
t TO: James L. App 

FROM: Douglas R Hamp, Chie 
Emergency Services 

DATE: December 21,1999 

SUBJECT: Response Readiness Report for New Year's Eve and Beyond 

NEED: To provide information to the Paso Robles City Council on the City's operational readiness for New 
Year's Eve 1999/2000 and for future services. 

FACTS: 
1. City staff has spent many hours analyzing and preparing for potential technological and 

celebration-generated incidents for New Year's Eve 1999/2000. 

2. The Emergency Services, Police, and Public Works departments have planned for personnel 
and equipment readiness, deployment planning and expanded service deliveries. In addition, in 
accordance with City Council Resolution Number 99-95, Idormation Systems is completing 
equipment upgrades and evaluations ensuring Y2K compliance. 

3. Logistical support and coordination with other agencies has been arranged. 

4. City staff, in conjunction with the San Luis Obispo County Y2K Alliance, provided public 
information through Y2K awareness meetings, speakers and advertisements. The City provided 
hnanual support of the aforementioned countpwrde effort. 

ANALYSIS AND 
C CONCLUSION: 

Because of the City's readiness practices, many Y2K potential challenges and strategies have 
been addressed and practiced during training sessions. 

This readiness process utilizes both the City Council adopted Inadent for 
field operations and the ment Svstem (SElW) for the Emergency 
Operations Center's management team. 

Computer equipment, software, telephone equipment, radio equipment, pumps, vehicles and other 
electromechanical devices have been investigated and where necessary re-mediated or replaced. 
Additionally, backup systems have been designed and are in place in case of an unpredicted event. It 
is expected the calendar change to the year 2000 will have little or no impact on City services. 

Personnel awareness and staffing plans have been modified, as necessary, for New Year's Eve and 
about 72 hours thereafter. Communication systems have been tested and upgraded by the acquisition 
of a shared radio cache of 25 portable radios for emergency services, police and public works 
operations. These radios will be dedicated to the Emergency Operations Center's inventory at the 
new Public Safety Center. 

Attached are copies of Incident Management Position Duty Statements that are examples of ongoing 
revisions to the City's emergency plans. Each position identified in the City's Emergency 
Organizational Chart has a checklist to guide the person fillrng the position. Once an incident is 
determined to be of a slgnrEicant nature, the City's Emergency Operations Center (EOC) will be 
activated and positions filled, as needed, to manage the incident. This system does not require that 
each position be filled; rather, the supervisor will fill positions on an as-needed basis. 



POLICY 
REFERENCE: Paso Robles Municipal Code, Chapter 2.24, Section 2.24.010 

FISCAL IMPACT: Y2K staffing costs will be as follows (not including management hours): 

Emergency Services: $1,570 
Police: zero (based on stafhng patterns) 
Public Works: $1,974 
Information Systems: zero (on-call) 

OPTIONS: A. Review and retain this report. 
B. Amend, modify or reject the above option 



SEMS Multi Hazard Functional Plan Operations Section Coordinator 

OPERATIONS SECTION 
COORDINATOR 

PRIMARY: Chief of Emergency Services 

ALTERNATE: Emergency Services Operations Chief 

SUPERVISOR: EOC Direeto-r 

.* 
[7 Ensure that the Operations Section kc t i on  is camed out, including the coordination of 

response for Fire, Law, Medical/Health, Care and Shelter, and Public Works. 

Establish and maintain staging areas for incoming resources. 

Develop and ensure that the EOC Action Plan's operational objectives are camed out. 

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

[7 Exercise overall responsibility for the coordination of branchlgrouplunit 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 City's EOC Action Plan and coordinate all requests for mutual aid and 

- City of Puso Rohlcs 
1 1/96 



SEMS lMulti Hazard Functional Plan 

-Fire (Emergency 
Services) 

-Law Enforcement 
-Coroner 

-MedicaVHealth*** 
-Cue & Shelter .- -Public Works 

EOC DIRECTOR 
MANAGEMENT 

Field Units 
(ICS) 1 

* Liaison OfIicer- 
Agency Reps 

Legislative Liaison-- 

-Situation Status 
-Documentation 
-Damage Assessment 

(Buildin? & Safkty) 
-Advance Planning 
-Recovery Planning 
-Demobilization 
-Techcal Specialist 

-EOC Coordinator 
-Safety O a c e r  
-Security O a c e r  
-Public Information* 
-Legal Advisor 

LOGISTICS 7 
-Resources 
-Information Systems 

-Communica (ions 
-Computer Systems 

-Transportation 
-Personnel 

-Volunteers 
-Facilities 

ADMINISTRATION c 
--Cost Recovery 

Documentation 
-Time 
-Purchasing 
-Compensation/C laims 
-Cost Analysis 

*.\Iuv he organizer/ us u section or. hrcmch. 
**Ifall elmlmrs are ucrivated. a d e p u ~  will be appointed 

ro provrcle a manageable spml of conrrol. 
***.2bmia/lv coorditiaterl hv Corrrlh', hrrl (I /(>cc~/ coordinator 

7.sl 

City of Paso Rohles .\lcrncrgc~mmt Section - 1Vf-33 
11/96 



SEM.9 Multi Hazard Functional Plan O~erations Section Coordinator 

other operational resources. Assist in the development of the ACTION PLAN and approve ail 
i requests for Mutual Aid and other resources. 
* 

I 
w Cicv of Puso Rohles 

1 1/96 



SEMS MUM ~ a ~ a r d  ~ ~ n c t i o n c ~   an h e r d o n s  Section Coor&nator 

ACTION CHECKLIST 
Action Taken: Ttmc/Datc/Commenb 

Check-in upon anival at the EOC and report to the EOC 
. Director, -Identify yourselfas the Operations Section 

- Coordinator by putting on the vest with your'title. 

Read the h e  Action Checklist. 

If you are not familiar with standard EOC check-in 
procedures and duties, or with deactivation procedures, read 
the section "Generic E(X Check-in and Operating 
Procedures" that follows this checklist. 

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

Establish field communications with &med areas. 

Assign altemate Care & Shelter Branch Coordinator as 
required. 

Evaluate the field conditions associated with the emergency. 
Determine the resources committed and develop a briefing 
with the EOC Director. 

Determine the need to evacuate and issue evacuation orders. 
(CPG-2 09) 

0 1  Determine the need for In-Place Sheltering and issue 
notification orders. (CPC-236) 

I I In coordination with the Situation Status Unit of the 
Planningflntelligence Section, designate primary and alternate 
evacuation routes. for each incident. (CPG-210) 

't, 

9 
City of Paso Rohles Operations Section - 0- I I 
11/96 



SEMS MU& ~azarti ~~ncn*~nd Ran Overations Section Coordinator 

Display on maps the primary and alternate evacuation routes 
which have been determined for the incident: (CPC-211) 

Iden*, establish and maintain staging areas for Operations- 
related equipment and personnel. 

Share information and provide copies of documents relative 
to emergency with all Section Coordinators. 

Participate in the EOC Director's action planning meetings. 

Work closely with the.Planning/InteUigence Section 
Coordinator in thedevelopment of the EOC Action Plan. 

Coordinate and approve all requests for mutual aid and other 
operational resources. 

City of Paso Rohles 
11/96 

Operations Section - 0-12 



SEM.'i' ~IMulti Hazard Functionul Plan Operations Section Coordinator 

GENERIC EOC CHECK-IN AND OPERATING PROCEDURES 

Print your name on the EOC organization chart next to 
your assignment and open and maintain a position log. 
Maintain all required records and documentation to support 
the Mer-Action Repor& and-the history of the emergency1 
disaster. Document: 

Messages received 
[7 Action taken 

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

Pren'se in fonnatim is essential to meet requirements for 
possible reimbursement by State OES und FEiW 

Determine your personal operating location and set up as 
necessary.. 

Review your position responsibilities. Clarify any issues 
regarding your authority and assigment and what others. in 

9C 

1 
the organization do. 

Obtain a briefing on the extent of the Emergency from the 
Management Staff 

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

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

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. 

Carry out responsibilities of the Operations Section 
branchesigroupslunits that are not currently statTed. 

C'iy rf Puso Rohles 
11/96 



SE,bf,Y ,bfulti Hazard Functiunul Plan Operations Section Coordinator 

Activate organizational elements within your Section as 
needed and designate leaders for each element or combination 
of elements. 

C] Fire Branch 
C] LawBranch 
C] MedicaVHealth  ranch 
C] CareandShelterBranch 

Public Works Branch 

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

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

Current situation assessment. 
Identification of specific job responsibilities. 
Identification of co-workers within the job hnction 
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 filly operational. 

Review responsibilities of branches/groups/units in your 
Section. Develop plan for carrying out all responsibilities. 

Prepare work objectives for Section staffand make staff 
assignments. 

I ( 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 

- City of P(i.so Rohlrs 
1 1/96 



SEAMY i M ~ l t i  Hazard Functr'onal Plan Operat~otts .!kction C00rdhator 

or affect your Section operations. Provide information to 
appropriate brancheshnits. 1 

a 

Keep up to date on situation and resources associated with 
your: Section. Maintain current status and displays at all 
times. 

Brief the EOG Director on major problem areas- that- need or 
will require salutions. 

Provide situation and resources information to the Siruation 
Status Unit of the Planning/Intelligence Section on a 
periodic basis or as the situation requires. 

Establish operating procedure with the Information Systems 
Branch of the ~ogistics Section for use of telephone, data 
and radio systems: Make any priorities or special requests 
known. 

Make sure that all contacts with the media are %lly 
coordinated first with the Public Information Officer (PIO). 

'1 
a 

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. 

I I Prior to being relieved, hlly brief your relief on the status 
of the emergency, the Action Plan and all relevant 
information. Allow at least 15 minutes For the relieving 
process. Be certain to inform the EOC Director and :he 
EOC Coordinator, as well as all Section Chiefs that vou 
have been properly relieved and who relieved you. 

Deactivation 

Authorize deactivation of or_ranizntional elements 1.vithin 
your Section when they are no longer required. 



SEMS Mufti Hazard Functional Plan Operations Section Coordinator 

Ensure that any open actions are handled by your Section or 
transferred to other EOC elements as appropriate. 

Ensure that any required formsor reportsare completed 
priorto your release and' departure. 

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

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

Leave forwarding phone number where you can be reached. 

- City cf Puso Rohles 
11/96 

Operrrtions Section - 0- 16 



SEMS Multi Hazard Functional Plan Cost Recoverv Documentation unit 

COST RECOVERY 
DOCUMENTATION UNIT 

PRIMARY: As Assigned By FinancelAdministration 
Section Coordinator 

ALTERNATE: As Assigned By FinancelAdministration 
Section Coordinator 

SUPERVIS'OR: Finance/Administration Section 
Coordinator 

GENERAL DUTIES: 

Document information for reimbursement from the state and federal governments. 

0 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 relatiny 
to a disasterlemergency 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 a t  the onset of ilny disasterlemergency. Accnrnte ;lnd timely 
docurnentntion is essential to financial recovery. 

Fin crrr cLc// 1 rlr-n in istrotion .Ycc!ion - 1;- 1 9 



. - . - m s  OR- .---- - -, -- m N ,  epEART (cpc;r2n6;2~ 

*.\I* he u~yarirzc.tl us u secrrori or h~.coiclr. 
**lj'all t.1mrrtri.s are ucilvuirti. LI tleprrn* will he appoinieti 

io provitle a rnanayeahlr spun o/'coriirol. 
***.\i)~.nrtrllv co~)rrtir~are~t hc. ('oct~ins. hrti ( I  loc(11 ~.o~)~.(linuior 

EOC DIRECTOR 
MANAGEMENT 

* Liaison Otficer- 
Agency Reps 

Lrplawe Liaison--- 

-EOC Coordinator 
-Safety O%icer 
- S d t y  Officer 
-Public Intbrmation* 
-Legal Advisor 

I 
OPERATIONS** FINANCE1 

ADMINISTUTION 
PL,UVNINC/ 

INTELLIGENCE 

--Cost Recoven 
Documentar ion 

-Time 

-Fire (Emergency 
Szrvices) 

-Law Enforcement 

LOGISTICS 

-Situation Status 
-Documentat~on 
-Damage Assessment 

-Resources 
-h.formation Svstems 

-Communications 
--Coroner 

-MedicaVHealth* ** 
--Care & Shelter 
-Public Works 

Field Units 
(ICS) 

' "  

(Building & Safety) 
-Advance Pluming 
-Recovq Planning 
-Demob~lization 
-Tzchnical Specialist 

-Computer Systems -Purchasing 
-Trulsportation -Compensation/Claims 
-Personnel -Cost .Analysis 

-Volunteers 
-Facdities 



SEMS Multi Hazard Functional Plan Cost Recovery Documentation hinil 

V 

t 

City (,f' Paso Rohles Finun ceL. 1 ~lmirz isfrution .Section - F-170 



SEMS M I ~ M  H& Fundmal Hart Cost Recovery Documentation Unit 

ACTION CHECKLIST 
C 

Action Taken: TimtJDatclCommenta 

Check-in upon amvd at the EOC and report to the Finance/ 
Administration Section Coordinator. Obtain a briefing on 
the current emergency. IdentifL yourself as the Cost 
Recovery Documentation Unit Coordinator by putting on the 
vest with your title. 

Read the entire Action Checklist. 

If you are not fbdiar with standard EOC check-in 
procedures and duties, or with deactivation procedures, read 
the section entitled, "Generic EOC Check-in and Operating 
Procedures" that follows this checklist. 

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 officer with 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/lntelligence Section. 

Provide analyses, summaries and estimates of costs for the 
FhanceJAdministration Section Coordinator, EOC Director 
and the San Luis Obispo County Operational Area as 
required. 

I ( Work with EOC sections and appropriate departments to 
collect all required documentation. 

I 
1C 

City of Paso Robies FinuncdAdministration Sectim - F-21 
11/96 



SEMS ~ v k i  ~ a t a r d  ~ ~ n ~ i i ~ m r r l  ~ k u r  Cost Recovery Documentation Unii 

Receive and allocate payments. 

Organize and prepare records for ha1 audit. 

Prepare recommendations as necessary. 

City of Pasu Robles 
11/96 

Finan~WAclministratinn Section - F-22 

dm6 



.SEiPILS ,VIulti Huzard Fun ctionul Plan Cost Recovery Documentation (Init 

i GENERIC EOC CHECK-IN .AND OPERATING PROCEDURES 

Print your name on the EOC organization chart next to 
your assignment and open and maintain a position 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 requirementsfor 
possible reimbursement hy State OES und FE.W 

Determine your personal operating location and set up as 
necessary. 

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

I ( Obtain a briefing on the extent of the Emergency 60m the 
field command post(s) and brief the Finance/Administration 
Section Coordinator. 

Ensure that all required supplies are available and equipment 
is working properly (phones, radios, forms, lists, maps. etc.) 

Ascertain if all key Cost Recovery Documentation Unit 
personnel are in the EOC or have been notified. 

Activate elements of your Branch, establish work area. assign 
duties and ensure Branch journalllog is opened. 

- 

1 Carry out responsibilities for elements that are not currently 
staffed. 

I( Ensure tha t  311 on-duty Cost Recot-ery Docun~entntion Unit 

- 
City r,f Priso Hoh1c.s Fiilunc.c/.~lilmirtistrrrtion .Srcriorr - F-2.; 
11/06 



SEilL9 ;bfulti Huzurd Functional Plan Cost Recoverv Docrrmerttation Unit 

personnel have been alerted and notified of the current 
situation. 

Ensure that all off-duty Cost Recovery Documentation Unit 
personnel have been notified of call-back status (when they 
should report), in accordance with current department 
emergency procedures. 

Ensure that all Cost Recovery Documentation Unit personnel 
have completed status check on equipment, facilities and 
operational capabilities. 

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

Based on the situation as known or forecast, request 
additional resources through the Logistics Section or 
established ordering procedures, as needed. 

Ensure that all your incoming BranchIUnit personnel are fully 
briefed. Briefings should. include: 

? 
'Ir 

Current situation assessment. 
Identification of specific job responsibilities. 
Identification of co-workers within the job hnction 
andlor geographical assignment. 
Availability of cornrnunications. 
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. 

fi Develop a plan for your Branchiunit operations and suppon 
of field operations as requested. Assign specific 
responsibilities. 

I 
- - 

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



SEiklS ;Multi Hazard Funchonul Plan Cost Recovery Documentation or it 

Obtain regular briefings from tield command post(s) 
i 

Keep the Finance/Administration Section Coordinator advised 
of your BranchJUnit status and activity and on any problem 
areas that now need or will require solutions. 

Establish operating procedures with the Information Systems 
Branch 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. Verifi 
information where questions exist. 

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

Conduct periodic briefings for your Branc Wnit .  Ensure they 
are aware of priorities. Ensure tield forces are advised of the 

I location of shelters, first aid facilities, casualty collection 
* points, and other facilities that may be established. 

Refer all media contacts to your Section Coordinator. 

I( Be prepared to participate in the EOC Director's action 
planning meetings and policy decisions if requested. 

2 3  Assist in the preparation of the ACTION PLAN 

Ensure that all your BrancWUnit personnel and equipment 
time records and record of expendable materials used are 
provided to your Section Coordinator at the end of each 
operational period. 

Prior to being relieved. %lly brief your relief on the status of 
the emeryency, the Action Plan and all relevant in formation. 
.-\llocv at least 15 minutes for the relieling process. Be 
certain to inform :he Planningilntclli~cnce Sec:icn 
Coordinator as well as the pe:.sonnc.l I;OLI .;ilper\,.ise  lint !.(?!I 



SEiPlS Ibfulti Haiurtl Func*rionul Plan Cost Recovery Ducz~rnmtation Unit 

have been properlv relieved and who relieved vou. 

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 Finance1 
Administration Section Coordinator or EOC Director. 

Leave forwarding phone number where you can be reached. 



S EiC1.S ~Multi Hazard Functional P!WI Pianningflntel&en ce Section Coordinator 

PLANNINGIINTELLIGENCE 
SECTION COORDINATOR 

PRIMARY: Community Development Director 

ALTERNATE: 1. Housing Program Manager 
2. Building Official 

SUPERVISOR: EOC Director 

/ 
I GENERAL DUTIES: 

Ensure that the PlanningIntelligence function is pertbrmed consistent with SEiClS 
Guidelines, including: 

Collecting, analyzing and displaying situation information. 
Preparing periodic situation reports 
Initiating and documenting the City's .Action Plan and After-.Action Report. 
Advance planning. 
Planning for demobilization. 
Providing Geographic Information Services and other technical support services to the 
various or2anizational 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 branchesi~roupsl~lnits as dictated by the situation 

Exercise overall responsibility for the coordination of branch/group;unit activities ~cithin the 
Section 



SEWS ~Uulti H a d  Functiund Plan 

. - - m s  OR- ..--- -.A--. 
'Em%\ C A R T  (CPGLXX~) 

4 

INTELLIGENCE AD MINISTIUTION 

EOC DIRECTOR 
I W A G E M E N T  

-Fire (Emereencv 
Savices) 

-Law Enforcement 
--Coroner 

-!MrdicaliHealth*"* 
-Care Sc Shelter .- -Public Works 

' Li&m OtEccr- 
Agency Reps 

Legislative Li- 

-Situation Status 
-Documentation 
-Damage X.iseJsment 

( Bullding t Safety) 
-.Advance Plvlning 
-Recovery Planning 
-Demobilization 
-Technical Specialist 

-EOC Coordinator 
-Safety Officer 
-.smrityOtficer 
-Pub tic Intormation* 
-Legal Advrsor 

-Resources 
-Wonnation Svstems 

--Communicat~ons 
--Computer Svsrems 

-Trmsponanon 
-Perso~el 

-Volunteers 
-Facilities 

Field Lmts 



. S E i ~ ~  ,MU w ~ a ~ 1 r d  F U I I & ~  plan Phninflnteil igence Section Coordinator 

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

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



SEMS Multi Hazard Functional  an Piannindntelli~ence S d 0 n  C00~dirrator 

ACTION CHECKLIST 

Action Taken: Time/Date/Commeats 

Check-in upon arrival at the EOC and report to the EOC 
Director. Iden* yourself ,as the Planningllntelligence 
Section Coordinator by putting on the vest with your title. 

Read the entire Action Checklist. 

Lf you are not familiar with standard EOC check-in 
procedures and duties, or with deactivation procedures, read 
the section entitled, "Generic EOC Check-in and Operating 
Procedures" that follows this checklist. 

Obtain and- review major incident reports and other reports 
fiom adjacent areas that have amved at the EOC. 

I I Direct the Situation Status Unit leader to initiate collection . -  
and display of sigmficant.disaster events. 

Direct the Documentation Unit leader to initiate collection 
and display of disaster information. 

I Evaluate the need for Critical Incident Stress Debriefing for 
all affected personnel, victims and bystanders. Arrange 
debriehgs through the Personnel Unit of the Loejstics 
Section. 

I I Develop situation analysis information on the impact of the 
emergency from the following sources: 

City of Paso Roblesl San Luis Obispo County Fire 
Department 
City of Paso Robles PoliceISan Luis Obispo County 
Sheriffs Department 
City of Paso Robles Public Works Department 
City of Paso Robles Recreation Department 
City of Paso Robles School Districts 
San Luis Obispo Regional Transit 

- "t 
City of P m o  Rohles 
11/96 



• Red Cross, San Luis Obispo County Chapter 
Disaster Communications Services @CS) 
Media (Radio and Television) 

Ensure that pertinent disasterlemergency information is 
disseminated through appropriate channels to response 
personnel, City EOC sectioii staff: City departments, San Luis 
Obispo County Operational Area via the San Luis Obispo 
Sheriffs Station EOC or Watch Commander and the public. 
(Cffi- 70) 

Review and approve reconnaissance, City status and 
safetyldarnage assessment reports for transmission by the 
Situation Status Unit to the San Luis Obispo County 
Operational Area via the San Luis Obispo Sheriffs Station 
EOC or Watch Commander. 

Working with the EOC Management Team and the 
Documentation Unit, prepare an EOC Action Plan to identlf) 
priorities and objectives. 

Assemble information on alternative strategies. 

Identfy 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, includins 
analysis and forecast of incident potential. 

Ensure coordination of collection and dissemination of 
disaster information and intelligence with other sections 

I) Begin planning for recovery 

i 
w 

City of Pmo Rohles Plun ning/Intelligen ce .kction - P- 1 7 
11/96 



GENERIC EOC CHECK-IN AND OPERATING PROCEDURES 

Print your name on the EOC organization chart next to 
your assignment and open and maintain a position log. 
Maintain all required records and documentation to support 
the After-Action Report and the history of the emergency1 
disaster. Document: 

17 Messages received 
Action taken 
Decision justification and documentation 
Requests filled 

[7 EOC personnel. time on duty and assi-ments 

Precise information is essential to meet requirements for 
possible reimbursement by State OES und FEW1 

Determine your personal operating location and set up as 
necessary. 

Review your position responsibilities. ClarifL any issues 
regardine your authority and assignment and what others in 
the or_ganization do. 

Obtain a briefing on the extent of the Emergency from the 
Management S t d .  

Set up your Section work station. including maps and status 
boards. Use your EOC Section materials and on-site supplies 

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

I I Confirm that all kev Planninsy'Intelligence Section personnel 
or alternates are in the EOC or have been notified. Recall the 
required staf members necessary for the emersency. 

1- Carry out responsibilities of the Planningllntelli~ence Section 
branches/groupsiunits that are not currently statfed. 



Activate organizational elements within your Section as 
needed and designate leaders (primary and alternate) for each 
element or combination of elements. 

Situation Status Unit 
Documentation Unit 
Darnase hsessrnent' cnit 

(7 Advance Planning Unit 
Recovery Planning Unit 
Demobilization Unit 

[7 Technical Specialist 

Request additional personnel for the Section to maintain a 34- 
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 withn the job function 
andor ~eogaphical 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 ~vhen your 
Section is h l l y  operational. 

Review responsibilities of branches/groups/units in your 
Section. Develop plan for carpiny out 1111 responsibilities 

Prepare work objectives for Secrion staff and make staff 
assignments. 

1 1 From the Situation Status Unit o f  rile Plannin~.lri~e..iligenct. 
Section. obtain and review rnaior inciderit i-eports ilnd 

addiricnnl lieid operntiorinl inti~riliation [ha: may pennil1 i o  >!r 



SE.)-IS .VU /ti H U C U ~  Funcrionul P ! U ~  Planning/rnte!!igrnce Section Coordinator 

affect your Section operations. Provide ~nr'ormatlon to 
appropriate branchesiunits (THIS IS OPiE OF YOL R .... 
LKITSI MAKE CERTXIB THEY ARE PROVIDWG THIS 
NFORh/IATION! !) 

Keep up to date on situation and resources associated ~ v i t h  
your Section. Maintain cuhent status and displavs 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 Plannin_dntelligence Section on a periodic 
basis or as the situation requires. (TMS IS ONE OF YOLR 
LNTS! MAKE CERTAIN THAT OTHER SECTIONS 
.W PROVIDtNG THIS INTORMATION!!) 

Establish operating procedure with the Information Systems 
Branch of the Lopjstics Section for use of telephone. data and 
radio svstems. Make any priorities or special requests known. 

- 
Make sure that all contacts with the media are h l l y  
coordinated first with the Public Information Officer (PIO). 

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. 

I ( Prior to being relieved. Fully brief your relief on the status 
of the emerzencv. the .Action Plan and all relevant 
information. .Allow at least 15 minutes r'cr the relievinz 
process. Ensure that your relief reads and understands the 
checklists. Be certain to inform the EOC Director and the 
EOC Coordinator, as well as all Section Chiefs that vou 
have been properly relieved and who reiieved you. 



Deactivation 
I 
1 

1Lr 

.Authorize deactivation ot'organizational elements ;+irhin 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 .Alter-Action Report 

Deactivate your Section and close out loss when ~uthorized 
by the EOC Director. 

Leave Forwarding phone number where you can be reached. 



SEMS Mufti H-d Functional Plan Logistics Section Coordinator 

LOGISTICS SECTION 
COORDINATOR 

P R I W Y :  Director of Public Works 

ALTERNATE: 1. City Engineer 
2. Street Superintendent 

SUPERVISOR: EOC Director 

GENERAL DUTIES: 

Ensure the logistics hnction is carried out consistent with SEMS guidelines, including: 

Resources management and trackmg. 
Managing all radio, data and telephone needs of the EOC. 
Coordinating transportation needs and issues and the Disaster Route Priority Plan. 
M a n a p g  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 branches/groups/units as dictated by the situation. 

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

C] Coordinate the provision of logistical support for the EOC 

City of Paso Rohles 
11/96 

I.o,yistics Section - I,- I 0 

3/28 



SEMS ~Multi Hazard Functional Pfm 

-* Ci'v of Puso Rohles 
11/96 

EOC DIRECTOR 
IWAGEMENT 

.\ltrn t rgcw~mt  Section - .C/-33 

* Liaison Otticer- 
Asency Reps 

Lzplative Liaiso- 

-EOC Coordinator 
-Sdety Officer 
-Security Otficer 
-Public Information* 
-Legal Advlsor 

I 

Field Units 
(ICS) 

PLANNING/ 
INTELLIGENCE 

-Situation Status 
-Documentation 
-Damage hsessmenr 

(Building & Safety) 
-Advance Planning 
- R m v ~  Pl&g 
-Demobilization 
-Technical Specialist 

LOGISTICS 

-Resources 
-Cnformation Svstems 

-Communications 
--Computer Systems 

-Transportation 
-Personnel 

-Volunteers 
-Fac~lities 

OPERATIONS** FINANCE1 
ADMIMSTRATIO N 

--Cost Recovery 
Dwummtation 

-Time 
-Pure hasing 
-Compeasation/Claims 
-Cost Analysis 

- 

-Fire (Emergency 
Services) 

-Law Enforcement 
--Coroner 

-MedicallHedth* * * 
--Care & Shelter 
-Public Works " 



SEMS ~Multi Hazard Functional Plan Log&h'cs ,!kction Coordinator 

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. 

City I$ Paso Rohles 
I 11'96 

I,oq$stics Section - 1,- I I 



ACTION CHECKLIST 

A- -~~ ~~ 

Check-in upon arrival at the EOC and report to the EOC 
Director. Identify yourself the Logistics Section 
Coordinator by putting on the vest with your title. 

Read the entire Action Checklist. 

If you are not familiar with standard EOC check-in 
procedures and duties, or with deactivation procedures, read 
the section errtitled, "Generic EOC Check-in and Operating 
Procedures" that follows this checklist. 

Ensure the Transportation Unit has disseminated data 
regarding transportation assets and evacuation routes as well 
as the reestablishment of travel routes to appropriate 
Branched Units. 

From Planning/htelligence Section Coordiraator, obtain and 
review major incident reports and additional field operational 
information that may pertain to or affect your Section 
operations. Provide information to appropriate 
branches/units. 

Evaluate the need for Critical Incident Stress Debriefing for 
all affected persome4 victims and bystanders. Ensure that the 
Personnel Unit is prepared to conduct debriefings. 

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 al l  
times. 

Provide briefing to the General StaEon operating procedure 
for use of telephone, data and radio systems. 

4 

City of Paso Robles Logistics Section - L-12 
11/96 

3-53 



S M  Mufti H m  Fiundhtal Rau Logh$ics section coordfnator 

E w e  that your Section logs and files are maintained. 

Ensure internal coordination between branch/group/unit 
leaders. 

Update status information with other sections as appropriate. 

Meet with F h A M s t r a t i o n  Section Coordinator and 
review financial and administration support needs and 
procedures. Determine level of purchasing authority to be 
delegated to Logistics Section. 

Following action planning meetings, emure 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 San Luis Obispo County Operational Area Logistics 
Coordinator apprised of overall situation and status of 
resource requests via the San Luis Obispo SherifFs Station 
EOC or Watch Commander. 

B - 
City of Paso Rubles Logrogrstics Section - L- 13 
11/96 



SEAPLY ~Wulti Hazard Functicmal Plan Logistics SectiO?t Coordinator 

GENERIC EOC CHECK-IN AND OPERATING PROCEDURES 
I 

w 

Print your name on the EOC organization chart next to 
your assignment and open and maintain a position log. 
Maintain all required records and documentation to support 
the After-Action Report and the history of the emergency1 
disaster. Document: 

Messages received 
Action taken 

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

Precise informution is essential to meet requirements for 
possible reimbursement by State OES and FEiPtl 

Determine your personal operating location and set up as 
necessary. 

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

Obtain a briefing on the extent of the Emergency from the 
Management Staff. 

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

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

Confirm that all key Losistics Section personnel or alternates 
are in the EOC or have been notitied. Recall the required 
staff members necessary for the emergency. 

Carry out responsibilities of the Logistics Section branches1 
yroupsiunits that are not currently staffed. 



SEiblLP ibfulti Huzurcl Funcnonal P!an Logistics Section Coordinator 

Activate organizational elements within your Section as 
needed and designate leaders for each element or combination a 

1 

of elements. 

Resources Unit 
Information Systems Branch 

~ommunications Unit 
Computer Systems Unit 

Transportation Unit 
Personnel Unit 
Procurement Unit 
Facilities Unit 

Assign Primary and Secondary Unit Coordinators for any 
elements from the following list that have been activated: 

Resources Unit 
Information Systems Branch 

(7 Transportation Unit 
Personnel Unit 

17 Procurement Unit 
(7 Facilities Unit 

UI 

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

I 1 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 hnction 
andlor 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. 



SEMY :Mufti H a u d  Func.tional Plan L ogistics Section Coo dinat0 r 

Inform the EOC Director and General Stafwhen your 
Section is hlly operational. 

Review responsibilities of branches/groups/units in your 
Section. Develop plan for carrying out all responsibilities. 

Prepare work objectives for Section staff and make staff 
assignments. 

From the Situation Status Unit of the Planning'lntelligence 
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 branches/units. 

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 procedures with the Information Systems 
Branch of the Logistics Section for use of telephone, data and 
radio systems. Make any priorities or special requests known. 
(THIS IS ONE OF YOUR BRANCHES!! E N S L . .  T W T  
ALL SECTIONS ARE CObPLYING WTTH THIS 
CHECKLIST I E M !  ! !) 

/ Make sure that all contacts with the media are h l l y  
coordinated first with the Public Information Officer (PIO). 

I 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 Financei 
Administration Section at the end ofeclctl operational period. 



SElklS iM~lt i  Huzurrl F~lnctional Plan Lo~ktics Section Coordinator 

Deactivation 

Prior to being relieved, h l ly  brief your relief on the status 
of the emergency. the Action Plan and all relevant 
information. ,Ulow at least 15 minutes for the relieving 
process. Be certain to inform the EOC Director and the 
EOC Coordinator, as well as all Section Chiefs that you 
have been properly relieved and who relieved you. 

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 loss when authorized 
by the EOC Director. - 1 

Leave forwarding phone number where you can be reached. 


