EMERGENCY OPERATIONS CENTER ANNEX

I.  Purpose
The purpose of this annex is to provide procedures to be used by participants in utilizing an Emergency Operations Center (EOC) for direction and control activities.

II.  Situation and Assumptions
A.  Situation

1.  Lawrence County has the potential to experience a major emergency/disaster event.

2.  During a major emergency/disaster situation, a single point for coordination of response is necessary.

3.  Lawrence County has an EOC, located in the Lawrence County Health Department on US Route 50 to provide management and coordination capability for an effective response and recovery.

4.  Lawrence County has a backup EOC at the Sumner Fire House.

B.  Assumptions

1.  Most emergency functions can be handled routinely by the various emergency services of Lawrence County.

2.  Most major emergencies can be handled by the Incident Command system (ICS) at an on-scene Incident Command Post (ICP) setting.

3.  Some major emergencies may require activation of a portion of the EOC.

4.  Some major emergencies may require the backup EOC to be put on standby.

5.  Most large scale disasters will require total activation of the EOC.

III.  Concept of Operations
A.  The Lawrence County E911 provides emergency service dispatching on a 24-hour-per-day basis at the E911Building for all emergency responders within the county.  
The telecommunicators are likely to be aware of any emergency situation affecting Lawrence County.

B.  The Emergency Operations Center has a backup power system powered by a  65,000 KW propane gas generator that is housed in the EOC building.  The fuel source is propane gas piped in underground.

C.  The emergency response personnel shall be dispatched through EOC staff.

D.  Emergency situations vary in speed of onset and their potential for escalation to a disaster situation.  The extent to which the EOC is activated will depend upon the type of emergency situation, its potential for escalation, its geographic extent, and other contributing factors.  Any emergency service may require the activation of the entire, or a partial EOC staff.  The request will be reported to the Lawrence County EMA Coordinator or his designee for approval.

E.  The Lawrence County EMA Coordinator shall be responsible for directing emergency response operations.  In the event of the Coordinator’s absence, the succession of command shall be:

1.  Assistant Coordinator Lawrence County EMA
2.  Designee of Lawrence County EMA Coordinator

F.  The Lawrence County Board Chairperson and the Lawrence County EMA Coordinator will be responsible for overall direction and control of the emergency response following implementation of the Emergency Operations Plan and/or declaration of a disaster.  The EOC staff assists them by managing individual functional areas.  The on-scene Incident Commander is responsible for assessing the situation and providing information to the EOC staff for review and prioritization.  After a decision is made, it is transmitted to the on-scene commander, who carries it out.

G.  The Lawrence County EOC is located in the Lawrence County Health Department west of Lawrenceville on US Route 50.  The EOC consists of an operations room, communications room, training room, kitchen area, EMA Coordinator and Office Manager desk area. 
H.  In a time of activation, all responding agencies will bring their own maps for their duties.  The maps will then be placed strategically throughout the EOC.  The Directors, Director’s assistant, Director’s secretary, and communication room are set up and ready to function in a crisis.  Incoming messages from the communications room will be handled through an opening from the communications room supervisor to the Assistant Director or his designee.  These will be scanned, logged, and grouped to go to the appropriate EOC staff.  A runner will deliver the message to the appropriate EOC staff member.  Outgoing messages will be delivered to the Assistant Director’s office, and to the communications room supervisor to be presented to the radio operator and transmitted.

I.  When an event occurs that requires the activation of the EOC, the Lawrence County EMA Coordinator or designee will see that the appropriate government officials, and the EOC representatives of each agency/organization are assigned to the EOC, and the EOC support staff are alerted.

J.  The EMA Coordinator is responsible for developing rosters for the notification and recall of EOC staff and other EMA personnel and volunteers.

K.  Upon arrival of the EOC personnel, the Lawrence County EMA Coordinator will initially brief decision makers on the emergency situation and allow all participants to offer advice on actions to take to protect the public and respond to the situation.

L.  An Incident Command Post should be established to provide a central point for coordinating the operational, logistical, and administrative support needs of response personnel at the emergency scene, shelters, EOC, etc.  An ICP may also be utilized during events not requiring activation of a large number of EOC representatives. 

M.  Each agency/organization will be responsible for providing logistical and administrative support for their personnel deployed at the site.

N.  The EOC allows the collecting, analyzing, reporting, and dissemination of information to, from, and between local response personnel, state, or federal government, and the public.

O.  Information can be collected and disseminated via telephone, cellular phone, two-way radio, facsimile, and messengers.  Information will be analyzed by the appropriate EOC representatives.  
P.  Each agency/organization required to have an EOC representative shall arrange a schedule for the activation and release of EOC personnel to provide for a continuous 24-hour manning of the EOC during emergency conditions. 

Q.  Lawrence County has a back-up EOC located at the Sumner Fire House at 109 E North Avenue, Sumner, IL.  Should the primary EOC become inoperable or uninhabitable, the back-up EOC will be readied to be capable of performing as the EOC.  It has the capability of 911 emergency dispatch as well as radio communications.  The back-up EOC is powered by a propane gas fueled generator located on site which will run automatically in the event of a power outage.

R.  The Lawrence County Board Chairperson will have overall responsibility for directing emergency operations.  The Lawrence County EMA Coordinator will coordinate the operations with the appropriate agency/organization

S.  Each designated EOC staff member will report to the EOC upon activation to advise decision makers and coordinate its own services response effort with other responding organizations/agencies.

T.  Each agency/organization will provide direction and control over its own personnel, but will coordinate EOC operations to the fullest.


U.  The overall direction and control concept has the Lawrence County Board Chairperson giving general instructions to the EOC staff members.  The appropriate staff members will notify their on-scene manager for their respective departments and give instructions for the on-scene manager to give to their response personnel.

V.  The EOC staff members will use disaster effects monitoring and report forms to evaluate the emergency situation by.  See the appropriate Appendix for copies of the forms.

W.  Upon the arrival of state and/or federal officials, the Lawrence County Board Chairperson will still retain overall direction and control responsibility for local agency/organizations, but will coordinate with the state and/or federal officials to provide assistance where needed.

X.  Upon the decision of the Lawrence County Board Chairperson, direction and control authority will transfer from him at the EOC to the appropriate department/agency/organization head for normal day to day operations.

IV.  Organization and Assignment of Responsibilities
A.  The EOC staff will be divided into four (4) groups with the following responsibilities:

1.  Policy Group: The policy group is concerned with policy matters concerning the basic plan of action and overall deployment of personnel and equipment.  Members include the Lawrence County Board Chairperson, EMA Coordinator, Law Enforcement/EMA Committee, Municipal EMA Liaisons, and the Public Information Officer (PIO).  The Policy Group will:

a)  Ensure the operational guidelines in support of policy for the conduct of emergency operations.

b) Ensure that information and directions are given to the general public.

c)  Ensure that steps are taken for the proper use and distribution of resources.

d)  The EMA Coordinator, acting as Chief of Staff for the County Board will:

1) Ensure briefings are presented to the Policy Group.

2) Determine that Operations Group members are present and that their agency is ready for operations.

3) Review actions by Operations Group to ensure that actions conform to policy set by Policy Group.

2.  Operations Group: The Operations Group is responsible for conducting emergency operations and consist of:

a) The Chief Executive Officer (CEO) 

1) Assume command of Disaster Operations at the EOC.

2) Designate and notify his successor.

b) The Lawrence County EMA Coordinator, who will:

1) Maintain operational readiness of the EOC.

2) Coordinate the mutual aid agreements.

3) Maintain EOC personnel notification roster.

4) Identify specific functions of each EOC staff position.

5) Update EOC Annex as needed.

6) Coordinate Operations Group Activities.

7) Assist department heads in obtaining outside assistance.

8) Brief Policy Group on emergency operations.

c) The Lawrence County Sheriff, who will:

1) Coordinate Law Enforcement activities.

2) Maintain status records on law enforcement personnel, vehicles, and equipment.

3) Make requests for outside assistance through the EMA Coordinator.


4) Coordinate communications and warning activities.

d) The Lawrence County Health Department Administrator, who will:

1) Coordinate public health activities.


2) Maintain status records on health personnel, equipment, and supplies.

3) Make requests for outside assistance through the EMA Coordinator.

e) The Lawrence County Engineer, who will:

1) Coordinate public works activities.

2) Maintain status records on public works personnel, equipment, and supplies.

3) Make requests for outside assistance through the EMA Coordinator.

f) The Lawrence County Coroner, who will:

1) Coordinate mortuary service activities.

2) Maintain status records on personnel, equipment, and supplies.

3) Make requests for outside assistance through the EMA Coordinator.

g) The Jurisdictional Fire Chief, who will:

1) Coordinate fire, search, and rescue activities.

2) Maintain status records on personnel, equipment, and supplies.

3) Make requests for outside assistance through the EMA Coordinator.

h) Lawrence County Memorial Hospital/EMS Representatives, who will:

1) Coordinate emergency medical services activities.

2) Maintain status records on EMS personnel, equipment, and supplies.

3) Make requests for outside assistance through the EMA Coordinator.

i) The Lawrence County State’s Attorney, who will offer legal advice to the Policy Group.
j) The Supervisor of Assessments, who will provide necessary records for damage assessment purposes.

k) The Lawrence County Clerk, who will provide necessary records for operations.

l) The Lawrence County Treasurer, who will provide necessary records for operations.

m) The Lawrence County Supervisor of Assessments, who will provide the necessary maps and information for operations.
n)  The North Knox Red Cross, who will:

1) Coordinate sheltering activities.

2) Maintain status records on shelters.

3) Coordinate welfare services for victims.

4) Maintain status records on personnel, equipment, and supplies.

5) Make requests for outside assistance through the EMA Coordinator.

o) The Lawrence Evacuation Coordinator, who will:

1) Coordinate evacuation operations.

2) Maintain status of evacuees.

3) Coordinate operations with Shelter, Welfare, and Transportation Directors.

p) The Lawrence Transportation Coordinator, who will:

1) Coordinate Transportation services.

2) Maintain records of transportation personnel, and vehicles.

3) Coordinate operations with Shelter and Evacuation Directors.

q) The Lawrence Resource Manager, who will:

1) Coordinate resource requests form operational personnel.

2) Maintain records of resources obtained.

3) Make requests for outside resources through the EMA Coordinator.




r) The Lawrence Damage Assessment Officer, who will:

1) Coordinate damage assessment team activities.

2) Maintain records of damages and forward to EMA Coordinator.

3.  Communications Group: The Communications Group will be responsible for the flow of information to, from, and between field forces, EOC staff, and outside jurisdictions.  The Communications Group consists of:

a) The Public Information Officer, who will:

1) Coordinate information for release to the media and the general public.

2) Clear all releases through the Lawrence County Board Chairperson or EMA Coordinator.

3) Supervise the information office.

4) Keep EOC staff informed of newsworthy developments.

b) Radio/telephone operators, who will:

1) Transmit/receive/relay information to appropriate department or individual.

2) Maintain log of emergency traffic.

c) Messengers, who will:

1) Relay reports and messages within our outside the EOC, as necessary.

2) Report to and work with radio/telephone operators to deliver messages.

4.  Administrative Support Group: the Administrative Support Group will assist the EOC staff as needed.  The Administrative Support Group consists of personnel not previously mentioned above.  The members can come from the public or private entities.

B.  The above mentioned EOC staff members are to report to the EOC upon activation as soon as possible.  In absence of the EOC designee of a department, the successor shall report to the EOC.

C.  The Lawrence County EMA Coordinator shall manage the EOC during emergency periods.

V.  Succession of Command
The line of succession for EOC operations will be:

A.  Lawrence County EMA Coordinator

B.  Assistant Lawrence County EMA Coordinator

C.  Designee of Lawrence County EMA Coordinator

VI.  Appendices
A.  Pre-emergency Operations Checklist

B.  Response Operations Checklist

C.  Recovery Operations Checklist

D.  EOC Activation/Deactivation Checklist

E.   Emergency Operations/ICS Forms:

F.  Message Form Use and Handling Procedures

Appendix A
Pre-Emergency Operations Checklist
1.  Make provisions for starting a significant events log for the duration of the emergency situation.  The log would be used to record key disaster related information (casualty information, health concerns, property damage, fire status, size of risk area, scope of hazard to the public, number of evacuees, radiation dose, etc.)

2.  Establish a procedure for acknowledging and authenticating reports.

3.  Make provisions for the display of damage assessment information.

4.  Train assigned response staff and volunteer augmenters to perform emergency functions.

5.  Develop an operational EOC.

6. Designate an alternate EOC.

7.  Provide adequate communications equipment (radio, telephones, fax machines, etc.

8.  Arrange for adequate food and water supplies.

9.  Stock adequate supplies for EOC operations.

10.  Develop a system to manage information handled within and disseminated from the EOC.

11.  Conduct EOC exercises.

12.  Prepare plans and standard operating procedures for EOC operations.

13.  Assist local cities in developing an EOC.

14.  Test, maintain, and repair equipment.

15.  Develop procedures for upgrading the primary and alternate EOC to increase the protection factor.

16.  Prepare maps, charts, displays, etc. to outfit the EOC.

17.  Develop a system to ensure all EOC personnel will be notified of critical 
decisions.

Appendix B
Response Operations Checklist
1.  Activate the EOC as directed by emergency conditions.

2.  Alert EOC staff.

3.  Test communications equipment.

4.  Ensure that supplies and equipment are available in the EOC.

5.  Provide for security of the EOC, if necessary.

6.  Alert public and private organizations as necessary.

7.  Continue to train assigned response staff and volunteer augmenters who will perform emergency functions.

8.  Coordinate all operations through the EOC.

9.  Establish contact with the IEMA EOC.

10.  Establish contact with other jurisdictions affected by the emergency conditions.

11.  Hold initial briefing for EOC staff.

12.  Review plan, and assignments, and fill vacancies.

Appendix C
Recovery Operations Checklist
1.  Support recovery operations during disaster events.

2.  Perform repairs and maintenance on EOC equipment and replenish supplies used during disaster operations.

3.  Conduct a critique of EOC operations and initiate actions to improve operations.

Appendix D
EOC Activation / Deactivation Checklist
Activation
1.  Alert EOC staff members.

2.  Arrange tables and chairs in appropriate manner.

3.  Mount displays not already mounted.

4.  Test communications equipment.

5.  Distribute stationary supplies to each EOC staff member.

6.  Arrange for food and beverages.

7.  Have Public Information Officer (PIO), arrange to set up information office.

Deactivation
1.  Release EOC staff members.

2.  Arrange tables and chairs to original configuration.

3.  Return appropriate displays, stationary supplies, etc. to storage.

Appendix E
Emergency Operations ICS Forms
These forms and other can be found under Direction and Control Annex, Appendix D in this Emergency Operations Plan
Appendix F
Message Form Use and Handling Procedures
I.  Purpose
To record significant operational messages requiring dissemination and/ or action regarding activities of agencies operating within the EOC.

II.  Definitions
TO - message information concerning the person receiving the message.

FROM - message information concerning the person initiating or sending the message.

INTERNAL - a message between or among the agencies operating within the EOC.

EXTERNAL - a message that is received from or sent to any person or organization outside of the EOC.

COMMUNICATIONS - a message requiring support, such as radio, teletype, or facsimile for transmission.

URGENT - a message requiring immediate attention because of a significant or imminent threat to life and/or property.

ROUTINE - a message that does not involve a significant or imminent threat to life and/or property.

ACTION - designates an agency responsible for responding to or acting upon a message.

INFORMATION - designates an agency requiring information on the contents of a message.

III.  Instructions
1.  Insert date and time the message is sent/received.

2.  Insert name, position, organization, and telephone number of person who receives message in the TO block.

3.  Insert name, position, organization, and telephone number of person who initiates or sends the message in the FROM block.

4.  Mark a check on the INTERNAL, EXTERNAL, or COMMUNICATIONS line indicating the type of message.

5.  Put a check on the URGENT, or ROUTINE line indicating the priority of the message.

6.  Write the text of the message concisely and legibly in the MESSAGE block.

7.  Indicate the primary agency responsible for a message and the action taken in the PRIMARY AGENCY block.

8.  Indicate the support / information agency / agencies and any actions taken in the SECONDARY AGENCY block.

IV.  Message Handling Procedures
A.  Message arrives in Communications Room

1.  Radio/Telephone Operator will:

a) Record message information

b) Forward to messenger for delivery.

2.  Messenger will:

a) Determine appropriate Operations position.

b) Forward to Operations position.

c) Notify EMA Coordinator or Policy Group of significant events.

3.  Operations Staff Member will:

a) Determine capability to respond to information

b) Forward to appropriate party if unable to respond.

c) Coordinate and complete response.

d) Forward information to messenger for delivery to Communications Room if necessary.

B.  Messenger Arrives at Operations Position

1.  Operations Group Member will:

a) Record message information.

b) Determine capability to respond.

c) Forward to appropriate party if unable to respond.

d) Coordinate and complete response.

e) Forward information to messenger for delivery to Communications Room, if necessary.
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