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1. [bookmark: _bookmark0]References.

a. AR 525-2, The Army Protection Program, 8 December 2014
b. AR 525-27, Army Emergency Management Program, 29 March 2019
c. D0DI 2000.21, Support to International CBRN incidents, 5 April, 2016
d. JP 3-29, Foreign Humanitarian Assistance, 3 Jan 2014
e. DODD 5100.46, Foreign Disaster Relief, 6 July 2012
f. DODI 6055.17, DOD Installation Emergency Management (IEM) Program, Change 1, 19 November 2010
g. OPORD 16-001:  U.S. Army Installation Management Command Force Protection
h. United States Army Garrison Wiesbaden (USAG Wiesbaden) Installation Emergency Management Plan 2019

2. [bookmark: _bookmark1]Purpose. The purpose of this SOP is twofold:

a. To provide guidance concerning EOC activation, staffing positions, operation, and common actions that must be accomplished by all EOC personnel.

b. To provide guidance to EOC Command/Command Staff, Section Chiefs, and selected section personnel on how the EOC shall support the on-scene Incident Commander (IC) and the Incident Command Post (ICP) Section Chiefs. This guidance includes how to conduct incident action planning in an Army OCONUS installation environment, with the end result of developing formal Incident Action Plans (IAPs).

3. [bookmark: _bookmark2]Emergency Response Objectives.  For later guidance in this SOP to be meaningful on the “mechanics” of EOC planning, response actions, and general operations, it is important to first understand emergency response objectives.

a. Primary Objectives. Reference (g) provides the Primary Objectives of the Commander, Installation Management Command (IMCOM) Force Protection (FP) Program.  To more easily grasp what these Primary Objectives translate into at the installation level, they can be thought of as the initial IC’s Incident Objectives and the Garrison Commanders (GC) intent. The Primary Objectives are:

(1) Provide comprehensive protection for all personnel against all natural, technological, and manmade hazards.

(2) Sustain critical operations during an emergency

(3) Maintain and/or restore essential operations and essential services post-incident

b. Incident Objectives. The on-scene IC is the initial individual responsible to accomplish many of the Primary Objectives and Key Elements of Response discussed in paragraph 4, below.  These objectives and elements are a part of the Incident Objectives, which in turn are part of the Incident Action Plan (IAP).  Incident Action Planning and the IAP are discussed in paragraph 16.  Incident Objectives must be “S.M.A.R.T.”:  

· Specific
· Measurable
· Action-oriented
· Realistic
· Time-sensitive

c. Depending on the nature of the incident and its severity/complexity (e.g. Type 1 - 5 incident—see paragraph 5), the IC may need assistance from the EOC to fully accomplish Incident Objectives and to formally develop the IAP.

4. Key Elements of Response. It is important to understand which elements of emergency response most influence whether or not a response effort is successful.  The Priority Objectives are accomplished by executing many actions; however, the most important actions/systems/capabilities are noted below.  These are termed Key Elements of Response.  If performed promptly and effectively, they will minimize personnel and infrastructure loss more than any other response actions/systems/capabilities.

a. Public awareness (e.g., “Ready Army,” a program implemented in the Preparations mission areas vice used in the Response mission areas)

b. Mass warning and notification [e.g., public address announcements, computer-aided messages, Emergency Public Information (EPI) dissemination, AFN broadcasts]

c. Trained and equipped first and emergency responders [e.g., on-scene: Security Forces, Fire & Emergency Services, Deutsche Red Cross (DRK), explosive ordnance disposal (EOD), Public Works, EOC]

d. Mass Care [e.g., sheltering-in-place, evacuation/Noncombatant Evacuation Operations (NEO) to Safe Havens/Repatriation Sites, Animal Care, Special Needs, and Volunteer and Donations Management].

e. Command and Control (e.g., ICP, EOC)

f. Definitive medical care (e.g., hospitals, on-site triage.

5. Types of Incidents. There are five commonly accepted incident types used by federal and Department of Defense agencies, based on level of complexity.  These types are generally used to make decisions about resource application.  These agencies may use this terminology when interfacing with an installation if the incident affects both the installation and the surrounding community. 

a. Type 5 Incidents can be handled with one or two single resources and no more than six responders.  The ICP is usually manned by only the Incident Commander.

b. Type 4 Incidents require more personnel and resources than a Type 5 incident.  The ICP is manned by Command Staff and Section Chiefs on an as-required basis.

c. Type 3 Incidents require some or all ICP Section Chiefs as well as selected Division/ Group Supervisors and Unit Leaders. A significant number of installation resources are required to respond to the incident.  The EOC may be activated, although with only selected personnel.

d. Type 2 Incidents require most or all ICP Section Chiefs as well as Division/Group Supervisors and Unit Leaders.  Generally an EOC is activated and partial staffing is used.  Type 2 incidents require resources and capabilities beyond that normally available to the installation (e.g., regional).

e. Type 1 Incidents require resources and capabilities beyond those normally available to the installation (regional and/or national).  An EOC would be fully activated and staffed.

IAW reference (f), the USAG Wiesbaden Emergency Management Program is designed to provide the necessary organization, planning tools, training structure, equipment issue and maintenance methodology, exercise program, and sustainment guidance to properly identify, evaluate, prepare for, mitigate the potential effects of, respond to, and recover from small (Type 5) to moderate (Type 3) scale events within the jurisdiction of USAG Wiesbaden.  Serious incidents (Type 1 and 2) exceed internal capabilities and require significant Host Nation resources.

6. Incident Response Operational Period.  The Operational Period is agreed to by the IC at the ICP, the EOC Director, and approved by the Garrison Commander.  The length of an Operational Period is driven by the time required to meet initial objectives then by anticipated duration.  For instance, a daylong but relatively minor incident can be responded to using a single IAP (hence a single Operational Period); whereas a complex, rapidly changing incident may require an IAP every 8 hours.  Thus, three Operational Periods within a 24-hour period may be required until this incident is under control.

7. Incident Management Response.  USAG Wiesbaden Incident Management Response is shown in Figure 1 below.
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8. EOC Activation.

a. The EOC is activated in anticipation of, or in response to, disasters or emergencies that exceed the capabilities of any one organization or for incidents requiring the coordinated efforts of multiple entities to effectively respond.

b. The following personnel are authorized to activate the EOC.

· Garrison Commander   
· Deputy Garrison Commander
· Director S-3/5/7

c. The EOC is activated utilizing Alert! and/or alert rosters maintained in the GOC.  Upon notification that the EOC has been activated, designated personnel will report to the EOC (Bldg. 1205, Room 201) unless otherwise directed at time of notification.

[image: ]
Figure 2 – Flow of Communication to Activate the EOC


9. Levels of Activation.

· Level One – Increased  Readiness/Minimum activation: The EOC is activated by two or more people to collect the data on the situation, release public information if needed, and call other staff to the EOC if the situation escalates.  It may also involve the final, wind-down stages of a larger event.

· Level Two – Partial activation: The EOC is activated, but only some of the positions are filled.  This may involve a smaller emergency that a limited number of responders can handle.  It might involve the early stages of an expanding disaster, or it might involve the late stages of a response prior to deactivation of the EOC.

· Level Three – Full activation: The EOC is activated and all or most of the positions are filled.  This involves an emergency requiring community-wide response effort and/or resources above and beyond internal capabilities.

	Activation Level
	EOC Staffing
	Activities

	Level One
	Minimum Staffing

- Emergency Operations Manager or assigned representative
- Planning Section Chief
- Operations Section Chief

(or as determined by the EOC Manager)
	
· Situational Awareness
· Common Operational Picture Development
· Hazard Prevention mission area actions

	Level Two
	Partial Staffing

- All Section Chiefs
- Branches and Units as appropriate for situation
- LNOs as appropriate
	· Analyze intelligence/threat
· Common Operational Picture Development
· AT Response mission area actions
· Hazard Response mission area actions

	Level Three
	Full Staffing

- All EOC positions
	· Analyze intelligence/threat
· Common Operational Picture Development
· AT Response mission area actions
· Hazard Response mission area actions


Table 1 - Minimum Staffing per Activation Level

10. Emergency Operations Center Site Diagram and Staffing.  The primary location for the USAG Wiesbaden EOC is in Building 1205, room 201.   Each agency should be prepared to staff multiple shifts (designate primary, alternate and backups).  Agencies with staffing responsibilities include:

· S-3/5/7
· DES
· DPW
· LRC
· DFMWR
· Medical Clinic
· PAO
· SJA
· RMO
· DHR
· Other Liaison officers as dictated by situation
[image: ]FINANCE/ADMIN
PLANS
LOGISTICS


Figure 3 – USAG Wiesbaden EOC Site Diagram and Staffing

11. Emergency Operations Center Organization.  The USAG Wiesbaden EOC operates under the management of the EOC Director and consists of Operations, Planning, Logistics, and Administration/Finance Sections.

[image: ]  

Figure 4 – EOC Organization

12. Reporting Instructions.

· Report to the EOC in accordance with timeline and instructions provided.
· Log on to computers and email accounts with CAC.
· Log on to WebEOC application (https://eoc-wiesbaden.eur.army.mil/eoc7/)
· Select appropriate WebEOC incident and your position.
· Open Incident Sign-in/Sign-out and “Sign-In”
· Open your Position Log and make entries as required.
· Review WebEOC Boards (COP, SIGACTS, Casualties, Tasking, RFI) and Consolidated Log
· Update your available critical resources
· Establish telephone contact with back-in-office personnel (as required)
· Prepare to receive initial COP brief from EOC Director.
· Obtain battle books/SOPs/Checklists and review any procedures required to do your job.
· Each EOC position should maintain their own SOPs and checklists
· Position Checklists can also be found on the shared drive under EOC/Position Checklists
· Prepare reports and submit as directed (PERSTAT, Critical Resource, FPCON, etc.)

13. EOC Staff Duties and Responsibilities.  

a. EOC Director.

· Assess situation and determine whether EOC activation is necessary; make recommendation to Garrison Commander.
· Determine incident objectives/strategy and EOC staffing needs in conjunction with key leadership personnel.
· Approve and authorize implementation of the Incident Action Plan if required.
· Ensure planning meetings are scheduled as needed.
· Ensure EOC staff is briefed regularly on status of the emergency/incident.
· Provide Commander’s Update Brief as coordinated with Garrison Commander.
· Oversee community response actions.
· Keep Region apprised of emergency situation.
· Route any unmet emergency needs through the Regional Operations Center
· Order demobilization of the EOC when appropriate.

b. EOC Facility Staff (S-3/5/7 Operations).

· Open EOC and ensure EOC equipment and supplies are in place, sufficient, and functional.
· Ensure the EOC is secured.

c. Planning Section Chief.

· Overseeing all data gathering and analysis regarding incident operations and assigned resources.
· Providing analysis/prediction of incident impact.
· Integrating this information/analysis into the IAP for each Operational Period and other supporting information (e.g., maps, weather forecasts).
· Developing alternative strategies and contingency plans.
· Overseeing preparation of Demobilization Plan.

d. Operations Section Chief.

· Managing all strategic activities in support of ICP tactical activities.
· Developing the EOC Operations Section portions of the IAP.
· Supervising the execution of the EOC Operations Section portion of the IAP.

e. Logistics Section Chief.

· Logistical Section input into the IAP.
· Facilities.
· Transportation.
· Communications.
· Supplies.
· Equipment fueling and maintenance.
· Food services for responders and displaced persons, including bulk distribution if required.
· Tracking patient status, medical logistics.
· Coordinating Mass Care aspects of the incident (Safe Havens, sheltering-in-place, volunteer and donations management)

f. Admin/Finance Section Chief.

· Managing all financial aspects of the incident.
· Providing financial and cost analysis information.
· Determining the need to set up and operate an incident commissary.
· Ensuring personnel and equipment time records are accurately completed.

14. EOC Roles and Functions.  

a. Role 1: The overarching EOC role is to support the IC.  Other major roles listed below assist in supporting the IC as well as Department of Army and local control centers and the general public.  Functions that are carried out under these roles are also listed below.  Execution of these functions supports accomplishment of the Primary Objectives and Key Elements of Emergency Response.  In doing so, the Garrison Commander’s Intent is also implemented.

b. Role 2: Gain, maintain, and transmit Situational Awareness and a Common Operating Picture through maintenance and application of WebEOC. Obtain/Log/Disseminate/ Display/Notify:

(1) Commander’s Critical Information Requirements (CCIRs)/Other Information Requirements (OIRs) are specific types of information or events that trigger notification of higher headquarters. Most of this information is generally collected prior to a decision to activate the EOC, but in addition, the information can be used to decide whether to issue a formal Emergency Declaration. CCIRs/OIRs can be unclassified, classified, or both.

(2) Essential Elements of Information (EEIs): EEIs are compilations of information needed by the IC and EOC to enable decision making and incident action planning. 

(3) Other information pertinent to the incident: Obtaining CCIR/OIR and EEI information allows tactics to be developed that apply functional capabilities to execute specific response actions (e.g., sheltering-in-place, evacuation to Safe Havens).

(4) Notify senior, subordinate, tenant commands, and host nation/local agencies [e.g., Situation Reports (SITREPs), emergency declarations].

c. Role 3: Coordinate with the Installation Command Center, Installation Command Post, MP/Fire Dispatch, EOC Field Observer, higher headquarters, tenant commands, host nation/local agency control centers, and the public. 

d. Role 4: Provide Operations, Logistical, Planning, and Admin/Finance support.

e. Role 5: Develop the IAP, next Operational Period, contingency, and long-term planning. 

f. Role 6: Document the incident and ICP, EOC, and higher headquarters actions.

g. Role 7: If appropriate or tasked, the EOC may have an additional role of assisting in carrying out Foreign Consequence Management (FCM) objectives.

15. Incident Response Communication Plan.  

a. Initial communications with host nation is through landline

b. For on-scene communications, there is an exchange of LMRs from Host Nation and U.S. (Key Personnel)

c. Incident Command Post (Joint) is typically co-located

d. Phone rosters are located at each ICC and the EOC for Key Personnel along with alert/recall roster

e. Mission partner units will be able to use organic communications

f. Installation Command Centers are activated Force Protection Centric Incidents

[image: ]Figure 5 – Incident Response Communication Plan
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Figure 6 – Flow of Communication with EOC


16. Incident Action Planning.  All installations are mandated by references (b) and (f) to use the Incident Command System (ICS). In accordance with ICS, the on-scene IC and EOC use the “Planning P” (figure 7) process for incidents which will exceed one Operational Period (typically, Type 1, 2, and Type 3 incidents) or for hazardous materials (HAZMAT) incidents involving materials above Occupational Safety and Health Administration “reportable quantity” limits.

[image: ]
Figure 7 – Planning Process

a. Once the incident begins, the steps are Notification and Dispatch of First and Emergency Responders, Initial Response and Assessment, and Incident Briefing using ICS 201. This first IC 201 is shared (generally verbally) with the EOC to facilitate developing situational awareness (ICS 209), a common operating picture, and development of Incident Objectives in an ICS 202 form.

b. The initial ICS 201 is the “default” IAP for the initial response and remains in force until the incident’s first “formal” IAP is approved by the IC and EOC at the end of the first Operational Period.

c. The actions in the color-shaded portions of the “Planning P” are completed for the initial and all subsequent Operational Periods. For each succeeding “Planning P” cycle, a revised IAP is co-developed by the Incident Commander/EOC.

d. Planning P Meetings and Briefings. 

(1) Incident Briefing.  During the initial response, a briefing by the IC provides the basic information regarding the incident situation, initial Incident Objectives, and the resources allotted to the incident. This briefing usually is verbal and not written formally into ICS 201 or 202 forms. An ICS 209 Incident Status Summary can also be used although it is more likely that the ICS 209 will be developed by the EOC following the Incident Briefing. The IC’s initial ICS 201 and 202 are the “default” IAP for the initial response and remain in force until the incident’s first “formal” IAP is jointly developed by the ICP and EOC in the first Operational Period.

Lead:			Initially: IC (telephone or radio)
Subsequently: ICP and EOC Ops Chiefs (or EM)
Attendees:	Initially: IC, ICP Section Chiefs, and the IOC (telephone or radio). The IOC watch officer should use a blank ICS 201 to record information.
Subsequently: ICP Section Chiefs, EOC staff
Agenda:	Using IC’s ICS 201, 202:
1. Situation noting extent of impact, exposures, and safety concerns
2. Initial Incident Objectives and priorities
3. Initial tactics
4. Current organization
5. Resource assignments
6. Resources en-route and/or ordered
7. Facilities established
The IC’s ICS 201 should be sent to USAG Wiesbaden, USAREUR COIC and IMCOM-E.

(2) Situational Awareness/Common Operating Picture Meeting.  This short-duration meeting is held soon after the Incident Briefing when weather forecast information, maps, and other necessary data are obtained for situational awareness and development of a Common Operating Picture (COP).

Lead:			EOC Planning Section Chief
Attendees:	ICP Planning Section Chief (telephone or radio) and CHOPS, Threat Working Group (TWG)
Agenda:	Using ICS 201, 202, and 209, develop the following for use in the Incident Objectives Meeting:
1. Situational Awareness
2. Common operating picture
3. Probable Incident Objectives

(3) Objectives Meeting.  This meeting finalizes the development of S.M.A.R.T. Incident Objectives (ICS 202) that include IC Incident Objectives and, as necessary, additional EOC objectives to support the IC.
Lead:			EOC Planning Section Chief
Attendees: 	Command, EOC Section Chiefs, EM, TWG, EOC Planning Section Resources Unit (Note: there may be an overlap between the members of the TWG and the EOC Section Chiefs.)
Agenda:	Formal Incident Objectives

(4) Command and General Staff Briefing.  This short duration briefing assigns workload and development responsibilities for portions of the IAP.

Lead:			EOC Planning and Operations Section Chiefs, EM
Attendees:		EOC Command/Command Staff and EOC Section Chiefs
Agenda:		Use ICS 202 to:
1. Brief Incident Objectives
2. Assign workload

(5) Tactics Meeting.  Tactics are what must be done and “how” to accomplish Incident Objectives. Tactics therefore also help define the needed resources. The meeting establishes a blueprint for tactical deployment during the next Operational Period. Determine what tactics and resources will be used to achieve Incident Objectives, assign resources to implement the tactics, and identify methods to monitor the status of resources.  In preparation for the Tactics Meeting, the EOC Planning and Operations Section Chiefs review the current IAP (initially the ICS 201, later the full IAP) and the most current situation status information (ICS 209) provided by the EOC Planning Section Situation Unit to assess work progress against IAP objectives.

Lead:			EOC Operations Section Chief
Attendees:	EOC Planning and Logistics Section Chiefs, Planning Section Situation and Resource Unit Leaders
Agenda:		Develop the following:
1. Communications (ICS 205) and Medical (ICS 206) Plans for on-scene responders)
2. Operational Planning Worksheet (ICS 215) to identify resources that should be ordered through the Logistics Section. The draft ICS 215 can be completed by the Operations Section staff and Planning Section Resource Unit Leader after the Tactics Meeting adjourns.
3. Incident Safety Analysis (ICS 215A)
4. Primary and alternate strategies for consideration at the next Planning Meeting

(6) Planning Meeting.  This meeting further develops Incident Objectives, strategies, and tactics and identifies resource needs for the next Operational Period. This meeting fine-tunes objectives and priorities, identifies and solves problems, and finalizes work assignments and responsibilities. After the Planning Meeting, the finalized ICS 215 is used by Logistics Section Chief to prepare the tactical and logistical resource orders and by Planning Section staff to develop IAP assignment lists.
Lead:			EOC Planning Section Chief
Attendees:	ICP Planning and Operations Section Chiefs (telephone or radio), EOC Command/Command Staff, EOC Section Chiefs, Resource Unit Leader, Situation Unit Leader, and Technical Specialists as required.
Agenda:
1. State Incident Objectives (ICS 202): ICP and EOC Planning Chiefs
2. Briefing of situation (ICS 209), critical and sensitive areas, weather/sea forecast, resource status/availability: ICP/EOC Planning Section Chiefs; Assist: EOC Situation and Resource Unit Leaders
3. State primary and alternative strategies to meet objectives: ICP/EOC Operations and Planning Section Chiefs, EOC Logistics Section Chief
4. Specify tactics for ICP/EOC Operations Sections/Divisions and note limitations: ICP/EOC Operations Section Chiefs; Assist: EOC Situation Unit Leader
5. Specify resources needed by ICP Divisions/Groups (ICS 203/204/207, 215): ICP/EOC Operations Section Chiefs; Assist: ICP/EOC Planning Section Chiefs, EOC Planning Section Resources Unit, EOC Logistics Section Chief.
6. Specify operations facilities and reporting locations, plot on map: ICP/EOC Operations Section Chiefs; Assist: EOC Logistics Section Chief
7. Consider support: Communications (ICS 205), Traffic, Air/Port Ops (ICS 220/220A), and Medical (ICS 206) (see Tab 3): EOC Logistics Section Chief, Communications Unit Leader, Logistics Section HSS Unit; Assist: EOC Planning Section Chief.
8. Develop resources, support, and overhead order (orders): EOC Planning and Logistics Section Chiefs
9. Contributing organization/agency considerations regarding IAP: EOC Command Staff, Liaison Officer
10. Safety considerations regarding IAP (ICS 215A): EOC Command Staff, Safety Officer
11. Media considerations regarding work plan: EOC Command Staff, Public Affairs Officer
12. Immediately following the Planning Meeting, EOC Command and the Incident Commander will finalize, approve, and distribute the IAP for next Operational Period.
13. IAW ICS 205, the approved IAP should be sent to higher headquarters.

(7) EOC Operations Briefing.  These short briefings convey the IAP for the oncoming Operational Period to EOC personnel. In parallel with this briefing the IC briefs the ICP.
Facilitator:		Operations Section Chief
Attendees:	ICP, EOC Command and Command Staff, EOC Section Chiefs and Staff
Agenda:	Use ICS 201A. In addition provide EOC Section Chiefs the ICP’s ICS 201 with information on numbers and locations of deployed response personnel and resources.
1. Review of Incident Objectives (ICS 202), changes to IAP
2. Current response actions and accomplishments
3. Weather and sea conditions forecast
4. Operation Section assignments
5. Transport, communications, supply updates
6. Incident Safety Analysis (ICS 215A) and Plan
7. Financial report
8. Media report
9. Contributing organization/agency reports of concern
10. IAP motivational remarks
11. IAW ICS 205, the ICS 201A should be sent to HHQ

(8) Shift Briefings.  Anytime during an Operational Period that a new shift of EOC personnel takes over from the outgoing shift, Shift Briefings will occur. These are similar to the Operations Briefing but shorter. These briefings use ICS 201 or ICS 201A and cover information in the IAP, progress made since the oncoming shift was last in the EOC, and any issues unresolved.
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SOP
**** READ CHECKLISTS FOR EACH PHASE BEFORE TAKING ACTION ****


Activation Phase
· Obtain an Incident Briefing from the Incident Commander (if possible) or the IOC.
· THREATS:
· If local resources have detected a valid, time-critical terrorist threat warning, brief Garrison Commander; disseminate a “Blue Dart” message and notify all concerned on the installation immediately (pending Garrison Commander’s authorization).
· If a Blue Dart message has been received and installation assets are threatened, direct Mass Warnings and Notifications or controlled warnings and notifications as appropriate.
· Ensure Operational Report (OPREP) voice report was made.
· Respond to EOC and check-in
· EVACUATION:
· Determine whether a localized evacuation has been directed by the Incident Commander (IC) and, if so, ensure full resource support to the IC.
· Determine whether a larger, general evacuation is required.  If so, direct all notifications be made immediately and that evacuation operations proceed per Installation Emergency Management Plan. Ensure emergency public information dissemination continues regarding directed evacuation actions.
· Confirm required Section Chiefs are present.
· Operations	Logistics
· Planning	Finance/Admin
· Determine Command Staff positions required and fill as soon as possible.
· Public Affairs Officer
· Liaison Officer	
· Safety Officer	
· Legal Officer	
· IOC Duty Officer
· If necessary, modify and implement a different level of EOC activation based on the situation.
· Direct activation of an alternate EOC if damage to the primary EOC has rendered it, or will likely render it, unusable.

· Ensure OPREP-3 Follow-Up Report has been made or is being readied for Command approval.
· Direct Planning Section Chief to review checklists for guidance on information needing to be obtained, analysis, decision-making, and subsequent tactics and actions to be executed.
· If EOC facility/capability shortfalls exist, direct action to rectify them.



Initial Operations Period
· When Section Chiefs arrive, convene a Situational Awareness and Common Operating Picture Meeting:
· Exchange known situation information from the Incident Commander’s ICS 201/202
· To assist situational awareness, review the Planning Section Chief’s determination of needed information, decision-making, and tactics/actions 
· Direct the Logistics Chief to post incident logistics information (e.g., staging areas, access/egress routes) to assist in forming the Common Operating Picture
· Review the Planning Section Chief’s draft Common Operating Picture.
· Determine Commander’s Intent. Consider what is necessary to:
· Save lives (rescue and emergency medical care)
· Sustain mission-essential operations
· Sustain life (Safe Haven, definitive medical care, food, water, clothing, hygiene items, etc.)
· Protect other installation assets
· Restore full mission capability
· Collaboratively define Operational Period start times and length and establish work shifts accordingly.
· Determine higher Command-required, reporting requirements (Battle Rhythm)
· Participate in the incident Objectives Meeting facilitated by the Planning Section Chief 
· Convene the Command and General Staff Briefing, led by the Planning and Operations Section Chiefs.  
· Continue with IAP development (e.g. Tactics Meeting, Planning Meeting).
· Get IAP approval from Incident Command and Garrison Commander.
· Oversee the Operations Briefing for the EOC conducted by the Operations Section Chief
· Direct the Finance/Admin Section Chief to compile and report Personnel Accountability data to WebEOC and HHQ.
· Meet with the Legal Officer and Operations Section Chief to review the following issues (brief recommendations to the Garrison Commander):
· The need to promulgate or suspend orders and regulations necessary to provide for the protection of life and property, including issuing orders or regulations and/or imposing a curfew.
· The need to direct aid to civilians coping with the emergency, paying special attention to Army families and those with special needs.
· The need to obtain vital supplies and equipment, and, if required, immediately commandeer these for use.
· The need to request emergency services of local/host nation agencies.
· Monitor initial response operations to ensure all appropriate actions are being taken 
· Conduct turnover briefing with relief at shift change and ensure that ongoing activities are identified and follow-up requirements are known.

· Submit OPREP messages as directed. Submit SITREP messages if directed to downgrade from OPREP to SITREP reporting.
· Maintain coordination with local government and other emergency response agency leadership as appropriate.
· Set priorities for restoration of services and direct Planning Section to develop a demobilization plan.
· As emergency life-threatening situations are brought under control, direct the Logistics Section Chief to start developing an Army Family assistance program for review and approval by the Command Staff. This program should include, but not be limited to:
· Providing post-incident stress recovery programs
· Identifying ways and means of assisting members of the Army Family (with particular attention to special needs) in obtaining county, state and federal recovery assistance.
· As emergency life-threatening situations are brought under control, direct the Planning Section Chief to start developing a Recovery Plan using guidance contained in the Installation Emergency Management Plan.



Demobilization Tasks
· Ensure the Planning Section develops a Demobilization Plan for Command approval.
· Staff the EOC as appropriate during demobilization.
· Meet with the Finance and Administration Chief, Operations Chief, Logistics Chief, and Supply Unit Leader to confirm all costs have been documented and all appropriate state and federal assistance claims have been completed and submitted.
· Authorize demobilization of sections and units when no longer required.
· Notify the chain of command and other appropriate organizations of the planned demobilization.
· Provide direction to the Planning Section Chief concerning the After Action Report.
· Maintain EOC activation, if necessary, as a Recovery Center.
· Deactivate the EOC at a designated time, as appropriate.

ANNEX A – Checklist: EOC Director
ANNEX A – Checklist: EOC Director

ANNEX A – Checklist: EOC Director


A-1
EOC SOP
A-4
EOC SOP
A-3
EOC SOP
**** READ CHECKLISTS FOR EACH PHASE BEFORE TAKING ACTION ****


Activation Phase
· Report to EOC and establish EOC check-in / check-out process using ICS 211 (EOC Manager or EM may also do this)
· Obtain Incident Commander’s (IC) initial Incident Briefing information (ICS 201).
· Event description:  	
· Injured Personnel [ ] Yes   [ ] No
· Fatalities	[ ] Yes   [ ] No
· Communication systems status:  	
· Hazardous material release? [ ] Yes   [ ] No
· Presumptive hazardous agent(s):
_____________________________________________________________________

· Threat assessment:  	
· Preliminary damage assessment (including Critical Mission Facilities – CMFs):
______________________________________________________________________

· Determine if the IC has already ordered initial on-scene public protection strategies:
· Sheltering in Place
· Localized evacuation
· Other:  	
· Review IC’s initial Incident Objectives (ICS 202) and if provided, the initial Incident Status Summary (ICS 209) (May be verbal.)



Operational Phase
· Fill out/Maintain Organization Assignment List (ICS 203) and/or Organizational Chart (ICS 207) for EOC personnel.
· Establish procedures for accepting and filing reports and other records.
· As necessary, consult with other members of the EOC staff and gather their general resource requirement projections.
· Request the EOC Operations Section assess the current and projected resource needs of the Incident Commander.
· As required, assist ICP in developing On Scene Assignment List (ICS 204, ICS 215)
· Request identification of surplus resources and probable release times
· Determine logistical support needs of released resources (rehab, transportation, equipment replacement, etc)
· Ensure all status boards and other displays are kept current and that posted information is legible.
· Check accuracy/completeness of submitted materials and correct errors/omissions by contacting appropriate Section/Unit/Branch personnel
· At a minimum, reproduce and distribute to all sections each operational period:
· Incident Briefing (ICS 201)
· Incident Action Plan
· Incident Objectives (ICS 202)
· Incident Status Summary (ICS-209)
· EOC Operations Briefing (ICS 201A)
· INCIDENT ACTION PLAN:  
· Obtain, develop, and/or post incident maps (Hot, Warm, and Cold Zone boundaries. ICP and Staging Area locations, access roads, CMF and MEVA locations, aerial photos, evacuation routes, etc).
· Ensure any needed additional information is obtained.
· Review all Unit logs (ICS 214) to assist in developing an Incident Status Summary (ICS 209).
· As necessary, consult with Technical Specialists (Environmental, HAZMAT, Hazard Modeling, Weather Sqdn, Industrial Hygiene, and Damage Assessment) and Intelligence Officer to obtain full understanding of the situation from their expert perspectives.
· Develop/refine Incident Status Summary (ICS 209).
· Develop the Common Operating Picture.
· Lead the Situational Awareness and Common Operating Picture (COP) Meeting to obtain situational awareness, develop the Common Operating Picture and to discuss probable Incident Objectives.
· Lead the incident Objectives Meeting to finalize S.M.A.R.T. Incident Objectives (ICS 202) for the next Operational Period.
· Co-lead with the Operations Section Chief, the Command and General Staff Briefing to brief the EOC Section Chiefs on ICS 202 Incident Objectives and assign work.
· Consult relevant Hazard Specific Appendix (or Appendices) to identify additional and/or more detailed actions.
· Recommend tactics to accomplish incident objectives. (Use ICS 201, 202, 209, HSAs, and Tab 4 information)
· Participate in the Tactics Meeting.
· Lead the Planning Meeting to finalize the various components of the Incident Action Plan.
· Obtain IC and Garrison Commander approval of the Incident Action Plan
· Attend the Operations Briefing for the EOC conducted by the Operations Section Chief
· Review status of completion of actions in the IAP and applicable checklists each Operational Period.
· Coordinate closely with all sections, particularly the Operations & Logistics Sections, on the use of resources.  As resource requests are received in the Logistics and Operations Sections, ensure the requests are entered into a resource tracking system.
· Use information provided by the ICP and the Operations Section-supplied Operational Planning Worksheet (ICS 215) to assign or document on scene personnel in Assignment List (ICS 204).
· Maintain resource data base and/or status boards to track requests by providing, at a minimum, the following information: date & time of the request, items requested, priority designation, time the request was processed, and estimated time of arrival or delivery to the requesting party.
· Continuously update and display personnel and resource status (“available”, “assigned”, “out of service”) and locations.
· As required:
· Obtain weather forecasts
· Develop Damage Assessment Reports
· As applicable, provide estimated hazard impact maps
· Work with Operations Section to develop Decontamination Plan
· Develop Waste Management/Disposal Plan
· As required:
· Collect Unit and Individual Logs (ICS 214/214A)
· Collect all IAP forms
· Collect copies of all other ICS forms, plans, reports, etc
· Work with IC, EOC Section Chiefs and Command Staff to develop a Recovery Plan.
· Develop the Demobilization Plan.  It should include the following:
· General discussion of the demobilization procedure
· Responsibilities – Specific implementation responsibility and activity
· Release Priority – Take into account the assisting agency requirements and kinds & types of resources
· Release Procedures – Detailed steps and processes to be followed
· Travel Restrictions – Restrictions and instructions for travel
· Directories, maps, telephone numbers, instructions and other needed elements
· Continuity of Operations (COOP)/Business (COB)/Government (COG)
· Designate to whom outstanding paperwork must be submitted

· Include demobilization of EOC staff. Generally, staff will not be released until:
· Incident activity is at the level and work load the directorate can reasonably assume
· Incident is controlled
· On-scene personnel are released except for those needed for patrol and mop-up.
· ICP is reduced or in the process of being shut down.
· EOC Planning Section has organized final incident package.
· EOC Finance Section has resolved major known finance problems and defined process for recovery.
· Rehabilitation/cleanup accomplished or contracted.
· Any required debriefings are conducted



Demobilization Tasks
· Deactivate position and close out the position log when authorized.
· Ensure all required forms, reports, and other documentation are maintained or provided to the Finance/Admin Section prior to departure.
· Prepare After Action Report.


ANNEX B – Checklist: Planning Section

ANNEX B – Checklist: Planning Section


B-4
EOC SOP

B-3
EOC SOP

****READ CHECKLISTS FOR EACH PHASE BEFORE TAKING ACTION ****


Activation Phase

· Upon notification of EOC activation, report immediately to the EOC and check in.
· Obtain high-level information regarding the type of incident, it’s current / potential consequences to personnel and installation mission assets.
· Obtain the incident information briefing and seek/obtain the following information:
· Incident Command Post location
· The Incident Commander’s access control support requirements
· The installation access / gate control policy during the response
· Requirements for Explosive Ordnance Disposal
· Requirements for Force Protection
· Nature of any evacuation operations (local within the installation or general installation evacuation)
· Evacuation routes/gates: 	
· If a localized evacuation has been directed by the Incident Commander (IC) ensure full Security resource support to the IC.
· If a general evacuation is required, direct all Security assets to respond IAW:
· The evacuation route in Support Annex E that applies to the particular hazard or
· A course of action required by the IC due to the location of hazardous conditions or threats, or
· A course of action required by the Garrison Commander.
· Garrison Commander’s Immediate Response requirements for Security support to civilian jurisdictions
· Indications the disaster site may be a crime scene
· Mobilize sufficient section staffing for 24 hour operations if need is indicated.
· Identify/gather and analyze applicable information concerning the incident
· Meet with the Finance/Admin Section Chief and determine level of purchasing authority and obtain funding citation(s) for the Logistics Section.
· Ensure communications with all installation operations nodes and counterparts in involved civil jurisdictions and other military Services and begin actions to satisfy immediate resource needs.
· Determine level of automated data systems support available within the EOC Operations Section.
· WebEOC	NIPRNET	SIPRNET	VTC	Alert!



Operational Period
· Maintain a position log (ICS 214/214A) and other necessary files pertaining to the incident.
· Determine counterparts in external organizations with whom coordination or consultation may be necessary and compile a contact information list.
· Maintain coordination with surrounding host nation jurisdiction counterparts and other emergency response agency operations nodes as appropriate
· Provide input to Blue Dart and/or SITREP messages as requested.
· Participate in EOC Briefings and Meeting:
· Situational Awareness and Common Operating Picture Meeting (ICS Forms 202, 209, maps, weather forecast)
· Objectives Meeting (ICS Form 202)
· Command and General Staff Briefing (ICS Form 202)
· Tactics Meeting (ICS Form 215, Site Security Plan)
· Planning Meeting (ICS Forms 202, 204, 215, 220/220A)
· EOC Operations Briefing (ICS Form 201A)
· Coordinate with Evacuation Support Group, Logistics Section Mass Care and Facility Units to provide resources requested by the Incident Commander
· Coordinate with Finance and Admin Section to implement ISSAs, contingency contracts and/or Mutual Aid Agreements (MAA) as required
· Track and account for contingency contract and MAA resources
· Refer all contacts with the media to Public Affairs.
· Document, track, display, and report Operations response/recovery cost data; capture all costs incurred and submit to the Finance/Admin Section
· Document, track, display, and report resource and actions status.  
· Receive priorities for restoration of services from the Command staff and issue work tasks accordingly.
· Ensure technical personnel are available for equipment maintenance and repair.
· When applicable, develop the Site Security Plan(s)
· When applicable develop the Evidence Collection Plan
· Conduct turnover briefing with relief at shift change and ensure that ongoing activities are identified and follow-up requirements are known



Demobilization Tasks
· Meet with or coordinate with the Finance/Comptroller Chief, Logistics Chief, and JAG Officer to confirm all costs have been documented and all appropriate state and federal assistance claims have been completed and submitted.
· Authorize demobilization of units when no longer required.
· Provide Operations Section input to the After Action Report.
· Maintain an Operations Section if necessary for recovery operations.
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ANNEX C – Checklist: Operations Section

ANNEX C – Checklist: Operations Section


C-4
EOC SOP
C-3
EOC SOP

**** READ CHECKLISTS FOR EACH PHASE BEFORE TAKING ACTION ****


Activation Phase
· Upon notification of an impending or active incident, obtain (or attempt to obtain) high-level information regarding the type of incident, it’s current consequences to personnel and installation mission assets, and it’s potential consequences to personnel and installation mission assets.
· Respond to EOC, check in, and obtain initial incident information provided by the on scene Incident Commander during the Incident Briefing.
· Determine if sheltering-in-place, a localized evacuation, and/or a general evacuation to Safe Havens has or will occur.
· Meet with the Commander and EOC Section Chiefs that are present and identify immediate resource needs provided by the Incident Commander at the onset of the incident and/or other needs that are obvious to the situation but have not yet been asked for.
· Obtain the estimated, time-phased number and locations of responders and displaced persons that are/will be in need of food.
· Meet with the Finance and Administration Section Chief and determine level of purchasing authority and obtain funding citation(s).
· Ensure communications with all installation logistics nodes and counterparts in involved civil jurisdictions and other military Services and begin actions to satisfy immediate resource needs.
· Determine level of automated data systems support available within the EOC Logistics Section.
WebEOC	NIPRNET	SIPRNET	VTC	Alert!



Operational Period

· Establish/maintain a position log and other necessary files pertaining to the incident.
· INCIDENT ACTION PLAN: Ensure that the Logistics Section provides the following ICS forms and special Plans to support development of the Incident Action Plan:
· ICS 205: Communication Plan
· ICS 206: Medical Plan
· Mass Care Plan 
· Transportation Plan
· Evacuation Plan 
· ICS 218: Support Vehicle Inventory (Optional)
· Participate/attend EOC Briefings and Meeting:
· Objectives Meeting (ICS Form 202)
· Command and General Staff Briefing (ICS Form 202)
· Tactics Meeting [ICS Form 205 (Communication Plan), ICS 206 (Medical Plan), ICS 215, ICS 218, Transportation and Mass Care Plans, and Evacuation Operations
· Planning Meeting (ICS Forms 202, 215)
· EOC Operations Briefing (ICS Form 201A)
· Coordinate with local government and other emergency response agency logistical nodes as appropriate.
· Activate and track status of resources provided via ISSAs and contingency contracts as required.
· Coordinate any Mass Care contingency contract activations with the Finance and Administration Section
· Process all RFSs promptly.
· Monitor all logistics response actions and ensure all appropriate actions are being taken; report logistics issues and status.
· Receive priorities for restoration of services and issue work tasks accordingly.
· Document, track, display, and report Logistics response/recovery cost data; submit to the Finance and Administration Section
· Determine time-phased food/water/ice service requirements
· Determine expected number and locations of displaced persons over time
· Coordinate with the Operations Section to determine the expected number and locations of responders over time
· In collaboration with the Operations Section develop the Food Service component of the overall Mass Care Plan that identifies where how many meals will be served at what times for responders and displaced persons
· If required, develop a plan that identifies Bulk Distribution points and distribution times
· Coordinate and expedite procurement of food, water, ice supply items, food service equipment and transportation requirements.
· Collect Safe Haven and community shelter Army Family inhabitant information (name, home address, phone, next of kin, etc.)  Respond to inquiries from family members about the status of Army Family Members.  (This activity may be handled by an element of the Public Affairs’ Joint Information Center. If so, ensure the information necessary for them to respond to inquiries is passed.)
· SHELTERING: If sheltering in place was or will be ordered, contact Building Managers so that accountability of sheltered personnel can be accomplished and to determine if issues exist that require EOC intervention and support.
· EVACUATION: Determine if a localized evacuation has been directed by the Incident Commander (IC) or if a general evacuation has been/will be required by the Garrison Commander.
· TRANSPORTATION: Coordinate all actions on roads with Operations Section to ensure access to and egress from response sites is maintained.
· DAMAGE ASSESSMENT: If reports from the Incident Command Post or observers indicate infrastructure damage:
· Dispatch facilities and/or utilities specialists to develop a quick, initial damage assessment and report findings
· Determine need to activate specified infrastructure protection and repair functions.
· Coordinate any facility/utility damage control contingency contract activations with the Finance and Administration Section.
· Consider Memorandums of Agreement/Understanding with involved civilian jurisdictions in planning Facilities Unit response.
· If indicated, alert other US military Services to the potential or need for a joint Facilities Unit response.
· Determine if projected requirements for types and quantities of supplies and materiel are available in Regional/Installation inventory.
· Determine procurement spending limits with the Finance and Administration Section. Obtain a list of pre-designated emergency purchase orders as required. Orders exceeding the purchase order limit must be approved by the Finance and Administration Section before the order can be completed.
· When possible, meet personally with the requesting party to clarify types and amount of supplies and materiel, and also verify that the request has not been previously filled through another source.
· Maintain a status board or other reference depicting resource procurement actions in progress and their current status.
· Determine if the procurement item can be provided without cost from another jurisdiction or another military Service.
· Determine unit costs of supplies and material from suppliers and vendors and if they will accept purchase orders as payment, prior to completing the order.
· Document and track all costs incurred and provide them to the Finance and Administration Section through the Logistics Section Chief.
· If vendor contracts are required for procurement of specific resources or services, refer the request to the Finance and Administration Section for development of necessary normal or emergency agreements.
· Determine if the vendor or provider will deliver the ordered items. If delivery services are not available, coordinate pick-up and delivery.
· Provide relief with a briefing at shift change including all on going activities, objectives for the next operational period, and any other pertinent information, ensuring that follow- up requirements are known. Include information from the IAP.



Demobilization Tasks

· Provide the Logistics Section input for the Demobilization Plan to the Planning Section.
· Ensure all required forms or reports are completed prior to demobilization.
· Authorize demobilization of units when no longer required.
· Provide Logistics Section input for the After Action Report(s) to the Planning Section.
· Maintain a Logistics Section if necessary for recovery operations.

ANNEX D – Checklist: Logistics Section

ANNEX D – Checklist: Logistics Section


D-4
EOC SOP
D-3
EOC SOP

**** READ CHECKLIST FOR EACH PHASE BEFORE TAKING ACTION ****


Activation Phase
· Report to the EOC and check-in
· Ensure the Finance and Administration Section is set up properly and that appropriate personnel, equipment, and supplies are in place.
· Ensure sufficient staff is available for a 24-hour schedule, or as required.
· Meet with the Logistics Section Chief and if necessary coordinate with the Regional Financial Office to review financial and administrative support requirements and procedures; determine the level of purchasing authority to be delegated to the Supply Unit.
· Determine the initial, Finance/Admin related Incident Action Plan objectives for the first operational period.
· Determine level of fiscal process required (financial guidelines and policies, constraints and limitations).
· Ensure you have a POC list for every UIC within your geographical area for personnel accountability.
· Ensure Unit personnel have appropriate access to ADPAAS.
· De-conflict ADPAAS personnel information when available.
· Work with tenant command counterparts to establish information flow



Operations Phase
· Participate in incident Objectives Briefings and Planning Meetings and the Command and General Staff Briefing 
· Ensure all assigned personnel establish/maintain individual position logs and other necessary files.
· Ensure that all equipment and/or personnel requiring payment are identified.
· On an on-going basis, keep the Commander, EOC Section Chiefs, and GRM aware of the current fiscal situation and all incident related financial issues needing attention or follow-up.
· Maintain all financial records throughout the incident.
· Continually report and verify/update information throughout the incident.
· Coordinate with the Logistics Section and applicable contracting officer(s) to ensure purchase orders are processed in a timely manner.
· Provide administrative support to other EOC Sections as required.
ANNEX E – Checklist: Finance and Administration Section

· 

E-3
EOC SOP


· Ensure all recovery documentation is accurately maintained during the incident, and is subsequently submitted on the appropriate forms to IMCOM-E.
· Determine potential for rental or contract services.
· Coordinate with Command and Section Chiefs and Human Resources staff to determine the need for temporary employees.
· Gather continuing information:
· Potential and existing claims – Operations Section, Safety Officer, equipment contractors, and Claims/Compensation Unit Leader.
· Contracts – applicable financial officer(s)
· What has been ordered? 
· Advise the Garrison Commander on civilian pay issues (overtime, administrative leave, etc)
· Initiate, maintain, and ensure completeness of documentation needed to support claims for emergency funds, injury, and property damage, including auditing and documenting labor, equipment, materials, and services:
· Labor - with breakdown of work locations, hours and rates for response personnel, contract personnel, volunteers, and consultants.
· Equipment - with breakdown of work locations, hours and rates for aircraft and boats/vessels, heavy equipment, transportation vehicles, and other equipment.
· Materials and supplies purchased and/or rented, including equipment, communications, office and warehouse space, and expendable supplies.
· Ensure that all obligation documents initiated by the incident are properly prepared and completed.
· Monitor WebEOC for the “Order to Account”
· Provide “Order to Account to all UIC POCs
· Monitor/update ADPAAS as required.
· Verify Command Roster, add any missing personnel
· Enter all accounting data in ADPAAS
· Review reports for completion of Personnel Accountability
· If personnel cannot be found, provide “unaccounted for” status to HR representative 
· Account and validate for Coordinating Command personnel, if requested to do so
· If ADPAAS is unavailable:
· Account for all command personnel in affected areas from the Command Roster
· Provide manual report to the Region POC (full report may be needed if ADPAAS is not ready after 24 hours
· Conduct, monitor and report all Personnel Accountability musters to the Garrison Commander as required for Army Personnel Accountability.
· Establish information flow with local safe havens and shelters.
· Establish procedures with Operations Section and/or EOC Safety Officer to receive prompt notification of injuries or deaths.
· Determine accidents/injuries to date
· Determine status of investigations.
· Determine if appropriate level of personal protective equipment (PPE) was used, and that personnel had been trained in its use.
· Maintain copies of hazardous materials and other medical debriefings.
· Review witness statements and statements from ICP Safety Officer and Operations Section for completeness.
· Plan, coordinate, and track procedures/teams/facilities to assist the Army Family with claims related to the incident (car, personnel property, etc) either directly (Army paid) or via coordination with applicable insurance companies.
· Implement HQDA / IMCOM guidance for per diem and Temporary Lodging Allowance (TLA) distributions to displaced non-essential personnel and family members.
· Ensure that volunteer personnel (e.g. at Safe Havens) have been appropriately registered.
· Provide briefing to relief on current activities and unusual events.



Demobilization Tasks
· Meet or coordinate with the Operations Chief, Logistics Section Chief and Supply Unit Leader, and JAG Officer to confirm all costs have been documented and all appropriate state and federal assistance claims have been completed and submitted.
· Coordinate Finance/Administration demobilization.
· Deactivate position and close out the position log when authorized by the Installation Commander.
· Ensure all required forms, reports, and other documentation are provided to the Documentation Unit.
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ANNEX E – Checklist: Financial & Administration Section


E-4
EOC SOP
**** READ CHECKLISTS FOR EACH PHASE BEFORE TAKING ACTION ****


Activation Phase
· Upon warning/notification of an incident, attempt to learn as much as possible about the nature and extent of the incident, as soon as possible, from reliable sources.
· Obtain Incident Commander’s initial Incident Briefing information.
· Disseminate available incident information to members of your Emergency Public Information (EPI) support staff.
· Report to the EOC and check in.
· Inform the EPI of EOC activation and direct the team to begin making logistical preparations (activation of phones, set up of office spaces, media area) to activate a Joint Information Center (JIC).
· Update the EPI support staff and direct the team to activate the JIC, stand by for JIC activation, or stand by for further direction as the situation requires.



Operations Phase
· Establish/maintain a position log and other necessary files pertaining to the incident, including copies of all releases of information.
· Develop and maintain an incident response contacts list for Public Affairs including contact information.
· Obtain guidance from the Garrison Commander regarding media releases.
· Keep the Commander advised of all unusual requests for information and of all major critical or unfavorable media comments. Recommend procedures or measures to improve media relations.
· Coordinate with the Situation Unit and identify method for obtaining and verifying significant information as it is developed.
· Develop and publish a media briefing schedule, to include location, format, and preparation and distribution of hand-out materials.
· Implement and maintain an overall incident information release program.
· If necessary, ensure an EPI support staff member is always present in the EOC in the absence of the installation PAO. Note: Mission support to public affairs may be required due to insufficient garrison PAO personnel available
· Provide to the EPI support staff, Command-approved press releases and background information for the media and possible dissemination at the JIC
ANNEX F – Checklist: Public Affairs Officer

ANNEX F – Checklist: Public Affairs Officer


F-2
EOC SOP

F-1
EOC SOP


· Periodically go to the JIC as appropriate to provide briefings and conduct news conferences. Note: Consider bringing technical subject matter experts if necessary.
· Maintain up-to-date status boards and other references at the media information center. Provide adequate and qualified staff to answer questions from members of the media.
· Interact with other EOC personnel to obtain information relative to public information operations.
· Develop content for Mass Warning and Notification Systems (MWNS) releases if available. Monitor MWNS releases as necessary.
· In coordination with other EOC sections and as approved by the Commander, develop an information release program and issue timely and consistent public advisories and instructions for life safety and health assistance.
· Obtain Garrison Commander approval for all media releases.
· Interact with other units/agencies to provide and obtain information relative to public information operations.
· Define areas of special interest for public information action.  Identify means for securing the information as it is developed.
· 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.
· Ensure announcements, information and materials are translated and prepared for special populations (non-English speaking; non-readers; elderly; the hearing, sight and mobility impaired; etc.).
· Monitor broadcast media, using information to develop follow-up news releases and rumor control corrections.
· 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.)
· Location of Mass Care Safe Havens (shelters), food and water distribution points, etc.
· Location where volunteers can register and be given assignments
· 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
· How and where people can obtain information about relatives/friends in emergency/disaster area (Note: Coordinate with the Region on the release of this information.)
· Conduct shift change briefings in detail, ensuring that in-progress activities are identified and follow-up requirements are known. Incorporate information into the Incident Action Plan (IAP) where appropriate.


Demobilization Tasks
· Ensure any open actions not yet completed will be handled prior to demobilization.
· Staff the EOC and JIC as appropriate during demobilization.
· Prepare final news releases and advise media representatives of points-of-contact for follow-up stories.
· Ensure all required forms or reports are completed prior to demobilization.
· Direct EPI support staff members to submit EPI lessons learned and after action report items to the PAO prior to demobilization and compile the internal public affairs After Action Report.
· Provide input to the installation lessons learned and After Action Report(s) to the Planning Section Chief.
· With the Commander’s approval, authorize demobilization of the JIC when it is no longer required and all tasks have been completed.
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ANNEX F – Checklist: Public Affairs Officer


F-4
EOC SOP
F-3
EOC SOP

**** READ CHECKLISTS FOR EACH PHASE BEFORE TAKING ACTION ****


Activation Phase
· Upon request, report to the EOC and check in.
· Obtain Incident Commander’s initial Incident Briefing information.
· In coordination with the Command and General Staff, determine what agency representatives will be required.  NOTE: Consider representation from key tenant commands, other US military Services, civilian jurisdictions, public utilities, and volunteer organizations (e.g. the Red Cross). Depending upon the situation, external agencies may request an Army liaison to report to the local EOC.
· For each Agency Representative, determine if he/she will be assigned to a specific EOC Section.
· Establish workspace for Agency Representatives within the EOC and/or at a location with adequate space, communications, and information system access apart from the EOC.  Consider the potential for classified material in the EOC when making the Agency Representative location decision.
· Invite Agency Representatives and provide for their ability to enter the installation and inform each of his/her check-in location.



Operations Phase
· As Agency Representatives arrive, ensure they:
· Have signed into the EOC organization
· Understand EOC organization and floor plan
· Know their work locations and how to employ communications and WebEOC
· Obtain situation status reports regularly
· Maintain a roster and contact information of agency representatives operating within the EOC organization.  The roster should include each assignment within the EOC and should be distributed internally on a regular basis.
· With the approval of the Commander, provide agency representatives access to the EOC as required and as requested.



Demobilization Tasks
· Ensure any open actions not yet completed will be handled prior to demobilization.
· Assist with final IAP and SITREP preparation.
· Ensure all required forms or reports are completed prior to demobilization.
· Request Agency Representatives submit lessons learned or requests to the Liaison Officer.
· Provide input to the installation lessons learned and After Action Report(s) to the Planning Section Chief.































ANNEX G – Checklist: LNO

ANNEX G – Checklist: LNO


G-2
EOC SOP
G-1
EOC SOP

**** READ CHECKLISTS FOR EACH PHASE BEFORE TAKING ACTION ****


Activation Phase
· Upon notification of EOC activation, proceed directly to the facility as requested.
· Obtain the incident information briefing and, if a mass casualty situation, obtain the patient stream estimate by injury/illness type.
· Based on the briefing determine what Health Service Support (HSS) Task Forces are/will be required, to what extent, and at what locations.
· Consider Memorandums of Agreement/Understanding with involved Host Nation jurisdictions.
· If indicated, alert other US military Services to the potential or need for a joint Health Service Support response.
· Establish communications with and among HSS Task Force Leaders and counterparts at involved Host Nation jurisdictions and other military Services.
· If extended operations are indicated, ensure staffing for the HSS Unit and Task Forces to support 24-hour operations.


Operational Phase
· Determine counterparts in external organizations with whom coordination or consultation may be necessary and compile a contact information list.
· Meet with the EOC Manager and Logistics, Operations, and Planning Section Chiefs to refine the expected/actual number of ill/injured persons, time-phasing of presentation to medical treatment facilities, and geographic distribution of the ill/injured persons.
· Develop primary and alternate Medical Plans (ICS 206) for delivery of Health Service Support.  Use/modify pre-planned Mass Casualty Plans when possible. Plans must address facility, personnel, equipment, and supply requirements.
· Provide Medical Plan (ICS 206) to Logistics Section Chief for the Incident Action Plan
· When Medical Plan is approved, initiate its time-phased execution.
· Capture and report all costs incurred in execution of HSS functions during incident response and recovery periods.
· Maintain communications and coordination with involved counterparts in other military Services and Host Nation health service organizations.
· Ensure total Emergency Room through-put capacity and bed availability (by type) is sufficient to manage the disaster patient stream.
· Ensure availability of sufficient blood (by type) is available to satisfy projected requirements.
· Document, track, display, and report status of HSS actions.
· Keep the Logistics Section Chief Informed of HSS issues.
· Prepare HSS Resource Requests for Logistics Section Chief if shortfalls are projected or exist.
· Establish a joint/combined patient tracking capability to aid family reunification and concerned family member requests.  (This activity may be located with the Public Affairs’ Joint Information Center.  If so, ensure the information necessary for them to respond to inquiries is passed from medical treatment facilities.)
· If the need is projected, establish a joint/combined medical materiel resource management capability to cross-level and acquire equipment and supply items to rectify shortfalls.
· If the incident has a potential or actual public health threat, engage the regional Public Health Emergency Officer, develop a public health response course of action, and coordinate its implementation.
· Coordinate any medical contingency contract activations with the Finance and Administration Section.
· Track and report all Health Service Support incident response and recovery costs incurred to the Finance and Administration Section through the Logistics Section Chief (for reporting).
· Provide relief with a briefing at shift change including all on going activities, objectives for the next operational period, and any other pertinent information, ensuring that follow- up requirements are known. Include information from the IAP.


Demobilization Tasks
· Ensure all required forms or reports are completed prior to demobilization.
· Provide input to the installation lessons learned and After Action Report(s) to the Planning Section Chief via the Logistics Section Chief with copy furnished to the local MTF Commander.
· With the Section Chief’s approval, authorize demobilization of HSS Units and the HSS Task Force Leader position in the EOC when no longer required and all tasks completed.

ANNEX H – Checklist: Health Service

ANNEX H – Checklist: Health Service


H-2
EOC SOP
H-1
EOC SOP

**** READ CHECKLISTS FOR EACH PHASE BEFORE TAKING ACTION ****


Activation Phase
· Upon warning/notification of an incident, attempt to learn as much as possible about the nature and extent of the incident, as soon as possible, from reliable sources.
· Incident Type:
· If HAZMAT, Presumptive Agent:


· Wind direction: (or Tide Condition if water-borne)



· Incident Commander’s Protective Action Decision for Affected Personnel:


· Incident Location: (Coordinates, street address, cross streets, or landmark)


· ICP Location: (Coordinates, street address, cross streets, or landmark)


· Incident Description:




· Victim Estimates:
· Injured/Ill:  	
· Fatalities:  	
· Displaced Persons:  	
· Initial Damage Assessment:




· Report to the EOC and check in
· Establish communications with the ICP Safety Officer(s).
· Obtain Incident Commander’s initial Incident Briefing information.


Operational Phase
· Establish/maintain a WebEOC position log and other necessary files pertaining to the incident.
· Gather information from the on-scene Safety Officer(s) about working conditions and type/level of personal protective gear required to help identify safety issues affecting all areas of the response operation. Assist with on-scene Safety Officers safety concerns.
· Gather the information that is required to complete ICS Form 215A from the on-scene Safety Officer(s) and complete the form each Operational Period.
· Provide completed ICS Form 215A worksheet to Planning Section Resource Unit to permit the Special Instructions/Safety Message portion of ICS Form 204 to be completed.
· When conditions of peril exist in the field beyond the on-scene Safety Officer’s ability to correct, coordinate corrective actions at once. Document the situation in your log identifying the reasons for corrective actions and the actions ordered. Notify the Commander at the earliest possible time.
· As necessary, periodically tour response facilities (operations centers, shelters, Family Assistance etc.).
· Ensure all response facilities are free from any environmental threats (e.g., radiation exposure, air purity, water quality, etc.)
· Evaluate conditions with response facility manager
· Advise the facility manager of any unsafe conditions that may result in liability and develop corrective action plan
· Document results of each ICS Form 215A
· Evaluate corrective action progress in subsequent facility visits
· Present safety briefings for the Commander and General Staff at appropriate meetings.
· Keep the Commander advised of unsafe conditions; take action when necessary.
· Update ICS 215A as required.


Demobilization Tasks
· Deactivate position and close out logs when authorized.
· Complete all required forms, reports, and other documentation. All forms should be submitted to the Planning Section prior to departure.
· Provide lessons learned and observations input to the After-Action Report.
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