact on host
sheltering operations;
d. The content of any public information released by other agencies.
PLANNING
Traffic Management Plans
Identify specific actions to maintain a smooth flow from evacuation routes into the region to host shelters including:
•
•
•

Traffic control points and the responsible agency for providing staffing and operational control;
Barricade plans including location and staffing; and
Potential one way / reverse lane operations.

Shelter Operations Plans
Identify specific actions to address staffing and other host shelter operational requirements including:
•
•
•
•

The possibility of refuge operations;
Shelter manager / staff deficiencies;
Any phased opening of host shelters within the region as a whole;
Any resource or other operational shortfalls that will require state support.

Public Information Plans
Identify specific actions for communicating emergency information to evacuees en route including:
•

Shelter locations, shelter openings and closings; and directions to the shelters from major evacuation
routes;

•

Ensuring hotel /motel capacity and status information is incorporated into emergency public
information procedures:





Pre-developed messages for release to the media;
The placement of variable message signs and procedures for updating their messages;
The placement of portable radio transmitters and procedures for updating their messages;
Providing maps, fliers or other shelter information to law enforcement / traffic control personnel,
and at other key locations along major evacuation routes (restaurants, gas stations) both prior to
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and during the event;
 The location and operation of host shelter information centers; and
 Integrating county public information operations with California Highway Patrol and CALTRANS
public information officers
•

Coordinate refuge-of-last-resort procedures to address the possibility that evacuees may be
stranded on evacuation routes within the area;

•

Exchange critical information with all agencies within the area via conference calls. Local
jurisdictions should relay host area information to the Operational Area Emergency Operations
Center.

EVACUATION COMPLETION
Local jurisdictions will notify the Operational Area Emergency Operations Center of the estimated time of
completion of the evacuation within the their area, and subsequently, when the evacuation has been completed.
RE-ENTRY INTO EVACUATED AREAS
Following an evacuation, the process for re-entry into the evacuated areas must be coordinated to ensure the
safety of the public, protection of property, and effective response of the numerous organizations and jurisdictions
involved. This procedure anticipates that the re-entry decision and traffic management will be a carefully
managed process coordinated by the County Emergency Operations Center.
Throughout the re-entry process, the EOC Law Enforcement Unit will facilitate coordination conference calls with
local law enforcement and transportation agencies to include all risk and host areas. These calls will serve as a
mechanism to coordinate the timing of re-entry into impacted areas and the resources necessary to support the
efforts. In addition the Public Information Officer, will facilitate similar calls with other organizations and agencies
as well as county public information officers to coordinate the dissemination of consistent information to risk and
host areas. Additional re-entry procedures are included in the Incident Action Plan.
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EVACUATION PROTOCOL
Overview
The implementation of an evacuation will occur through three operational phases:
•

The Decision Phase is initiated when the EOC, the Unified Command leadership and threatened
areas determine that implementation of evacuations of vulnerable residents is necessary to preserve
life. Tasks identified in this phase will be implemented prior to the initiation of an evacuation.

•

The Evacuation Phase is initiated at the time the decision to implement an evacuation is finalized.
Tasks identified under this phase are implemented throughout the evacuation process until the
evacuation is completed.

•

The Re-entry Phase begins immediately following the completion of an evacuation. Tasks identified
in this phase will be implemented as hazardous conditions abate and continue until the re-entry
process is determined by the EOC to be complete.

Implementation
Decision Phase
The EOC Director will coordinate with the Unified Command leadership, as well as potential risk areas to
determine whether an event impacting or threatening Butte County could necessitate an evacuation. Upon
receiving a recommendation from the Unified Command that a regional evacuation may be necessary, the
following actions will be implemented:
 The EOC will coordinate with potential risk and host area EOCs regarding identified vulnerable
areas, populations at risk, available evacuation routes, and possible host sheltering destinations;
 EOC staff will coordinate with local agencies regarding evacuation and sheltering resource needs;
 The EOC will continually monitor the event for changes that may affect the movement of evacuees
and potential impacts to evacuation and sheltering resources;
 The EOC will coordinate the release of emergency public information through the EOC Public
Information Officer and conference calls;
 Field units will identify and communicate to the EOC any issues that may impact the
implementation of an evacuation or sheltering operation (holidays, high tourism season, roadway
construction, etc.);
 Local EOCs will notify the Butte County Operational Area of the potential need for an evacuation
and ensure that a Local Emergency and all necessary emergency ordinances and resolutions are
in effect;
 The EOC will activate emergency information telephone lines, if necessary, to respond to inquiries
from the affected population; and
 The Operational Area EOC will notify the REOC of potentially impacted risk and host areas.
Evacuation Phase
Upon reaching a decision by the Unified Command and threatened areas that an evacuation and sheltering
operation must be initiated, the following actions will be implemented:
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 The EOC will instruct agencies to begin pre-positioning personnel, equipment and supply
resources to support local operations (this may occur during the Decision Phase if events warrant);
 All affected agencies and organizations will coordinate and finalize designation of risk and host
areas involved in the evacuation;
 The EOC will make estimations regarding initiation time for the evacuation and notify all affected
agencies and organizations accordingly;
 The EOC will mobilize all necessary resources, direct the use of resources in non-threatened areas
(if necessary), and coordinate deployment of available mutual aid resources to support the
implementation of the evacuation and sheltering operation;
 The EOC Public Information Officer will continue to coordinate the release of emergency public
information through public information conference calls; the EOC will support local efforts to
provide emergency information to vulnerable residents by all available means;
 Risk and host areas will be identified by the EOC, and when the evacuation is completed for that
area the EOC will relay this information to all affected agencies and organizations; and
 The EOC will support local law enforcement agencies with security for evacuated areas. All nonemergency access to evacuated areas will be denied during this phase.
Re-entry Phase
Following an evacuation, the EOC and the Unified Command leadership will coordinate regarding the suitability
and feasibility of allowing re-entry into evacuated areas. The decision to allow re-entry into impacted areas
following an evacuation will be made jointly by the EOC Director, Law Enforcement and the Unified Command.
Re-entry traffic control will be directed by law enforcement, with support and coordination provided through the
EOC. Re-entry will not be allowed until the Unified Command agrees that conditions within evacuated areas are
favorable for residents to return.
Upon completion of initial impact assessments, appropriate agencies will initiate the actions listed below to
develop and implement a re-entry plan:
 The EOC will facilitate re-entry coordination conference calls with all affected risk areas, host
areas, and the Unified Command and identify which, if any, evacuated areas are in a condition to
permit re-entry;
 The EOC, as well as other relevant County agencies, will provide to PIO information on the
condition and accessibility of designated evacuation routes, the EOC Director authorizes the
release of all information via the PIO;
 The EOC will coordinate with appropriate county and state agencies to map the regional routes
available for re-entry into evacuated areas, identify traffic control resource needs, and prepare a reentry traffic management plan;
 The EOC will coordinate with the risk and host areas to identify the impact in areas throughout the
planning process and support agency and organization planning efforts for re-entry traffic control
within its jurisdiction;
 The EOC will finalize the re-entry plan as needed and initiate traffic control resource mobilization
based on agency and organization input;
 The EOC will coordinate re-entry times into each risk and host area and arrange for publicly
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announced re-entry;
 The EOC PIO will prepare and release consistent, appropriate public information regarding the
time re-entry is to be allowed, the areas opened, and the routes to be used by returning residents;
and
 The EOC in conjunction with local law enforcement will monitor re-entry traffic on a County-wide
basis, identify any needed adjustments in the re-entry plan, and take corrective action.
SEASONAL EVACUATION AND RE-ENTRY PASS PROGRAM
The Butte County Operational Area Policy and Procedures for Issuing Emergency Passes provides guidance on
issuing entry and re-entry passes within the operational area. The guidance document outlines the policies in
issuing Seasonal Closed Area Passes, Evacuation Re-Entry Dash Passes, Critical Resource/Infrastructure
Support Passes and Local Government Emergency Response Passes to County and local municipalities.
Refer to the Butte County Operational Area Policy and Procedures for Issuing Emergency Passes for
detailed information on this policy.
ANNEX MAINTENANCE
The Butte County Office of Emergency Management in collaboration with the Butte County Sheriff's Office
will update, revise and record any revisions of this Emergency Public Information Annex.
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INTRODUCTION
This Care and Shelter Annex supports and is an annex of the Butte Operational Area Emergency
Operations Plan. This annex outlines concepts and policies that will assist in providing overall care and
shelter services and coordination in emergencies and disasters. It is the intent of this annex to create a
framework for preparations and response within existing statutory obligations and limitations. This
document is not intended to and does not create additional obligations for agencies and organizations
involved in providing care and shelter services. It also does not describe specific details of planning and
response which are contained in other documents.
The Butte County Mass Care and Shelter plan is a team effort, which includes the County of Butte and the
American Red Cross of Northeastern California. Mass care and shelter is an organized way of providing
safe havens for large numbers of people temporarily displaced from their dwellings by natural,
technological or man-made emergencies or disasters. This plan is specifically designed to address the
need for temporary shelter during large-scale emergencies and/or major disasters. This plan does not
apply to day-to-day emergencies.
Agencies, organizations, facilities and individuals subject to statutory legal care and custody requirements
are statutorily obligated to continue to provide care and custody in emergencies and disasters. When
evacuation to a shelter is necessary they retain those obligations and may not delegate them to shelter
staff or residents. For example:
•

Anyone having care or custody of an elder or dependant adult may not desert or willfully forsake
that person (Welfare and Institutions Code 15610). Anyone having such responsibilities must
accompany the elder or dependent adult and continue to provide care if evacuation to a shelter is
necessary. Abandoned elder or dependent adults will be referred to the County’s Adult Protective
Services program.

•

Children under the age of 18 years are the responsibility of their custodial parents/legal guardians,
who must accompany them and continue to provide care and supervision if evacuation to a shelter
is necessary. Unaccompanied minors in a shelter will be referred to the County’s Children’s
Protective Services program.

•

Licensed care facilities retain responsibility for the care of their clients and must provide staff to
accompany them and continue to provide care if evacuation to a shelter is necessary. The
California Department of Public Health requires licensed facilities to adopt and exercise a written
emergency plan that addresses possible evacuation of their facility (Health and Safety Code
1336.3). Title 22, California Code of Regulations, also requires community care facilities licensed
by the state Department of Social Services to have a written disaster and mass casualty plan.

Purpose
The purpose and objectives of this annex are:
•

To recognize the respective roles and responsibilities of the County Department of Employment
and Social Services (DESS), County Department of Public Health (DPH), County Department of
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Behavioral Health (DBH) County Office of Emergency Management (OEM) and their relationships
with the American Red Cross (ARC) for disaster response and recovery in Butte County.
•

To serve as a basis for mutual understanding and collaboration by which the resources of ARC and
the above mentioned agencies can be most effective for the relief of all persons affected by natural
disasters, terrorism, and other emergencies and civil disorders.

•

To describe the activation and operations of the Emergency Operations Center (EOC) as it
pertains to Emergency Care and Shelter Operations.

Authorities
The following authorities assign specific responsibilities during a major disaster:
1. By Congressional Charter, the American Red Cross is chartered to undertake activities for the purpose
of mitigating human suffering caused by all natural disasters and emergencies.
•

In times of major disasters or other emergencies, the ARC shall work with the County Department
of Employment and Social Services to provide staff with the skills and training most readily
adaptable to both local and ARC response and relief programs

2. California State Emergency Plan: The provision of emergency services falls within the authority of the
State- supervised, and County-administered public social services. In case of a duly proclaimed local
emergency, a declared state of emergency, or state of war emergency, public employees are
considered disaster service workers. (California Labor Code section 3211.92 and California
Government Code Section 3100 et seq) Disaster service workers may support mass care and shelter.
3. California Code of Regulations, Title 19, Division 2, Chapter 1 the Standardized Emergency
Management System Regulations (SEMS). Mandated by Senate Bill 1841. The law is in Section 86970
(a) and Section 88606 (b).
4. Butte County Code Chapter 8 Emergency Management, paragraph 8-1 to 8-12.
5. The California Disaster Assistance Act (CDAA) Government Code 8680-8692. The act has funds which
local government may apply for to assist in offsetting emergency response cost.
6. The Robert T. Stafford Act (Public Law 93-288 as amended in 1988). Access to this assistance
requires a presidential declaration of an emergency or a major disaster. The request for a federal
declaration can only be requested by the Governor and may only be granted by the president. Local
Boards of Supervisors may request the Governor to declare all or parts of their jurisdictions “disaster
areas” which if approved will allow them to seek funds from the California Disaster Assistance Act
and/or federal disaster assistance.
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DEFINITIONS
Local Jurisdictions
Cities which have statutory obligations and limitations for providing mass care and shelter for their
constituents in an emergency or disaster.
Mass Care
The provision of shelter, food, water, sanitary facilities, basic first aid, clothing and other essential services
for large numbers of people who have been displaced from their homes or otherwise impacted by an
emergency or disaster.
Shelters
Short-term congregate housing which may be established before, during and/or immediately after an
emergency or disaster. Shelters remain operational until all persons using the shelter are able to return to
their homes or make other arrangements for their housing.
Shelter Populations
The Disaster Manual for Public Health Nursing in California (1996) defines four categories of shelter
populations:
1. Individuals requiring professional medical care, special medical equipment and/or continuous
medical surveillance.
2. Individuals requiring some medical surveillance and/or special assistance.
3. Individuals who are independent in the pre-shelter state, but might require limited special
assistance or surveillance.
4. Individuals capable of providing for themselves.
Access and Functional Needs Populations
Individuals who present with issues such as:
• Hearing impairment
• Visual impairment
• Mobility impairment
• Cognitive impairment
• Language differences
• Developmental disabilities
• Medical conditions
• Medical devices
• Mental illness
• Substance abuse
• Cultural differences
• Non-medical dietary needs
These individuals may require additional assistance such as:
• Adapted facilities
• Medical care
• Medical equipment
• Medication management
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•
•
•
•

Help with activities of daily living
Care and supervision
Specialized transport
Language translation

ASSUMPTIONS
•
•
•
•
•
•
•
•
•
•
•

Care and Shelter services may be requested with little notice and some immediacy in an
emergency or disaster situation. In events that are highly visible or extensively covered in the
media, people may spontaneously evacuate prior to an official recommendation to do so.
During evacuations, some evacuees may opt for friends and relatives or commercial
accommodations rather than a mass care shelter.
Care and Shelter resources may be needed by tourists, visitors and stranded travelers.
Care and Shelter resources in Butte County could be used by evacuees from other counties.
Agencies and organizations that traditionally respond to emergency situations may assist in mass
care and shelter operations.
A variety of agencies, organizations and groups may independently open shelters and assume full
responsibility for them. Some of these agencies, organizations and groups may subsequently
request support and resources through the EOC.
If a major emergency or disaster generates large-scale mass care and shelter operations, day-today activities at schools, community centers, churches and other facilities used for these
operations may have to be curtailed.
An emergency or disaster could damage government facilities and/or disrupt communication,
transportation and utilities. This could result in the loss of or inaccessibility to, customary operating
resources, including critical records.
The Governor may authorize the use of state resources including: personnel, equipment and
technical assistance to support care and shelter operations if or when requested.
Inquiries regarding the welfare of individuals believed to be within the impacted area could begin
immediately after the general public is made aware of the emergency or disaster.
Additional Care and Shelter services may be needed to support responders and other workers.
There may be requests for Care and Shelter services to be delivered in non-traditional settings and
creative ways.

CONCEPT OF OPERATIONS
The Emergency Services Officer makes the decision to open an emergency shelter. The Emergency
Services Officer contacts the Department of Employment and Social Services and the American Red Cross
to determine shelter location. The American Red Cross opens the shelter.
The Department of Employment and Social Services assesses appropriate shelter response and mobilizes
their Department Civil Disaster Team to staff the shelter. The Department of Employment and Social
Services will contact the Department of Public Health and Department of Behavioral Health if shelter
staffing assistance is needed.
Department or Organization point of contact:
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•
•
•
•
•

Emergency Operations Center: Emergency Services Officer
American Red Cross: Director, Emergency Services
Employment & Social Services: Assistant Director
Public Health: Director or Designee
Behavioral Health: Behavioral Health Crisis Line

Mass care shelters might accommodate some individuals with access and functional needs; however some
individuals and/or groups might require other accommodation. Social Services will aid in providing
availability of and access to shelter for all impacted individuals and groups. Social Services will coordinate
in the EOC for assistance in developing appropriate shelter options for all those who present with access
and functional needs. Social Services may establish and maintain dedicated medically fragile shelters
and/or temporary infirmaries in mass care shelters to be supported by the ARC.
The primary communications link between care and shelter service providers and the EOC will be by
telephone. If telephone services cannot be used effectively, other alternative forms of communications will
be utilized.
Resources needed to support care and shelter services will be requested following California Standardized
Emergency Management System (SEMS) protocols.
ROLES AND RESPONSIBILITIES
The following list of agencies and organizations describes the roles and responsibilities they may be
anticipated to undertake in emergencies or disasters. It is not intended to create new obligations, limitations
or responsibilities for the agencies and organizations listed.
Department of Employment and Social Services (DESS)
•

Coordinate the Department's response to disasters and emergencies.

•

Provide staffing and assist ARC in the operation of shelters during disasters and emergencies.

•

Provide a department representative to respond to the County EOC.

•

Coordinate needs for public assistance programs, adult /child protective services and
administrative needs.

•

Work in cooperation with other agencies to identify solutions for needs that arise during the shelter
operation.

Department of Public Health (PH)
•

Coordinates the Public Health response to disasters and emergencies.

•

Has primary responsibility for the coordination of services in promoting the public health of the
community.
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•

As deemed appropriate by the Health Officer and in coordination with DESS/ARC, will provide
qualified staff to evaluate/assess the health conditions and needs of evacuees.

•

Provides consultation to the ARC shelter nurse regarding health assessments and referrals.

•

Coordinates jointly with ARC, OEM, primary caregivers, and primary care providers for the transfer
of all persons requiring medically fragile sheltering.

•

Requests assistance from OEM for medical needs as necessary.

Department of Behavioral Health (BH)
•

Work in cooperation with ARC, OEM, DESS and DPH to prepare and respond to the emotional
needs of those special needs populations who fall beyond the scope of the ARC.

•

Provide behavioral health oversight at the ARC shelter, as needed.

•

Provides appropriately trained and qualified staff to evaluate/assess the conditions and needs of
evacuees and prepare for triage to appropriate locations, when requested.

•

Provide mental health crisis intervention for persons requiring additional emotional support.

•

Provide crisis debriefing.

American Red Cross (ARC)
•

Identify shelter sites.

•

Open and close shelters.

•

Provide for shelter operations including personnel and supplies.

•

Access needed resources.

•

Establish mass feeding.

•

Supply a nurse either at shelter site, or there would be one on call, readily available to the shelter.

DISASTER RESPONSE ORGANIZATION
Government has the authority to act on behalf of the health, welfare and safety of its constituents. Local
jurisdictions have systems in place to fulfill these responsibilities on a day to-day basis. Emergencies and
disasters can overwhelm these systems. When this happens jurisdictions are directed by their statutory
obligations and limitations in managing the emergency or disaster response.
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When the response capability of local jurisdictions within an Operational Area (OA) is overwhelmed, SEMS
calls for the activation of the Operational Area-Emergency Operations Center. Such activation facilitates
more efficient management of the emergency or disaster and more effective coordination among
responding agencies and organizations.
Operational Area EOC Staffing
Care and Shelter is a unit of the EOC Operations Section. When the Operations Section Chief requests
that the Care and Shelter Unit be staffed, the positions will be filled by pre-designated, pre-trained
members of the County Social Services staff and ARC representatives.
Volunteers
The California Emergency Management Agency (CalEMA) manages a Disaster Service Worker Volunteer
Program (DSWVP). This program is coordinated in Butte County between the OEM and Caring Choices.
DSWVP provides workers compensation coverage through the State Compensation Insurance Fund for
properly registered, trained and supervised volunteers working for any government jurisdiction.
PREPAREDNESS TASKS
Agency/Organization Information
Social Services will identify key human service agencies and organizations that may have unique needs or
offer special resources in emergencies and disasters.
Agencies/Organizations Personnel Training
Social Services will promote and assist with training in emergency preparedness and response for the
staffs of agencies and organizations that serve access and functional needs populations.
Client Education
Social Services will provide technical assistance to aid agencies and organizations in providing disaster
preparedness education for access and functional needs clients.
Training
DESS with input from County OEM and DPH is responsible for developing and maintaining Standard
Operating Procedures (SOPs) that address the various components of Care and Shelter. DESS will keep
them current and available for staff reference.
Participating County Departments will coordinate with the ARC to ensure that all Emergency Response
Team members assigned to the shelter function are trained in the following courses:
ARC Courses
•
•
•

Introduction to Disaster Services
Mass Care - An Overview
Shelter Operations

FEMA Online Courses:
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•
•
•
•

IS-700 NIMS Awareness
ICS 100
ICS 200 (For certain shelter management assignments)
Any other training mandated by federal or state shelter requirements

Other training may include:
•
•

ARC basic first aid
CPR

Staff assigned to work in the EOC will receive additional training to include EOC operations, SEMS, RIMS
and/or other related courses and workshops.
Social Services Statements/Memoranda of Understanding
Social Services will maintain its Statement of Understanding (SOU) with the American Red Cross to
facilitate coordination of care and shelter response and seek to develop similar understandings with other
agencies and organizations involved in emergency and disaster response.
Business/Service Continuity
DESS will encourage agencies and organizations providing human services to have a plan addressing if
and/or how they will deliver their usual and customary services to clients in an emergency or disaster.
Selected agencies and organizations may be required to develop and maintain such plans as part of
eligibility for grant/contract funds.
RESPONSE TASKS
Note: Responsibility lies with the Care and Shelter Branch Coordinator when the Butte County EOC is
activated. Otherwise, DESS assumes responsibility for the actions listed below.
Initial Actions
When it appears that an emergency or disaster will impact Butte County, agencies and organizations
providing human services may begin increased readiness activities such as:
•
•
•
•

Briefing management, staff, contractors and vendors
Placing selected or all staff on stand-by status
Taking safety precautions for staff and clients
Pre-positioning personnel, supplies and/or equipment

Mass Care
All jurisdictions have statutory obligations and limitations that address mass care services for their
constituents. When the EOC is activated, the Care and Shelter Unit Coordinator will support and coordinate
mass care services throughout the OA.
Shelter Operations
When the EOC is activated, the Care and Shelter Unit Coordinator may:
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•
•
•
•

Activate the Care and Shelter Plan
Request assistance from the Northeastern California Chapter of the American Red Cross (ARC)
Facilitate resource management
Maintain oversight of all shelter operations

Oversight may include facilitating appropriate accommodation for access and functional needs populations.
The Butte OA will use ARC guidelines and procedures as the standard for shelter operations. Exceptions to
those guidelines and procedures may be made to accommodate access and functional needs and/or
establish designated medically fragile shelters.
The Care and Shelter Unit Coordinator will facilitate and coordinate the collaboration among all agencies
and organizations that have a role in providing care and shelter services.
Safe and Well Inquiries
Employment and Social Services will coordinate safe and well inquiry with the American Red Cross –
Northeastern California Chapter. The ARC is experienced in and has systems in place for collecting,
receiving, and reporting information about the status of impacted individuals in disasters and emergencies.
Social Services will coordinate with ARC to assist in providing Safe and Well inquiry services. The
Salvation Army has a reunification program that may also be activated.
Sustained Care and Shelter
When sustained care and shelter operations are necessary, Social Services will continue to aid in
coordinating the response efforts of all agencies and organizations providing care and shelter services.
Public Information
During disasters, members of the news media will try and interview disaster workers or survivors inside
shelters. Shelter staff may speak to the news media regarding activities within shelters. These interviews
should be conducted using ARC media guidelines. These guidelines include:
•

The shelter manager will first approve all interviews

•

Staff may only give answers concerning their assignment

•

Staff may not guess at information, but give only facts

Disaster clients will not be shown on television or interviewed without their permission. When possible,
interviews should be conducted outside of the shelters as not to interfere with others. Staff will not discuss
operations, except in the location in which they are assigned. Any questions regarding the overall care and
shelter operation should be directed to the Information Officer
RECOVERY TASKS
Social Services will continue to aid with Butte OA coordination for care and shelter recovery as new and
continuing care and shelter issues need to be addressed, such as:
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•
•
•

Returning shelters to their usual and customary uses
Facilitating transition from shelters to interim and /or permanent housing
Accessing resources for care and shelter recovery tasks

ANNEX MAINTENANCE
The Butte County Office of Emergency Management in collaboration with the Departments of Employment
and Social Services (DESS), Behavioral Health (BH), Public Health (PH) and the American Red Cross
(ARC) will update, revise and record any revisions of this Care and Shelter Annex.
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INTRODUCTION
The Medical/Health Unit, comprised of Public Health, Emergency Medical Services and Behavioral Health
Units, oversees and coordinates disaster medical and health care on a countywide basis in the field,
Department Operations Centers (DOCs), and County/Operational Area (OA) Emergency Operations Center
(EOC). Each unit has an assigned Unit Leader responsible for managing discipline-specific activities.
Purpose
The purpose of this annex is to recognize the roles and responsibilities of the Butte County Department of
Public Health, Behavioral Health and partner EMS agencies. This annex also describes the activation and
operations within the Emergency Operations Center (EOC).
STAFFING
The EOC Director determines the extent to which the EOC will be activated and staffed at the time of the
incident. The Operations Section Chief decides which Section functions to activate. The Medical and Health
Branch will usually be activated following an emergency incident that results in mass casualties, fatalities
and/or displaced citizens; the need to evacuate one or more medical facilities; animal evacuations and
sheltering, environmental impacts; or a stressful and long duration emergency response phase requiring
Crisis Incident Stress Management (CISM) for victims and/or emergency response and management
personnel.
For detailed information on animal evacuations and sheltering, refer to the Butte County Public Health
Animal Disaster Plan.
The Medical and Health Unit Coordinator function is staffed by the Public Health Officer, Assistant Public
Health Officer, County Health Officer, and/or assigned designees.
At maximum activation, this function is staffed by the Public Health Director or designee, serving as Unit
Coordinator, Unit Leaders for PH, EMS, and BHS, and any functional support staff deemed necessary by
each Unit Leader. Only the Unit Coordinator and support staff may be activated, if warranted by the nature
and impact of the incident.
ROLES AND RESPONSIBILITIES
The Medical and Health Unit Coordinator oversees and coordinates all medical- and health-related
functions, determines which Units will be activated, and supervises all assigned Unit Leaders.
Medical and Health Unit Coordinator
•

Establishes and maintains communications link with Public Health, and other activated medical and
health Department Operations Centers (DOCs).

•

Assigns and briefs Unit Leaders, as indicated by the nature and scope of the incident.

•

Assesses the actual and potential impacts of the emergency incident on medical and health care.

•

Ensures that all medical and health response personnel who may be deployed to hazardous or
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potentially hazardous areas or facilities are equipped with and trained in the use of appropriate
personal protective equipment (PPE).
•

Ensures that all medical and health personnel involved in the response complete required
Timekeeping and Expenditure Tracking forms.

•

In coordination with the County Public Information Officer (PIO), provides the public with accurate
and timely information and instructions regarding medical and health care matters.

•

Ensures 24-hour staffing of the EOC Medical and Health Unit, as indicated.

•

Advises all medical and health emergency responders, agencies and groups of medical and health
objectives, response strategies and priorities as established by the EOC Action Plan.

•

Ensures that activities are well coordinated and integrated with each other and with other local
jurisdictions, agencies and groups, in order to maximize the use of available resources, including
medical and nursing support, when required.

Public Health Unit
Coordinates the deployment and allocation of all public and private health resources engaged in response
to the incident; establishes and maintains communications link with Public Health DOC; supports response
to incidents involving bioterrorism events; manages animal control operations, identifies and implements
public health measures to prevent, contain and control communicable diseases, including mass prophylaxis
and treatment, if indicated; provides medical and nursing support for mass care shelters and other
emergency facilities as necessary; and consults with the County/Operational Area (OA) Public Information
Officer (PIO) in providing public health-related information and emergency instructions to the public.
•

Deploys and allocates public health personnel and material resources, in accordance with priorities
established in the EOC Action Plan.

•

Coordinates animal evacuations, including animal care and shelter operations.

•

Implements surveillance measures to identify and track the emergence of new and/or infectious
diseases related to the disaster.

•

Recommends and implements public health and/or medical interventions to preserve and protect
public health, including mass prophylaxis or treatment, if indicated.

•

Coordinates the medical and health response to a terrorist attack involving chemical, biological,
radiological, or nuclear agents.

•
•

Determines the need for and implements quarantine, if warranted.
Declares a Local Health Emergency, if indicated.

•

Provides or arranges for nursing care in emergency shelters.
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•

Coordinates delivery of public health information with the County/OA Public Information Officer
(PIO) on preventative measures to be implemented by the public.

•

Inspects and advises on general sanitation matters; usability of foodstuffs, water and other
consumables; vector control measures; and the proper disposal of dead animals.

•

Compiles regular situation reports on the status of public health, and submits regular status reports
to the Branch Coordinator.

Environmental Health Unit
Coordinates the deployment and allocation of environmental health resources engaged in response to the
incident; assists Butte County Fire and other responders with identifying hazardous substances and
mitigating the effects of toxic chemical spills and/or emissions; ensures sanitation of food handling and
mass feeding services in emergency facilities; and ensures general community sanitation measures,
including potable water supplies, sewage disposal, waste disposal, and vector control.
•

Deploys and allocates environmental health personnel and material resources, in accordance with
priorities established in the EOC Action Plan.

•

Responds to and assesses California Accident Release Prevention Program (CALARP) facilities.

•

Responds to the scene of incidents involving hazardous materials and coordinates the evaluation
of on-scene monitoring to detect harmful substances that could affect responders and the general
public.

•

Coordinates the clean-up and disposal of hazardous materials and consults on the proper disposal
of hazardous wastes.

•

Assists in identification, categorization, and analysis of unidentified substances, including input
from the Agricultural Commissioner’s Office when indicated.

•

Coordinates with Damage Assessment Teams (DATs) on the inspection of damaged (but
inspected and habitable) buildings on the presence of health hazards.

Emergency Medical Services (EMS) Unit
Coordinates the activities of all public and private Emergency Medical Services (EMS) and other medical
resources engaged in response to the incident; assesses need for activation of Field Treatment Sites
(FTS); determines availability of paramedics and ambulances; contacts Disaster Control Facility (DCF) for
hospital bed status; assists Urban Search and Rescue in conducting victim triage; coordinates with
Logistics Section to acquire additional transportation resources as required; coordinates mutual aid
requests with the California Emergency Medical Services Authority (EMSA) through the Regional
Emergency Operations Center (REOC), the Region III Local Emergency Medical Services Agency
(LEMSA), the Regional Disaster and Medical Health Specialist (RDMHS), and the California Department of
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Public Health-Emergency Preparedness Office as needed; coordinates the transportation of casualties to
receiving hospitals; and arranges for the relocation of patients from damaged or untenable health care
facilities, if indicated.
Oversight for the EMS Unit with be provided by the Butte County Medical Health Operational Area
Coordinator (MHOAC) or designee. Other functions of the EMS Unit include:
•

Coordinates medical disaster activities within Butte County, including all cities and special districts,
as well as unincorporated areas.

•

Initiates and maintains a communications link with Hospital and Ambulance Zone Coordinators,
establishes a schedule for receiving regular situation reports, and identifies any resource gaps.

•

Coordinates with the other EOC Operations Section Branch Coordinators to provide assistance in
the event that evacuation of a hospital or other medical facility is required.

•

Prepares RIMS-based Hospital-Medical Facility Report and Medical/Health Report and submits to
Planning Section for submission to the Inland Region EOC (REOC).

•

If necessary, confers with the EOC Logistics Section to obtain any non-personnel resources,
including vehicles to transport casualties and medical resources to health care facilities or Hospital
Zone Command Post (HZCP) locations, or to other areas as the situation demands, including
Casualty Staging Areas (CSA's).

•

As necessary, contacts the Regional Disaster Medical/Health Specialist (RDMHS) to request
mutual aid resources not available in the County/Operational Area (OA).

•

Responds to requests from the RDMHS to provide medical/health-related mutual aid, as conditions
permit.

•

Provides Branch Coordinator with regular situation reports on status of EMS personnel, vehicles,
facilities and numbers of injured and dead.

Behavioral Health Unit
Coordinates the activities of all public and private mental health resources engaged in response to the
incident; identifies, deploys and allocates mental health resources to address the psychological needs of
the displaced in mass care shelters, and, when requested, arranges for Crisis Incident Stress Management
for emergency response personnel, in coordination with other EOC Operations Section staff.
•

Coordinates mental health disaster response within Butte County, including all cities and special
districts, as well as unincorporated areas, upon request.

•

Compiles regular situation reports on the status of mental health facilities, particularly the Crisis
Stabilization Unit (CSU), and identifies any resource gaps. Submits regular Situation Reports to
the Branch Coordinator.
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•

Coordinates mental health-related activities among local public and private response agencies and
groups, as well as with State and Federal agencies.

•

Coordinates the procurement and allocation of mental health resources required to support
disaster operations.

•

Prepares a situation report on the status of the mental health disaster response and submits to the
EOC Planning Section for submission to the Inland Region EOC (REOC) via RIMS.

•

In conjunction with other Operations Section staff, arranges for Crisis Incident Stress Management
or other appropriate mental health interventions for groups of emergency responders, upon
request.

NOTE: During shelter activations, behavioral health services are coordinated through the Care and Shelter
Branch.
CONCEPT OF OPERATIONS
Preparedness
Preparedness actions allow staff to prepare for disaster operations, become familiar with the contents of
this plan, develop and update procedures and resource lists, and participate in training drills and exercises.
The preparedness measures to be implemented by the Medical & Health Unit include:
•

Participate in regular meetings of the Emergency Operations Center (EOC) staff to maintain
familiarity with the role and responsibilities of the assigned EOC function and to discuss
emergency management issues.

•

Review the EOP, applicable department plans, standard operating procedures (SOPs), and the
materials contained in this annex.
Submit recommended revisions, updates and
enhancements to this annex to the Butte County Office of Emergency Management (OEM).

•

Develop any additional information to be incorporated into the assigned annex and submit to
County OEM.

•

Participate in training, exercises and post-exercise critiques conducted by County OEM, Public
Health or partner agencies and departments.

•

Procure the supplies and equipment necessary, including personal protective equipment
(PPE), if indicated, to protect the safety of Medical/Health Unit response personnel.

EMERGENCY MEDICAL SERVICES UNIT
•

Prepare countywide surge plan detailing the care and disposition of current in-patients and
injured pre-hospital patients if local medical facilities are damaged and not habitable.

Butte County Emergency Operations Plan – Functional Annex G

7 | Page

BEHAVIORAL HEALTH SERVICES UNIT
•

Develop a network of mental health workers from other agencies and private practitioners who
would be willing to work with behavioral health staff in providing mental health outreach
services during and after a disaster.

•

Inform emergency responders from other disciplines of the availability of behavioral health
disaster services, including Crisis Incident Stress Management, for emergency workers.

Initial Response
Specific activities to be performed by the Medical & Health Unit Coordinator and Unit Leaders are listed in
the Emergency Action Checklists. General responsibilities include:
•

Report to the EOC and obtain a briefing from the Operations Section Chief or Medical and
Health Branch Coordinator.

•

Initiate and maintain a unit log.

•

Implement activities outlined in the appropriate Emergency Action Checklist.

•

Develop initial response objectives, strategies and priorities, consistent with initial broad EOC
objectives.

•

If local medical resources are inadequate to provide disaster medical care due to a large
number of casualties or medical facility damages, patients may be transported to another
county with adequate resources.

•

Maximize the utilization of available mental health facilities and personnel by providing crisis
services.

•

Provide Critical Incident Stress Management and Compassion Fatigue Management to first
responders, public health, medical staffs and the medical community.

•

Consult with the Medical and Health Branch Coordinator and County Public Information Officer
(PIO) on medical and health risk communications.

Extended Operations
As early lifesaving and property protecting actions continue, attention will be given to other priority
activities, including:
•

Consult with the Operations Section Chief regarding any unresolved conflicts.

•
•

Participate in regular Section briefings and provide input to the EOC Action Plan.
Track all activities and major decisions in unit log.
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Recovery Operations
Priorities during this period focus on continuing to provide essential medical and health services, assisting
in recovery operations, and assuring that patients in hospitals and nursing homes receive continuing care.
•

Upon deactivation of the EOC, make notifications as indicated.

•

Close out unit logs and submit to Planning Section Documentation Unit to be filed in
permanent incident record.

•

Provide Logistics Section Procurement Unit with a list of any expendable supplies to be
replenished.

•

Ensure that non-expendable supplies/equipment are serviced and returned to proper locations.

•

Participate in EOC debriefing and critique sessions.

•

Provide input to After Action Report and Corrective Action Plan.

Refer to the Butte County Public Health Department – Emergency Preparedness Plan for specific
public health procedures and responsibilities.
MASS CASUALTY/MASS FATALITY
The Butte County Sheriff-Coroner’s Office manages the mass casualty/mass fatality responsibilities during
emergency incidents. The Butte County Mass Fatality Plan describes and identifies roles and procedures
in prevention, mitigation, preparedness, response to, and recovery from mass fatality incidents. The plan
also provides for proper coordination of mass fatality incident response activities and establishes means
and methods for the sensitive, respectful, orderly care and handling of human remains in multi-death
disaster situations.
Refer to the Butte County Sheriff-Coroner’s Office Mass Fatality Plan for detailed procedures and
responsibilities.
ANNEX MAINTENANCE
The Butte County Office of Emergency Management in collaboration with the Departments of Public Health
(PH) and Behavioral Health (BH) will update, revise and record any revisions of this Health and Medical
Functional Annex.
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INTRODUCTION
In an emergency, essential resources including such items as food, petroleum products, power, water,
industries, shelter, roads, utilities, equipment, and people, requires a realistic and organized management
system. When resources are seriously limited due to emergency conditions, the EOC Director, working with
the established field command system and/or the Operations Section chief, shall establish a method by
which such resources can be allocated effectively to the population in need. It may be necessary to make
difficult choices among competing requests for the same resource. To assure that the status of resource
requests and commitments can be maintained throughout the emergency, the Logistics and Planning
Sections of the Emergency Operation Center staff will expeditiously locate and track resources of the
County.
The Butte County Emergency Operation Center staff has the authority under emergency conditions to
establish priorities for the assignment and use of County resources. The County will commit all its
resources, if necessary, to protect lives and property.
Purpose
The purpose of this Resource Management annex is to provide for the overall management of resources
and essential public services necessary for the response and recovery within Butte County. This is to
include: maintenance of inventory, procedures to obtain necessary additional resources and procedures to
deploy all resources in an orderly and timely manner in response to an emergency or potential emergency.
CONCEPT OF OPERATIONS
At the time of an emergency, the Butte County Office of Emergency Management, working with the County
Department of General Services within the Logistics section of the EOC determines the availability of
essential resources in Butte County and recommends priorities for the use of supplies and materials
needed to maintain the best welfare of the population.
Resource Priorities
When activated, the Butte County EOC establishes priorities for resource allocation during the emergency.
All county resources are considered part of a pool, which may be allocated by the County EOC to fulfill
priority missions. Each department retains control of its non-assigned resources until released for an
emergency assignment by the EOC.
Resource Requests
Resource Requests will be made through one of the following processes:
•

Discipline-specific (usually Fire and Law) mutual aid systems: Requests for resources that are
normally within the inventories of the mutual aid system will go from local coordinator to
Operational Area Mutual Aid Coordinator to the Regional Mutual Aid Coordinator.

•

All other resource requests will be made through the logistics function at each level.

Resource requests from jurisdictions within the county will be coordinated with the Butte OA EOC to
determine if the resource is available internally or other more appropriate sources located within the OA.
Emergency Management Mutual Aid Coordinators at each level will keep the Operations Chiefs informed of
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the status of resource requests and allocations. Coordinators at each level will communicate and
coordinate with each other to maintain current status on resource requests and allocations within the
disaster area.
Resource requests from a City EOC to Butte OA EOC may be verbally requested then will be documented
on the Resources Request Form. Available resources will be allocated to the requesting local government
field Incident Commander. If requests for a specific resource exceed the supply, the available resources
will be allocated consistent with the priorities established through the action planning process. The Section
Chiefs in the county EOC are responsible for ensuring that priorities are followed.
Resource requests for equipment, personnel or technical assistance not available to the County should be
coordinated with the Inland Region REOC and requested through the County EOC. Once the resource
requested is coordinated, approved and deployed, the Resource Status Unit, in coordination with various
Operations Branches, is responsible for tracking the resource.
EMERGENCY RESOURCE DIRECTORY
The Butte County Department of General Services in partnership with the Butte County Office of
Emergency Management maintains an Emergency Resource Directory database that lists all of the
vendors, supplies, and equipment that can be available during a disaster situation. All cities in the Butte
County OA will become a part of that database and will gain access to the resource information as it is
expanded.
ANNEX MAINTENANCE
The Butte County Office of Emergency Management in collaboration with the County Department of
General Services will update, revise and record any revisions of this Resource Management Annex.
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INTRODUCTION
Critical infrastructure protection is a vital role in ensuring that all government and private services such as
chemical plants, pipelines, agriculture, Emergency Operations Centers, waste disposal, water treatment
and distribution, and public utilities including both energy and telecommunications are secure and
operational. Critical assets play a vital role in the continued operation of public and private sector services.
Interruption of these services may occur briefly or for protracted periods, during an emergency or other
disaster.
In an emergency all critical infrastructure actions must be coordinated to eliminate any possibility of one
critical infrastructure action having an adverse effect on another. Interruption of these services may
degrade the community’s ability to respond to a specific emergency incident or may cause a localized
incident to escalate into a community wide disaster.
Purpose
The objective of this Critical Infrastructure and Key Resource Annex is to set a baseline for all major critical
infrastructure facilities, which were identified in the California Emergency Management Agency (Cal EMA)
Emergency Plan and by the Department of Homeland Security.
PROTECTION OF CRITICAL INFRASTRUCTURE
During a disaster, public and private facilities will play varying roles in terms of importance. Their importance may
be based on their day-to-day role and their expansion during an emergency, or upon unique circumstances
common to the requirements of a particular emergency response.
In responding to emergencies of any scope, Butte County must have a plan that addresses four things
concerning critical infrastructure assets:
• How to respond to a service disruption;
• How to provide backup service both to responders and the public at large to guarantee minimum
levels of health and safety;
• How to reestablish service in a timely and safe manner; and
• Identify the requirements for additional security protection.
Definitions of Critical Infrastructures
The critical infrastructures addressed in this annex that are of significance to Butte County Office of Emergency
Management include:
Telecommunications
The primary networks and systems that support the transmission and exchange of electronic communications
among and between end-users (such as networked computers).
Utilities
The generation stations, transmission and distribution networks that create and supply electricity to end-users so
that they achieve and maintain nominal functionality, including the transportation and storage of fuel essential to
that system.
Butte County Emergency Operations Plan – Functional Annex I

3 | Page

Gas and Oil Production, Storage, Transportation
The holding facilities for natural gas, crude and refined petroleum, and petroleum-based fuels; the refining
and processing facilities for these fuels and the pipelines, trucks, and rail systems that transport these
commodities from their source to systems that are dependent on gas and oil in one of their useful forms.
Banking and Finance
The retail and commercial organizations, investment institutions, and associated operational organizations,
governmental operations, and support entities that are involved in all manner of monetary transactions, including
storage for savings purposes, investment for income purposes, exchange for payment purposes, and
disbursement for loan purposes.
Transportation
The aviation, rail, highway, and aquatic vehicles, conduits, and support systems by which people and goods are
moved from a point of origin to a destination in order to support and complete matters of commerce, government
operations, and personal affairs.
Water Supply
The sources of water, reservoirs and holding facilities, aqueducts and other transport systems, the filtration and
cleaning systems, the pipelines, the cooling systems and other delivery mechanisms that provide domestic and
industrial applications, including systems for dealing with waste water and fire fighting.
Agriculture
The sources of network that support food supply production including commercial farming, livestock and holding
facilities.
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Critical Infrastructure Alpha-designator (Consequence Index) System
In order to set in place some system for determining the importance of critical facilities, an alpha-designator
system or “consequence index” has been developed. The alpha-designator system was developed to assist
public safety agency ability to assess the importance of a critical facility. It will also provide a uniform system for
prioritizing incidents collateral to a major catastrophic event.
Alpha-Designator

Description of Impact

A

Potential loss of life is 1-100

B

Potential loss of life is 100+

C

Significant physical injury to persons in the immediate area

D

Significant physical injury to persons in the general area

E

Adverse effect on public safety

F

Adverse effect on public health

G

Significant property damage (in excess of 10 homes or businesses)

H

Loss of critical communications or technology support systems

I

Major impact on transportation of goods, services, and/or people

J

Disruption of public services to a major segment of the population

K

Disruption of ability to provide care and shelter in the immediate area

L

Requires immediate evacuation

Critical Infrastructure Category Groupings
In addition to the alpha-designator, facilities will be grouped into one of three categories that describe their
criticality to Butte County’s viability:
Category One
Damage to facilities or occupants will have a significant and immediate impact on Butte County’s ability to
effectively respond to or recover from a catastrophic event. These are facilities that have been identified by a
public safety or public health agency as critical to public safety or health.
Category Two
This category Includes facilities that, if damaged or destroyed, will have a significant impact within 24 hours
upon the County’s continuity of operations in business or the public interest. It generally should be an operation
that is normally un-interruptible in nature. Alternatively, it could have regional, statewide, or national impact that
could severely impact economic, governmental, or industrial operations.
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Category Three
This category Includes facilities that, if damaged or destroyed, can cause significant impact within 72 hours to
the continuity of operations in business or other public interest.
ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES
Butte County Office of Emergency Management is responsible for Critical Infrastructure coordination as
detailed in this Annex.
During an emergency the Incident Commander and the EOC Director will:
•

Direct and coordinate the restoration and repair of critical facilities, delivery systems, and networks
of both public and private sector entities in Butte County during an emergency or disaster. This
shall include demolition, rescue, repair, recovery and security as required by the specific incident.

•

Coordinate with appropriate Butte County personnel, other government, and private sector entities
to provide necessary water, power, and telecommunications support for first responders and other
emergency personnel during any identified or threatened emergency or disaster.

•

Coordinate with appropriate Butte County personnel, other government, and private sector entities
to provide critical asset service sufficient to guarantee minimum levels of health and safety during
any identified or threatened emergency or disaster.

CONCEPT OF OPERATIONS
This annex may be implemented any time an emergency has occurred which affects or threatens critical
infrastructure assets. The threat potential or documented damage assessment information provide a basis
and substantiation for requesting assistance and initiating response or increased monitoring activities.
In general terms, the concept of operations regarding critical infrastructure should include:
•

At the beginning of any event identify and establish contact with each critical infrastructure’s Point
of Contact (POC) and their Secondary Contact.

•

The EOC Director will keep in constant contact with designated critical infrastructure POCs to
determine specific emergency response activities undertaken and their effect on other operational
response actions as well as report all relevant actions to the Incident Commander.

•

Take requests from critical infrastructure POC for additional protection requirements and forward to
the Incident Commander and Emergency Operations Center Director for prioritization and
assignment of resources.
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ANNEX MAINTENANCE
The Butte County Office of Emergency Management in collaboration with designated County Departments
and Private Sector owners/operators will update, revise and record revisions to this Critical Infrastructure
and Key Resource Annex.
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INTRODUCTION
Many times a united and cooperative effort by state, federal and local governments, voluntary organizations
and the donor community is necessary for successful management of the donations and volunteers offered
as the result of a disaster.
Purpose
This Volunteers and Donations Management Annex outlines procedures to coordinate the efforts of these
entities to deal with unsolicited offers of disaster relief supplies and equipment, undesignated offers of
financial assistance, and the services of unaffiliated disaster relief volunteers. The goal of the plan is to
match offers with needs in order to assist disaster victims in an effective, efficient and timely manner.
This annex provides guidance in the management of masses of unaffiliated volunteers and unsolicited
donated goods. (Any reference to volunteer services and donated goods in this annex refers to unaffiliated
volunteer services and unsolicited goods, unless otherwise stated). Unaffiliated volunteers, also known as
spontaneous volunteers, are individuals who offer to help or self-deploy to assist in emergency situations
without fully coordinating their activities. They are considered “unaffiliated” in that they are not part of a
disaster relief organization.
This Volunteers and Donations Management Annex will activate when an event causes a spontaneous flow
of or a major need for volunteers and/or donated resources.
SITUATIONS AND ASSUMPTIONS
Situations
1. Should a major disaster or a lesser emergency where there is a high level of media interest occur,
many individuals may want to donate money, goods, and/or services to assist the victims or
participate in the recovery process. The amount of donations offered could be sizable and extreme
difficulties could be faced in receiving, storing, securing, sorting, transporting, accounting for, and
distributing the donations to the disaster victims and supervising volunteer workers desiring to
assist in the effort.
2. Butte County Office of Emergency Management does not wish to operate a system to collect,
process, and distribute donations to disaster victims. This system is best operated by communitybased organizations (CBOs) and Voluntary Organizations Active in Disaster (VOAD) who have
successfully handled donations in the past. Butte County OEM does, however, desire to coordinate
its donation management efforts with community-based and volunteer organizations and agencies.
3. Recognized local and national charities (i.e., community-based organizations [CBOs] and the
Voluntary Organizations Active in Disaster [VOAD]) have been accepting, handling, and distributing
donations for many years. These CBOs and VOADs are skilled in the volunteer and donations
management process, and they should be the first recourse for collecting donations and/or
managing volunteers after a major emergency or catastrophic disaster.
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4. Donors outside of Butte County should be encouraged to work through recognized social service
organizations or voluntary human resource providers in the area in which they live to purchase the
specific items needed by disaster victims or provide vouchers to disaster victims so that they can
replace clothing and essential personal property with items of their own choosing. These
organizations are capable of receiving donations and then earmarking assistance for a particular
disaster.
Assumptions
Although unaffiliated volunteers can be significant resources, because they do not have pre-established
relationships with emergency response organizations, verifying their training or credentials and matching
them with the appropriate service areas can be difficult. This guidance applies to all agencies and
organizations with direct and indirect volunteer and/or donations responsibilities under the Butte
County/Operational Area Emergency Operations Plan.
Entities accepting spontaneous volunteers are responsible for the care and management of those
volunteers. All volunteers must be screened by the voluntary organizations that will be using their services
and/or by an agency such as Caring Choices. Butte County has an MOU with Caring Choices to staff and
manage an Emergency Volunteer Center (EVC). The EVC provides a centralized location in which
spontaneous volunteers may register for emergency volunteer activities.
1. Should a major emergency or disaster occur, donations may be given and delivered to Butte
County whether or not they are requested. In large quantities, such donations may overwhelm the
capability of the area to handle and distribute them.
2. In a catastrophic disaster affecting Butte County, local volunteer groups and agencies may be
adversely affected and may not be able to cope with a sizable flow of donations.
3. Many individuals donate goods that are not needed by disaster victims or offer services that are not
needed in the response and/or recovery process. Receiving and sorting unneeded goods or
hosting volunteers who do not have needed skills, wastes valuable resources; disposing of large
quantities of unneeded goods can be a lengthy and very costly process.
4. In some cases, the amount of donations received by the Butte County community may relate more
to the media attention the emergency situation receives than the magnitude of the disaster or the
number of victims.
5. The problem of unneeded donations can be reduced, but not eliminated, by developing and
maintaining a current list of disaster needs, screening donation offers, and providing information to
potential donors through the media on current needs and those items and services that are not
required.
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6. Most personal donations are given little expectation of return other than the personal satisfaction of
giving and perhaps some acknowledgment of thanks. However, some donations may be unusable,
have “strings attached”, or not really be donations at all. They may:
o Be given with an expectation of some sort of repayment, publicity, or a tax write-off.
o Be items that are out-of-date (such as expired foodstuffs or pharmaceuticals), unusable
(broken furniture, dirty or torn clothing) or unsuitable (food that requires refrigeration,
winter coats in summer months).
o Be volunteer services that do not meet the announced or advertised expectations or
capabilities or skilled trades that are not properly licensed or certified.
o Be provided illegally as a ruse in a fraudulent process to obtain money from disaster
victims.
o Be offered at a “discount” to disaster victims, with any real savings being minimal or
nonexistent.
o Be offered in limited quantity as a deception to simply show an “association” with
government or disaster relief as a basis for future advertising or publicity.
7. Donated goods may arrive within Butte County without warning, day or night. Delivery drivers will
want to know where they should deliver their load and who will unload it. They typically want their
cargo off-loaded quickly so they can minimize down-time.
8. Donations will frequently arrive unsorted and with minimal packaging and markings. Donations may
be packed in boxes, crates, barrels, or garbage bags; some items may be in bins or on pallets.
When such goods are received, they must typically be sorted, repackaged and labeled, temporarily
stored, and then transported to distribution points to be picked up by disaster victims.
9. Donors may want to:
o Know what is needed in the local area –cash, goods, and/or services.
o Know how they should transport their donation to the local area, or if there is someone
who can transport it for them.
o Start a “drive for donations” to help disaster victims, but have no knowledge of what to do
and how to do it.
o Have their donation received by a local official and/or receive a letter of appreciation or
public recognition.
o Be fed and provided with lodging if they are providing volunteer services.
10. Disaster victims may:
o Desire immediate access to donations before they are sorted and ready to be
disseminated at appropriate distribution points.
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o Believe that the donations have not been or are not being distributed fairly if they do not
have information on the process of distributing donations.
o Have unmet needs which can be satisfied by additional donations.
ROLES AND RESPONSIBILITIES
Caring Choices
Caring Choices Emergency Volunteer Center develops, recruits and trains “cadres” of volunteers
specifically for the Butte County area, to expand the agency’s capacity to set up an Emergency Volunteer
Center(s) (EVC).
Caring Choices Emergency Volunteer Center responds to the Butte County Operational Area upon request
and will assist in large scale disasters. The Center provides assistance to county government, Red Cross,
North Valley Animal Disaster Group, or other disaster service organizations. They help potential
volunteers respond more effectively to critical needs of the community by making the best possible use of
unaffiliated volunteers.
Butte County Salvation Army
The Butte County Salvation Army facilitates the connection between donors and potential donors and those
in need of services. While they do not have an agreement with Butte County OEM, they manage
donations including the receipt and distribution of goods and foodstuffs for the citizenry of the county, if
needed.
CONCEPT OF OPERATIONS
A volunteer management plan is currently being developed by Caring Choices.
ANNEX MAINTENANCE
The Butte County Office of Emergency Management in collaboration with Department of Human Resources
and Caring Choices will update, revise and record revisions to this Volunteers and Donations Management
Annex.
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