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 An Equal Opportunity / Affirmative Action Employer  
 

February 16, 2016 
 
City Council 
City of Imperial 
 
  

            RE: APPROVAL OF THE EMERGENCY OPERATIONS PLAN UPDATE 
                   

Background: 
The Imperial County Fire Department and Office of Emergency Services have been working 
with various City departments, staff and various additional agencies to update the City of 
Imperial’s Emergency Operations Plan (EOP) update. The purpose of this plan is;  
 
Define the actions and roles necessary to provide a coordinated response within the City of 
Imperial. 
 
Provide guidance to agencies within the City of Imperial with a general concept of potential 
emergency assignments before, during, and following emergencies. 
 
Provide a comprehensive all-hazards approach to natural, manmade, and technological 
emergencies. 
 
Provide an overview of operational concepts relating to various emergencies, identifies 
components of the City of Imperial’s Emergency Management Organization, and describes 
overall responsibilities of federal, state, and local agencies. 

 
This plan as presented meets and or exceeds the requirements set forth by Federal Emergency 
Management Authority and makes the County of Imperial eligible for pre and post disaster 
funding. It has already been forwarded to the State Office of Emergency Services and the Federal 
Emergency Management Agency for their review and approval as well.   
 
Attached is a resolution for your review and approval. The electronic file of this 220 page 
document is on file with the Imperial City Clerk’s office for anyone’s viewing. 
 
Fiscal Impact: 
There is no fiscal impact associated with this recommended action. The cost of this project was 
absorbed by Federal Grant Funding.  
 
 
 
 



 
 

 An Equal Opportunity / Affirmative Action Employer  

Recommended Action: 
1.) Acceptance of the Emergency Operations Plan update as written.  
2.) Adoption of the Resolution as requested by process. 

 
If you have any questions and or comments, feel free to contact me at (442) 265-6010. 
 
Respectfully submitted, 
 
 
Tony Rouhotas Jr. 
Fire Chief /OES Coordinator 
 

  
 





A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF IMPERIAL, CALIFORNIA, AUTHORIZING 
THE MAYOR AND CITY CLERK, TO EXECUTE, ON BEHALF OF THE CITY, TO ADOPT THE REVISION 

TO THE EMERGENCY OPERATIONS PLAN 2013 
 
 WHEREAS, the City of Imperial (the “City”)  has previously experienced both natural and 
manmade disasters, and all such disasters have the potential to result in loss of life, personal 
injury, property damage, as well as the interruption of business and government services; and 
 
 WHEREAS, the City is required by the California Emergency Services Act, within Section 
8610 of the California Government Code, to have an Emergency Operations Plan in place that 
describes the principles and methods to be applied in carrying out emergency operations or 
rendering mutual aid during emergencies; and 
 
 WHEREAS, this all-hazards Emergency Operations Plan includes continuity of government, 
emergency services, mobilization of resources, mutual aid, and public information elements; 
and 
 
 WHEREAS, the City adopts a “whole community” approach for emergency management 
that utilizes and strengthens partnerships between residents, organizational and community 
leaders, and government officials; and 
 
 WHEREAS, the City has adopted previous Emergency Operations Plans and this updated 
Plan conforms with current State and Federal guidelines for emergency plans and complies with 
the California Standardized Emergency Management System (“SEMS”) and the National 
Incident Management System (“NIMS”) standards; and 
 
 WHEREAS, the updated City of Imperial Emergency Operations Plan 2013 was reviewed and 
approved by the County of Imperial Office of Emergency Services and the State of California 
Governor’s Office of Emergency Services; 
 
 NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of Imperial, California, as 
follows: 

1. That the above recitations are true. 
2. That the City Council adopts the updated City of Imperial Emergency Operations 

Plan 2013, a complete copy of which is on file in the Office of the City Clerk and the Fire 
Department. 

 
PASSED, ADOPTED AND APPROVED by the City Council of the City of Imperial at a regular 
meeting thereof this ___day of ____ 2015. 

 
         Doug cox, Mayor of the 
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PROMULGATION STATEMENT 
 
A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF IMPERIAL, CALIFORNIA, AUTHORIZING 

THE MAYOR AND CITY CLERK, TO EXECUTE, ON BEHALF OF THE CITY, TO ADOPT THE REVISION 
TO THE EMERGENCY OPERATIONS PLAN 2013 

 
 WHEREAS, the City of Imperial (the “City”)  has previously experienced both natural and 
manmade disasters, and all such disasters have the potential to result in loss of life, personal 
injury, property damage, as well as the interruption of business and government services; and 
 
 WHEREAS, the City is required by the California Emergency Services Act, within Section 
8610 of the California Government Code, to have an Emergency Operations Plan in place that 
describes the principles and methods to be applied in carrying out emergency operations or 
rendering mutual aid during emergencies; and 
 
 WHEREAS, this all-hazards Emergency Operations Plan includes continuity of government, 
emergency services, mobilization of resources, mutual aid, and public information elements; 
and 
 
 WHEREAS, the City adopts a “whole community” approach for emergency management 
that utilizes and strengthens partnerships between residents, organizational and community 
leaders, and government officials; and 
 
 WHEREAS, the City has adopted previous Emergency Operations Plans and this updated 
Plan conforms with current State and Federal guidelines for emergency plans and complies with 
the California Standardized Emergency Management System (“SEMS”) and the National 
Incident Management System (“NIMS”) standards; and 
 
 WHEREAS, the updated City of Imperial Emergency Operations Plan 2013 was reviewed and 
approved by the County of Imperial Office of Emergency Services and the State of California 
Governor’s Office of Emergency Services; 
 
 NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of Imperial, California, as 
follows: 

1. That the above recitations are true. 
2. That the City Council adopts the updated City of Imperial Emergency Operations 

Plan 2013, a complete copy of which is on file in the Office of the City Clerk and the Fire 
Department. 

 
PASSED, ADOPTED AND APPROVED by the City Council of the City of Imperial at a regular 
meeting thereof this ___day of ____ 2015. 

 
         Doug Cox, Mayor of the 
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         City of Imperial, California
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SIGNATURE PAGE 
 
Each Department Head assigned a primary role in the Emergency Operations Center (EOC) will 
review this plan. Upon acceptance, the Emergency Manager will submit this Emergency 
Operations Plan (EOP) to the California Governor’s Office of Emergency Services (Cal OES) for 
assessment, and then to the Imperial City Council for adoption. Lastly, the Emergency Manager 
will submit the final adopted plan to the County of Imperial’s Office of Emergency Services 
(OES) for inclusion in the Operational Area’s emergency planning efforts. 
 
In reviewing this Emergency Operations Plan, I agree with its description of my department’s 
role during an emergency and organizational responsibility within the Emergency Operations 
Center. 
 
 
 
 
City Manager         Date 
 
 
 
City Attorney         Date 
 
 
 
Fire Chief         Date 
 
 
 
Chief of Police         Date 
 
 
 
Public Services Director       Date 
 
 
 
Community Planning & Development Director    Date 
 
 
 
Finance Director        Date
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APPROVAL AND IMPLEMENTATION 
 
This all-hazards Emergency Operations Plan (EOP) provides guidance for the City of Imperial’s 
response to extraordinary emergencies associated with natural, manmade, and technological 
disasters. This plan is flexible enough to use in all emergencies and will facilitate response and 
short-term recovery activities. Developed in accordance with the Standardized Emergency 
Management System (SEMS) and the National Incident Management System (NIMS), this plan is 
a management document intended to be read, understood, and exercised before an emergency 
occurs. Additionally, this plan is designed to integrate into and support the County of Imperial’s 
Operational Area Emergency Plan.   
 
This plan is consistent with the “whole community” approach proposed by the Federal 
Emergency Management Agency (FEMA). Whole community is a means by which private and 
nonprofit sectors, including businesses, faith-based, access and functional needs organizations, 
residents, visitors, and government agencies at all levels, collectively understand and assess the 
needs of their respective communities and determine the best ways to organize and strengthen 
their assets, capacities, and interests 
 
This plan supersedes all previous plans. Modifications of this plan as to style and minor content 
are delegated to the Fire Chief. 
 
      APPROVED: 
 
 
 
     __________________________________          ________________ 
      Marlene D Best, City Manager of the            Date 
      City of Imperial, California
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RECORD OF DISTRIBUTION 
 
This record of distribution indicates those persons or other jurisdictions receiving a copy of this 
EOP. 
 
Governmental Jurisdictions      Number of Copies 

• California Governor’s Office of Emergency Services   1 
• Imperial School District      1 
• Imperial County Office of Emergency Services   1 

 
Non-Governmental Jurisdictions     Number of Copies 

• Imperial Irrigation District      1 
 
City of Imperial       Number of Copies 

• City Manager        2 
• City Attorney        1 
• City Clerk        1 
• Community Development Director     1 
• Director of Public Services      1 
• Director of Finance       1  
• Director of Human Resources      1 
• EOC Copy        5 
• Alternate EOC Copy       5 
• Fire Chief        3 
• Chief of Police        3 
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PURPOSE 
 
It is the purpose of this plan to define the actions and roles necessary to provide a coordinated 
response within the City of Imperial. 
 
This plan provides guidance to agencies within the City of Imperial with a general concept of 
potential emergency assignments before, during, and following emergencies. 
 
This plan provides a comprehensive all-hazards approach to natural, manmade, and 
technological emergencies. 
 
This plan provides an overview of operational concepts relating to various emergencies, 
identifies components of the City of Imperial’s Emergency Management Organization, and 
describes overall responsibilities of federal, state, and local agencies. 
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SCOPE 
 
This plan establishes a system for coordinating the prevention, preparedness, response, 
recovery, and mitigation phases of emergency management in the City of Imperial. 
 
This plan defines responsibilities, establishes an emergency organization, defines lines of 
communications, and is part of the statewide Standardized Emergency Management System 
(SEMS) and the federal National Incident Management System (NIMS). 
 
Activation of this plan occurs under any of the following conditions: 
 

1. When an official designated by local ordinance identifies the existence of a hazardous 
situation or threatened hazardous situation and a LOCAL EMERGENCY has been 
proclaimed in accordance with City of Imperial Ordinance §2407 (a) (2). 
 

2. When Imperial County, or another jurisdiction within the County, has proclaimed a 
LOCAL EMERGENCY, which directly or indirectly threatens to affect the City of Imperial. 
 

3. When the Governor has proclaimed a STATE OF EMERGENCY, which directly or 
indirectly threatens to affect the City of Imperial. 
 

4. Automatically by a gubernatorial proclamation of a STATE OF WAR EMERGENCY. 
 

5. By a Presidential declaration of a NATIONAL EMERGENCY. 
 

6. Automatically on receipt of a terrorist attack warning or the observation of a nuclear 
detonation. 

 
This plan applies to individuals, businesses, non-governmental organizations, other 
governmental jurisdictions, and special districts located within the geographic boundaries of 
the City of Imperial. Furthermore, this plan applies to fire department service areas, which are 
outside of the geographic boundaries of the City of Imperial. 
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SITUATION OVERVIEW 
 
Characteristics 

CITY OF IMPERIAL 
Imperial is located 4 miles north of El Centro. It has an arid desert climate. Highs in January 
average 70 degrees, with lows in the 40s. Highs in July average 110 degrees, with lows in the 
80s. The city covers 5.8 square miles, and is 59 feet below sea level.  
 

DEMOGRAPHICS 
In the 2010 census, the population was 14,758. In 2014 there was a 4.08% growth and as of 
January 2015 the population has grown to be 17,446. 98% live in households, 31 are 
institutionalized. 956 are over 65, and 181 are over the age of 65 and living alone. 4,927 are 
under the age of 18. 10,692 live in owner occupied housing, 4,035 live in rental properties.  The 
median household income is $49,451. The male individual median income is $37,373. The 
female median income is $27,778. 
 

HISTORY 
Imperial was created by the Imperial Land Company. It was incorporated as a city in 1904.  

 
INDUSTRY 

The City of Imperial is the headquarters of the Imperial Irrigation District, which is the 
wholesale supplier of water for Imperial and parts of Riverside Counties. It has a large 
agricultural base, as well as tourism in the form of hunting (birds), Off Highway Vehicle 
enthusiasts, and golfing. It is also home to the Imperial County Fairgrounds, where a variety of 
events in addition to the annual fair are held. The Imperial County Airport rests partially in the 
City of Imperial and partially in an unincorporated area of Imperial County and serves the 
nearby communities. 
 
 
 
 

 
 
 
 
 
 
 
 
 

SITUATION OVERVIEW 
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Hazard Profile Assumptions 
After reviewing the localized hazard maps and meeting with City and County Officials, Imperial 
has identified the top five threats to its jurisdiction. 
 

1. Earthquake: The potential for loss of life, injuries, and damage to property, as well as 
disruption of service, is significant. A moderate to severe incident resulting in intense 
ground shaking of populated or built up areas can reasonably be expected to cause 
numerous casualties, extensive property damage, road closure, fire and disruption of 
the County's extensive canal system, railroad & communication systems (particularly 
telephones) and utilities.  In Addition, health hazards would be posed by damaged 
sewer systems, waste treatment facilities, and the possible contamination of the City's 
potable water supply.  Medical treatment facilities could be overtaxed.  Disruption of 
the agricultural community will bode ill for the local economy. 

 
 

1. Hazardous Materials: Two major freeways pass through Imperial. Imperial also hosts 
several fixed facilities that utilize hazardous materials. Use page 34 of basic plan 
information 
 

2. Flooding or Dam Failure: Imperial lies in a natural river valley with a substantial portion 
existing within a floodplain. There are two large dammed reservoirs located above the 
community. 
 

3. Terrorism or Other Manmade Events: Current and expected geopolitical realities create 
concern for the vulnerability of Imperial’s assets and critical infrastructure. 
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SITUATION OVERVIEW 
 
Mitigation Measures 
The City’s Planning Department has enforced earthquake building code standards for several 
years. Additionally, all projects requesting subdivisions are typically required to include an 
environmental assessment initial report, which provides site-specific information on existing 
natural hazards and other environmental concerns. Upon intake of all building permits and 
development projects, land use planners review the project site's topographic location (i.e., 
slope analysis), and proximity to a flood plain. The Land Use Elements of the City’s General Plan 
are the primary policy bases that direct the physical development of the City. They designate 
the flood plain as an environmentally constrained area, thus requiring a thorough 
environmental review and implementation of appropriate measures to mitigate any adverse 
impacts. 
 
The City’s Zoning Ordinances and the Uniform Building Code supports mitigation efforts 
through the enforcement of fire codes, earthquake standards, and requirements for water 
conservation devices. City subdivision regulations reduce the risk of fire, in that these 
regulations are a means of securing water systems of adequate size and pressure for 
firefighting, and insure adequate roadway widths for emergency vehicle access, including 
maneuverability of fire apparatus. 
 
In addition to the structural and non-structural, mitigation techniques mentioned above, the 
City is involved in ongoing Public Awareness Programs. These programs focus on the need for 
individuals to be knowledgeable about the nature of disasters and properly prepare for those 
disasters. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PLANNING ASSUMPTIONS 
 
The following assumptions apply to this plan: 
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1. Emergency management activities are accomplished using SEMS and NIMS. 

 
2. Emergency response is best coordinated at the lowest level of incident command 

involved in the emergency. 
 

3. Local authorities maintain operational control and responsibility for emergency 
management activities within their jurisdiction, unless otherwise superseded by statue 
or agreement. 
 

4. A request for Mutual Aid will be provided as available. 
 

5. A mitigation activity conducted prior to the occurrence of a disaster can result in a 
potential reduction in loss of life, injures, and damage. 
 

6. Support plans and procedures are updated and maintained by responsible parties. 
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CONCEPT OF OPERATIONS 
 
Phases of Emergency Management 
This plan addresses major emergencies and large-scale disasters. Some emergencies will be 
preceded by a warning period, providing ample time to warn the public and reduce the loss of 
life, property damage, and effects on the environment. Other emergencies occur with little or 
no warning and require immediate activation of the EOC. All City departments and EOC staff 
must be prepared to respond to any foreseeable emergency. 
 
Emergency planning efforts work best when they are aligned with emergency planning 
practices at the local, state, and national levels. As such, this plan is consistent with national 
preparedness efforts as defined by Presidential Policy Directive (PPD) 8 around five mission 
areas; Prevention, Protection, Mitigation, Response, and Recovery. 
 
Prevention 
Prevention means the capabilities necessary to avoid, prevent, or stop a threatened or actual 
act of terrorism. The prevention phase includes actions taken to avoid an incident or to 
intervene and stop an incident from occurring. It also involves applying intelligence and other 
information to a range of activities that may include such countermeasures as deterrence 
operations, heightened inspections, improved surveillance, and interconnections of health and 
disease prevention among people, domestic animals, and wildlife. 
 
Protection 
Protection means the capabilities to secure critical infrastructure within the City of Imperial 
against acts of terrorism and manmade or natural disasters. Protection focuses on ongoing 
actions that protect people, networks, and property from a threat or hazard. 
 
Mitigation 
Mitigation means the capabilities necessary to eliminate or reduce the loss of life and property 
damaged by lessening the impact of an incident. In this plan, mitigation also means reducing 
the likelihood that threats and hazards will happen. 
 
Response 
Response means the capabilities necessary to stabilize an incident once it has already happened 
or is certain to happen in an unpreventable way; establish a safe and secure environment; save 
lives and property; and facilitate the transition to recovery. 
 

Initial Response 
During this phase, the priority is to save lives and to minimize the effects of the 
emergency or disaster. The EOC may be activated and emergency instructions may be 
issued to the public. 
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CONCEPT OF OPERATIONS 
 

Extended Response 
During this phase, response activities are primarily conducted in the field and at the 
EOC. Extended emergency operations involve the coordination and management of 
personnel and resources to mitigate an emergency and facilitate the transition to 
recovery operations. 
 

Recovery 
Recovery means the capabilities necessary to assist the City of Imperial affected by an incident 
in restoring their environment to pre-emergency conditions. As the immediate threat to life, 
property, and the environment subsides, the rebuilding of the City of Imperial will begin 
through various short-term and long-term recovery activities. 
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CONCEPT OF OPERATIONS 
 
Training and Exercises 
Training and exercises are essential at all levels of government. Ongoing training opportunities 
include SEMS, NIMS, ICS, Terrorism Awareness, EOP Orientation, and EOC Section training. 
Imperial also conducts regular EOC disaster exercises, in order to provide EOC staff with an 
opportunity to become thoroughly familiar with the procedures, equipment, and systems used 
during an emergency. 
 
Emergency exercises involve three levels of design: tabletop, functional, and full-scale. 
 
Tabletop Exercises 
Provide a means to evaluate our policies, Standardized Operating Procedures (SOPs), and 
emergency plans, resolve coordination issues, and learn EOC position roles and responsibilities. 
The EOC is not activated, but EOC staff simulate a response to a given disaster scenario. 
 
Functional Exercises 
Drills designed to evaluate and test the capability of an individual function, such as evacuation, 
care and shelter, or communications. The EOC is fully activated during a functional exercise. 
 
Full-Scale Exercises 
Drills designed to simulate an actual emergency. Full-scale exercises involve emergency 
management staff, response personnel, and multi-agency coordination. The EOC is fully 
activated during a full-scale exercise, as well as field staff, and other resources. 
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CONCEPT OF OPERATIONS 
 
Public Information 
Public awareness and education prior to an emergency or disaster is crucial to successful public 
information efforts during and following an emergency or disaster. Various emergency 
messages and public warning systems utilized by the City of Imperial take into account the 
physical, programmatic, and communications needs of individuals with access and functional 
needs, including essential needs of household pets and service animals. 
 
Awareness 
Various emergency warning systems utilized by the City of Imperial include mobile emergency 
vehicle sirens and loudspeakers, local TV and radio stations, social media, emergency 
preparedness apps for smart phones, law enforcement.  
 
Reverse 9-1-1 
Another warning system is a reverse 911 system used to notify residences and businesses they 
may be at risk during an emergency. Reverse 911 provides information on the event including 
evacuation protocol. The system utilizes the region’s 911 database provided by local telephone 
companies, and is able to contact both listed and unlisted landline telephone numbers. If the 
telephone number called is busy or does not answer, the system will redial the number up to 
three times in an attempt to deliver the message.  
 
Education 
Educating the public on all possible hazards that could affect the city of Imperial is an ongoing 
process. Staff produces and distributes hazard awareness programs and information to the 
City’s schools, community groups, business members, and civic organizations. 
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ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES 
 
General 
The emergency management system for the City of Imperial provides not only for the local on 
scene management of an incident, but also for the coordination of response activities between 
the jurisdictions of the operational area. 
 
However, a major emergency can change the working relationships between government and 
industry and among government agencies. For example, consolidation of several departments 
under a single chief may become necessary, even though such departments normally work 
independently. Additionally, there may be a need to create the formation of multiple agencies 
or multiple jurisdiction commands to facilitate the response to an emergency. 
 
As such, Imperial’s emergency management structure is based on the following principles: 
 

1. Compatibility with the structure of governmental and private organizations. 
 

2. Clear lines of authority and channels of communication. 
 

3. Simplified functional structure. 
 

4. Incorporation into the emergency organization of all available personnel resources 
having disaster capabilities. 
 

5. Formation of special purpose units to perform those activities peculiar to major 
emergencies. 
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ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES 
 
Assignment of Responsibilities 
Individual assignments for key staff members and the general responsibilities of each city 
department within the emergency management system are as follows: 
 
City Manager 
Director of Emergency Services (EOC Director); disaster declarations; other protective action 
decisions as necessary; and exercises overall command and control of all City resources and 
operations. 
 
City Attorney 
Prepares proclamations, emergency ordinances, and other legal documents; provides legal 
advice as required; performs other necessary legal functions; and serves as a liaison with other 
legal and judicial agencies and sections of government. 
 
City Clerk 
Serves as the Document Unit Leader in the Planning Section; responsible for collecting, filing, 
and maintaining all completed incident related documents, including EOC position logs, 
situation status reports, and EOC Action Plans. Also prepares and distributes the After-Action 
Report. 
 
Director of Finance 
Serves as the Alternate Logistics Section Chief; obtains and manages resources, including 
personnel and supplies; responsible for providing facilities, services, and material support of the 
incident. Oversees and staffs the Finance Section who administers all fiscal procedures 
including acquisition, payment, and accounting; coordinates all financial recovery operations; 
and maintains economic stabilization as required. 
 
Community Planning and Development Director 
Serves as the Planning Section Chief; and manages and coordinates information gathering, 
dissemination, and documentation in support of the operations. 
 
Director of Human Resources 
Serves as the Logistics Section Chief; obtains and manages resources, including personnel and 
supplies; responsible for providing facilities, services, and material support of the incident. 
 
Director of Public Services 
Serves as the Utilities Branch Director and may serve as the Operations Section Chief; restores, 
maintains, and operates essential services such as water supply and sewer. 
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ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES 
 
Fire Chief 
Serves as EOC Coordinator; coordinates activities of the EOC; and provides comprehensive 
homeland security and emergency preparedness planning. 
 
Assistant Fire Chief 
Serves as the Fire & Rescue Branch Director and may serve as the Operations Section Chief; 
manages all operational elements in response to the disaster; prevents, controls and 
suppresses fires; conducts rescue operations; provides and coordinates medical aid, triage and 
the transportation of injured. 
 
Chief of Police 
Serves as the Law Enforcement Branch Director and may serve as the Operations Section Chief; 
receives and disseminates warning information; directs the movement (evacuation) of citizens; 
controls traffic and enforcement of laws and temporary rules; coordinates with other law 
enforcement agencies; assists the County Medical Examiner’s Office in the operation of a 
morgue; and supervises emergency communications. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

ORGANIZATION AND ASSIGNMENT OF RESPONSIBILITIES 
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EOC Functional Emergency Management Responsibility Matrix 
 

P = Primary Responsibility S = Supporting Role *Appointed by EOC Director 
 

DEPARTMENTS COMMAND OPERATIONS PLANNING LOGISTICS FINANCE 

City Council S     

City Manager P     

City Attorney S     

City Clerk   S   

Director of Finance     P 

Community Planning & 
Development Director   P   

Director of Human 
Resources    P  

Public Services  S S S  

Fire S S / P*    

Police S S / P*    

Utilities  S   S  

American Red Cross  S  S  
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DIRECTION, CONTROL, AND COORDINATION 
 
Continuity of Government 
 
Overview 
A major emergency or disaster could destroy the ability of local government to carry out 
executive functions by causing death or injury to key government officials, destroying 
established seats of government, and causing the destruction of vital records. Government is 
responsible for providing continuity of effective leadership and authority, direction of 
emergency operations, and management of recovery operations. The California Government 
Code and the Constitution of California provide the authority for state and local government to 
reconstitute itself, in the event that incumbents are unable to serve. It is essential that the City 
of Imperial continue to function as a government entity. 
 
Director of Emergency Services Succession 
The City Manager shall serve as the Director of Emergency Services (EOC Director). Should the 
City Manager be unable to serve in that capacity, individuals who hold permanent 
appointments to the following positions will automatically serve as Acting Director, in the order 
shown, and serve until a successor can be appointed by the City Council. An individual serving 
as Acting Director has the authority and powers of the position of Director. 
 

Alternate 
Fire Chief ........................................................................................................................ First 
Chief of Police ............................................................................................................ Second 
Public Services Director ................................................................................................ Third 

 
Government Officials Succession 
In compliance with Article 15 of the California Emergency Services Act, the Imperial Council may 
designate up to three standby officers for each City Council Member. The standby Council 
Members shall have the same authority and powers as the regular Council Members. Pursuant 
to Section 8641 of the Government Code, each standby Council Member shall take the oath of 
office required for the office of City Council Member. Persons appointed as standby Council 
Members may be removed and replaced at any time with or without cause. Standby Council 
Members serve only until the regular Council Member becomes available or until a new Council 
Member is elected or appointed. In the event that a standby office becomes vacant because of 
removal, death, resignation, or other cause, the City Council shall have the power to appoint 
another person to fill said office. 
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DIRECTION, CONTROL, AND COORDINATION 
 
Department Head Order of Succession and Delegation of Authority 
One of the fundamental principles of emergency planning is to maintain leadership in the event 
of an disaster by establishing an order of succession. When such an event occurs, departmental 
operations and activities will not be “business as usual.” Under normal circumstances, 
Department Heads would be in charge of making major decisions affecting their departments. 
However, immediately following an event, Department Heads may be a part of an Emergency / 
Department Operations Center (EOC / DOC) Command Team engaged in immediate incident 
management; may be incapacitated, or unavailable for other reasons. As a result, these 
Department Heads may not be available to oversee the continuity of operations process and 
execution of essential functions. However, continuity of operations and essential functions 
must proceed without interruption regardless of the availability of any individual. 
 
To ensure continuous departmental operations in the event the Department Head is 
unavailable, the City of Imperial has delineated a delegation of authority and order of 
succession for each Department. The persons listed in departmental policy are designated to 
accept and maintain full authority and responsibilities of the Department Head. 
 
Vital Records Retention 
Vital records are those records that are essential to protect and preserve the rights and 
interests of individuals, governments, corporations, and other entities; conduct emergency 
response and recovery operations; and reestablish normal government functions. The City Clerk 
is responsible for preserving and maintaining the City of Imperial’s vital records. Original copies 
of vital records are protected in a secure off-site facility. Additionally, digital copies of vital 
records are backed up and stored electronically. 
 
 
 

 
 
 
 
 
 
 
 
 

 
DIRECTION, CONTROL, AND COORDINATION 

 
Primary Seat of Government 
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The primary seat of government shall be in the Imperial City Hall, 420 South Imperial, 
Imperial. 
 
 
Alternate Seat of Government 
In the event that City Hall offices are made uninhabitable, and depending upon the severity of 
the disaster, personnel from the City Manager’s Office will consider relocating to the City of 
Imperial Library, 200 West 9th Street, Imperial. All internal and external communications will be 
based from the new office, and the extent of City services available to the public will be 
determined and directed from this location. 
 
In the event of major devastation and office space is unobtainable, tents will be used as office 
shelters and operations will be established at a viable location. If necessary, cell phones and 
radios will be used for communication. Security for City operations at these locations will be 
provided by the Police Department if available. If Police personnel are unavailable for this 
purpose, security services will be obtained from an outside agency. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

DIRECTION, CONTROL, AND COORDINATION 
 
Field Incident Command System 
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Field incident level management will be implemented as required for the on-scene 
management of field operations using the Incident Command System. Whenever possible, field 
response shall use a “Unified Command” during incidents involving multiple disciplines during a 
response. The type of emergency will determine the Field Incident Commander(s) for a 
particular incident as follows: 
 

Type of Emergency   Field Incident Commander 
 
State of War Emergency Police Department 
 
Natural Disasters 
 Earthquake Fire Department 
 Fire Fire Department 
 Flood Fire Department 
 Storm (wind / rain) Public Works 
 
Manmade Disasters 
 Aircraft Accident Fire Department 
 Civil Disturbance Police Department 
 Explosion – Accidental Fire Department 
 Explosion – Crime Scene Police Department 
 Hazardous Materials Fire Department 
 Industrial Accident Fire Department 
 Radiological Incident Fire Department 
 Terrorism Police Department 
 Traffic Accident Police Department 
 
Other Emergencies As assigned 

 
 
 
 
 
 
 
 
 
 
 
 

DIRECTION, CONTROL, AND COORDINATION 
 
Standard Emergency Management System (SEMS) 
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The Standardized Emergency Management System (SEMS) is intended to standardize 
response to emergencies involving multiple jurisdictions or agencies. SEMS requires emergency 
response agencies to use basic components of emergency management, including the Incident 
Command System, mutual aid system, agency coordination, unified command, and the 
operational area agreement. 
 
Incident Command System (ICS) 
The Incident Command System (ICS) is a nationally recognized on-scene emergency 
management system that uses a common organizational structure to accomplish incident 
management. The five ICS functions include command, operations, planning, logistics, and 
finance. These functions are the basis for Imperial’s EOC structural organization. 
 

Command 
Responsible for coordinating information collection and evaluation, priority setting, and 
resource management of the incident. This section includes the EOC Director who is 
responsible for the overall management of the incident, the EOC Coordinator, Legal 
Advisor, Liaison Officer, Public Information Officer, Recovery Coordination Officer, and 
Safety Officer. 

 
Operations 
Responsible for the coordinated tactical response of all field operations directly 
applicable to, or in support of, the mission in accordance with the EOC Action Plan. The 
operations section requests resources to support tactical operations, maintains close 
communication with the EOC Director, and ensures safe and tactical operations. The 
operations function includes the Operation Section Chief; the Fire & Rescue, Law 
Enforcement, Construction & Engineering, and Utilities Branches; and the Fire 
Operations, Medical / Health, Search & Rescue, Law Enforcement Operations, and 
Medical Examiner Units. 

 
Planning 
Responsible for the collection, evaluation, documentation, and use of information about 
the development of the incident. This unit is also responsible for creating the After 
Action Report. The planning function includes Planning Section Chief; Damage / Safety 
Assessment, Documentation, Resource, Situation, and GIS Units. 

 
Logistics 
Responsible for providing facilities, services, personnel, equipment, and tracking the 
status of resources and materials in support of the incident. The logistics function 
includes the Logistics Section Chief; the Care & Shelter, Support, and Technology 
Branches; and the Food, Personnel, Communications, Facilities, Ground Support, and 
Supply Units. 

DIRECTION, CONTROL, AND COORDINATION 
 

Finance 
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Responsible for all financial and cost analysis aspects of the incident, and any 
administrative aspects not handled by the other functions. The finance function includes 
the Finance Section Chief; and the Claims, Cost, and Time Units. 

 
Mutual Aid 
California’s emergency planning and response includes a statewide mutual aid system designed 
to ensure that adequate resources, facilities, and other support is provided to jurisdictions 
whenever their own resources prove to be inadequate to cope with an emergency. The basis 
for this system is the California Disaster and Civil Defense Master Mutual Aid Agreement, as 
provided for in the California Emergency Services Act. The City of Imperial will make mutual aid 
requests from other jurisdictions through the Imperial County’s Office of Emergency Services. 
Available mutual aid agreements exist for law enforcement, fire and rescue, public works, 
medical services, and emergency managers. Requests should specify the following: 
 

• Number and type of personnel needed 
 

• Amount and type of equipment needed 
 

• Reporting time and location 
 

• Authority to whom forces should report 
 

• Access routes 
 

• Estimated duration of operations 
 

• Risks and hazards 
 
Agency Coordination 
Agency coordination systems are important for establishing priorities for response, allocating 
critical resources, developing strategies for handling multi-agency response problems, sharing 
information, and facilitating communications. Emergency response is coordinated at the EOC 
through representatives from the City of Imperial’s departments, or through representatives 
from outside agencies, including special districts, volunteer agencies, and private organizations. 
 
 
 
 
 
 

DIRECTION, CONTROL, AND COORDINATION 
 
Unified Command 
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Unified command is a unified team effort that allows all agencies with responsibility for 
the incident, either geographical or functional, to manage an incident by establishing a 
common set of incident objectives and strategies. This is accomplished without losing or 
abdicating agency authority, autonomy, responsibility, or accountability. This occurs more 
frequently at the field level and in large-scale events involving more than one jurisdiction. 
 
Coordination Levels 
There are five designated coordination levels in the SEMS organization: Field Response, Local 
Government, Operational Area, Regional, and State. Under SEMS, the City of Imperial acts at 
the local government level to manage and coordinate the overall emergency response and 
recovery activities within its jurisdiction. 

Field Response 

Under the command of an appropriate authority, emergency personnel and resources 
carry out tactical decisions and activate in direct response to an incident or threat. SEMS 
regulations require the use of the ICS at the Field Response level. 

Local Government 

Local governments manage and coordinate overall emergency response and recovery 
activities within their jurisdiction, including special districts. Local governments are 
required to use SEMS when their EOC is activated, or a local emergency is proclaimed, in 
order to be eligible for state funding of response-related personnel costs. 

Operational Area 

Under SEMS, the Operational Area serves as an intermediate level of the state’s 
emergency services organization and encompasses the County, including special 
districts. The Operational Area manages and coordinates information, resources, and 
priorities among local governments within the County, and serves as the coordination 
and communication link between the local government and the regional level. 

Regional 

The Regional level manages and coordinates information and resources among 
Operational Areas within the mutual aid region, and between the Operational Area and 
the State levels. 

State 
Manages state resources in response to the emergency needs of other levels, 
coordinates mutual aid among the mutual aid regions, and serves as the coordination 
and communication link between the state and the federal disaster response system. 

 
DIRECTION, CONTROL, AND COORDINATION 

 
Operational Area Agreement 
SEMS regulations specify that all local governments within a county geographic area must be 
organized into a single Operational Area. In accordance with SEMS, the San Diego County Office 
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of Emergency Services assumes responsibility for operational area coordination through a 
formal resolution establishing the Imperial County Operational Area. Imperial County 
jurisdictions, including the City of Imperial, are represented by the Disaster Council, on the 
Operational Area. If the Imperial County Operational Area is activated, the Chief Executive 
Officer of Imperial County will function as the Operational Area Director of Emergency 
Operations. 
 
Standard Operating Procedures (SOPs) Development 
Each SEMS section, branch, and unit has developed Standard Operation Procedures (SOPs). 
These SOPs contain those actions necessary to fulfill the SEMS functional responsibilities under 
this plan. Strict adherence to the SOPs by departments is not required and departments may 
deviate from the SOPs to respond to unique needs in a particular response situation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DIRECTION, CONTROL, AND COORDINATION 
 
Emergency Operations Center (EOC) 
The City of Imperial’s Emergency Operations Center (EOC) is a centralized location for decision-
making and face-to-face coordination in managing our jurisdiction’s emergency response. The 
City of Imperial performs the following EOC functions: 
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• Receiving and disseminating warnings 

 
• Managing emergency operations 

 
• Determining priorities 

 
• Developing policies 

 
• Preparing intelligence / information summaries, situation reports, operation reports, 

and other reports as required 
 

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

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

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

• Maintaining contact with and support Field Incident Command, other jurisdictions, and 
other levels of government 
 

• Providing emergency information and instructions to the public 
 

• Making official releases to the news media and scheduling press conferences as 
necessary 

 
Location 

Primary EOC                                                              Alternate EOC 
City of Imperial Library/Community Center,              City of Imperial Senior Citizen Center 
200 West 9th Street      420 South Imperial Avenue 
Imperial                                                   Imperial 

 
 
 

DIRECTION, CONTROL, AND COORDINATION 
 

Alternate Emergency Operations Center (EOC) 
The alternate Emergency Operations Center (EOC) is located in the City of Imperial Senior 
Citizen Center, 420 South Imperial Avenue.  
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The alternate EOC will be activated only if the primary EOC is damaged, inaccessible, and / 
or evacuation of the primary EOC staff becomes necessary. The logistics section will arrange for 
relocation of EOC staff to the alternate EOC, and the EOC Director will transfer direction and 
control authority. All section chiefs will advise their emergency response field forces on the 
transition to the alternate EOC. 
 
Activation and Room Setup Checklist 
 

 Notify all responding EOC personnel of the change in location to the alternate EOC site 
at Senior Citizen Center, 420 South Imperial Avenue. 

 Notify Dispatch and the Imperial County Office of Emergency Services (OES) of the 
change of EOC location. 

 Locate the setup packet containing the setup checklist and alternate EOC floor plan for 
the Senior Citizen Center. Rearrange the Senior Citizen Center tables and chairs to 
match the alternate EOC floor plan setup. 

 Contact Information Systems and ask for help setting up the training room with 
computers and telephones. 

 Connect at least one telephone and computer workstation (PC, monitor, mouse, and 
keypad) to each of the EOC positions identified on the floor plan. Additional telephones 
and computer workstations may be added later as required. Cables to connect these 
items to the network are located within the EOC supply cabinet. 

 Attach the EOC section signs to each station (Command, Operations, Logistics, Planning, 
and Finance) as identified on the floor plan. 

 Place the EOC position notebooks at the appropriate stations. 

 Notify Dispatch and the Imperial County Office of Emergency Services (OES) when the 
alternate EOC is operational. 

 
 
 
 
 

DIRECTION, CONTROL, AND COORDINATION 
 

Activation / Deactivation 
The EOC Director has the authority to activate, increase or reduce the activation level, or 
deactivate the EOC. The EOC may be partially or fully staffed depending upon the level of 
activation required. The EOC will be deactivated based on incident status. Deactivation may 
occur through a gradual decrease in staffing or all at once. 
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Activation Process 
Upon approval of the EOC Director, or his or her designee, Police Communications 
personnel will activate the EOC to a Level I, Level II, or Level III based upon the nature of 
the emergency. The Fire Chief and or the Chief of Police or their respective designees 
maintain EOC positions by levels of activation. Additionally, Police Communications 
personnel will contact the Imperial County OES Duty Officer and notify him / her of 
Imperial’s EOC activation / status. 

 
Level I Activation 
Level I activation is a minor to moderate incident where local resources are adequate and 
available. A LOCAL EMERGENCY may or may not be proclaimed. If the incident is within 
Imperial, then the EOC may be activated to Level I, if the incident is in another jurisdiction 
within the Operational Area, the EOC will not be activated unless requested by that jurisdiction 
or the Operational Area. 
 
Level II Activation 
Level II is a moderate to severe incident where local resources are not adequate and mutual aid 
may be required on a regional or even statewide basis. A LOCAL EMERGENCY will be 
proclaimed and a STATE OF EMERGENCY might be proclaimed. If the incident is in Imperial, the 
EOC will be activated to at least Level II, and may be activated up to Level III. If the incident is in 
another jurisdiction within the Operational Area, the EOC may be activated if requested by that 
jurisdiction or the Operational Area. 
 
Level III Activation 
Level III is a major disaster wherein resources in or near the affected area are overwhelmed and 
extensive state and / or Federal resources are required. A LOCAL EMERGENCY and a STATE OF 
EMERGENCY will be proclaimed, and a PRESIDENTIAL DECLARATION OF EMERGENCY or 
MAJOR DISASTER may be requested. If the incident is in Imperial, the EOC will activate to Level 
III. If the incident is in another jurisdiction within the Operational Area, the EOC may activate if 
requested by that jurisdiction or the Operational Area. If the incident is in Imperial, the Police 
Department and the Fire Department will activate their DOCs.  
 
 
 
 

DIRECTION, CONTROL, AND COORDINATION 
 

EOC / Field Interaction 
 
Overview 
During EOC activation, it is essential that the EOC and field units effectively interact with one 
another. This interaction occurs through coordination and communication, direction and 
control interface, and coordination with Department Operations Centers (DOCs). 



City of Imperial   Part IV 

Emergency Operations Plan   Direction, Control, and Coordination 

November 2015                                                                                                                                                          26 | P a g e  
   

 
Coordination & Communication 
During EOC activation, coordination will occur at all levels. Field personnel, via the EOC 
Director, will coordinate with the Imperial EOC by using their department-specific staff member 
located in the EOC. 
 

Field Units 
Under the command of an appropriate authority and using all necessary resources, 
emergency response personnel carry out tactical decisions and activities in dire 
response to an incident or threat. The use of SEMS’ Incident Command System (ICS) at 
this level is intended to standardize the response to emergencies involving multiple field 
operations (i.e. fire and rescue, law enforcement, public works, etc.). Agencies with 
personnel in the EOC do not relinquish their jurisdictional authorities, but develop a 
single coordinated action plan for the agreed operational period. 

 
Operational Area 
Operational Areas are an intermediate level of the state’s emergency services 
organization that encompasses the County of Imperial and all political subdivisions 
within the county, including special districts. SEMS regulations specify that all local 
governments within a county geographic area be organized into a single Operational 
Area, under which the County Board of Supervisors is responsible for its establishment. 
The Operational Area coordinates information, resources, and priorities among local 
governments within the Operational Area, in addition to serving as the coordination and 
communication liaison between the City of Imperial and the regional level. 

 
Regions 
Due to size and geography, the state of California has been divided into six mutual aid 
regions to provide for a more effective application and coordination of mutual aid and 
other emergency related activities. Information and resources among the Operational 
Area within the mutual aid region and between the Operational Area and state level are 
managed and coordinated here. If an Operational Area EOC is activated, the Regional 
Emergency Operations Center (REOC) will activate at the level necessary to coordinate 
emergency operations and respond to requests for resources and mutual aid. 

 
 

DIRECTION, CONTROL, AND COORDINATION 
 
Special Districts 
One or more special districts may be located within the City of Imperial, or Imperial 
County. Examples include school districts, colleges and universities, fire control districts, 
and utility companies. Special districts need to work with the City of Imperial to 
determine how best to establish coordination and communications during an 
emergency. The ideal solution occurs if the special district has a representative located 
in the EOC to work with other local government representatives. If this does not work, 
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several alternatives include establishing a special district coordination center or linking 
representatives via telecommunications. 

 
Non-Governmental Agencies 
The City of Imperial’s EOC establishes communication with private and volunteer 
agencies that provide services to the City. Agencies that play key roles in the response 
should have representatives at the EOC. If an agency supports several functions and has 
only one representative at the EOC, the agency representative should be located in the 
liaison area. If an agency is supporting one function only, its representative may be 
located with that functional element. Coordination with volunteer and private agencies 
that do not have representatives at the EOC may be accomplished through 
telecommunications, liaison with community councils that represent several agencies, 
or through involvement of agencies in special multi-agency groups on specific issues. 

 
Direction & Control Interface 
ICS will be used to coordinate emergency response recovery operations at the emergency or 
disaster scene. The ICS organization will maintain open communications and close coordination 
with the EOC. To the extent possible, all tactical and operational decisions will be made in the 
field within an ICS structure, while policy and coordination functions will be accomplished from 
the EOC. Action planning is an essential part of SEMS at all levels. There are two kinds of action 
plans – Incident Action Plans and EOC Action Plans. 
 

Incident Action Plans (Field Level) 
Incident Action Plans, which may be verbal or written, are required for each operational 
period. SEMS ICS forms should be used whenever possible. 
 
Field Level Incident Action Plans should include the following information: 

• Incident objectives and strategies to achieve these objectives 
• Tactics appropriate to the selected strategy 
• Type and number of resources assigned 
• Overall support organization, including logistics, planning, and finance functions 
• Communications plan including safety messages 
• Other essential supporting documentation 

 
DIRECTION, CONTROL, AND COORDINATION 

 
EOC Action Plan (EOC Level) 
Action planning at the EOC level is also required for each operational period. Typically, 
operational periods are short during the beginning stages of an emergency, and as the 
emergency progresses, so do the operational periods. However, a single operational 
period may not exceed 24 hours. The initial EOC Action Plan may be a verbal plan given 
by the EOC Director within the first hour of EOC activation. Once the EOC is fully 
activated, any EOC Action Plans should be written. The primary focus of the EOC Action 
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Plan is on jurisdictional issues. The plan sets overall objectives for the City of Imperial 
and may establish the priorities of the jurisdiction. 

 
EOC Action Plans should address the following elements: 

 
• Objectives to accomplish and strategy to achieve these objectives 

 
• Assignments and actions necessary to implement the strategy 

 
• Operational period designation and time frame necessary to accomplish these 

actions 
 

• Organizational elements activated to support the assignments 
 

• Logistical or other necessary technical support 
 

• May also include mission assignments to departments, policy and cost 
constraints, and inter-agency considerations 

 
 
Coordination with Department Operations Centers (DOCs) 
A Department Operations Center (DOC) is a designated area within a discipline-specific 
department, utilized for coordinating response and recovery-related issues. The City of 
Imperial’s departments shall coordinate information and logistics requests through their 
discipline-specific representative located in the EOC. However, Incident Commanders may 
report to Department Operations Centers (DOCs), which in turn will coordinate with the EOC. 
 
 
 
 
 
 
 
 

DIRECTION, CONTROL, AND COORDINATION 
 

EOC Operational Period Cycle – Planning “P” 
 
The Planning “P” 
The Planning “P” depicts the stages in the EOC Action Planning process. The leg of the “P” 
includes the initial steps to gain situational awareness and establish the organizational incident 
response. Although maintaining situational awareness is essential throughout the life cycle of 
the incident, the steps in this initial stage are done only one time. Once they are accomplished, 
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incident management shifts into a cycle of planning, operations, and ongoing situational 
awareness that is repeated each operational period.  
 

  
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DIRECTION, CONTROL, AND COORDINATION 
 

EOC Operational Period Cycle 
 

Initial Incident Awareness 
Planning begins with a thorough size-up that provides information needed to make 
initial management decisions. Effective actions during this stage may mean the 
difference between a successfully managed incident and one in which effective incident 
management is achieved slowly or not at all. 
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This stage focuses on actions that take place prior to the first operational period. While 
many important things are accomplished during this initial period, efforts focus on 
gaining an understanding of the situation and establishing initial incident priorities. 
Gaining an understanding of the situation includes gathering, recording, analyzing, and 
displaying information regarding the scale, scope, complexity, and potential incident 
impacts. Comprehensive situational awareness is essential to developing and 
implementing an effective EOC Action Plan. 

 
Establish EOC Objectives 
During this stage, the EOC Director establishes incident objectives and provides the 
guidance necessary to achieve these objectives. Incident objectives drive the incident 
organization as it conducts response, recovery, and mitigation activities. The EOC 
Director should establish these objectives based on incident priorities, informed by 
situational awareness, leader’s intent, and delegations of authority.  
 
EOC Section responsibilities include: 
 
Command: Develops the overall incident objectives and strategy, approves resource 

order and demobilization, and approves the EOC Action Plan by 
signature. 

 
Operations: Assists with developing strategy, and identifies, assigns, and supervises 

the resources needed to accomplish the incident objectives. 
 

Planning: Provides status reports, manages the planning process, and produces the 
EOC Action Plan. 

 
Logistics: Orders resources and develops the Communication Plan. 

 
Finance: Develops cost analyses, ensures that the EOC Action Plan is within the 

financial limits established by the EOC Director, develops contracts, and 
pays for the resources. 

 
 

DIRECTION, CONTROL, AND COORDINATION 
 

Develop the Plan 
Operational planning is a continuous process, but time-specific operational planning 
begins immediately following the strategy meeting. The Operations Section develops 
strategies to meet incident objectives and tactics to accomplish the strategies. 
Operations Section staff match the work required to execute the tactics to resources to 
create work assignments that are documented by operational objectives. 
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The Action Planning Meeting provides the opportunity for the EOC Director and Section 
Chiefs to review and validate the operational objectives as proposed by the Operations 
Section Chief. The meeting also provides a situational briefing of the incident, confirms 
availability of required resources, and ensures the EOC Director’s directions and 
objectives are properly addressed. 
 
Action Planning Meeting responsibilities include: 
 
Planning Section Chief:  Give situation and resources briefing and conduct the 

meeting. 
 
EOC Director:    State EOC objective and clarify any policy issues. 
 
Operations Section Chief:  State strategies to meet EOC objectives and specify any 

additional resources needed for incident. 
 
Logistics Section Chief: Provide status of ordered resources and develop 

additional resource orders. 
 
Planning Section Chief: Review any open issues for their resolution and set 

timeline for EOC Action Plan approval and distribution. 
 

Prepare / Disseminate the Plan 
This stage begins when the Planning Section Chief receives the approved operational 
objectives and starts to develop the EOC Action Plan in preparation for the Operational 
Briefing (also known as the shift change briefing). 

 
Execute, Evaluate, and Revise the Plan 
The stage continues as the EOC Action Plan is executed, evaluated in response to 
changing incident priorities, and revised in preparation for the next operational period. 
This stage includes the Operational Briefing at the end of one operational period cycle 
and the beginning of the next. 

 
DIRECTION, CONTROL, AND COORDINATION 

 
Operational Briefing responsibilities include: 

 
Planning Section Chief: Performs introductions, welcomes, and provides current 

situation update and reviews EOC objectives. The Planning 
Section Chief facilitates the Operational Briefing. 
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Operations Section Chief:  Provides an overview of current incident status and 
the progress toward achieving operational objectives and 
tactical assignments. 

 
Logistics Section Chief:  Provides update of resource status including supply, 

transportation, food, and any facilities-related issues. 
 

EOC Director:  Reviews EOC objectives and reiterates operational 
concerns. 

 
Planning Section Chief: Provides any last minute details, announces planning 

timeline, and adjourns meeting. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

DIRECTION, CONTROL, AND COORDINATION 
 

Emergency Declarations 
As necessary, the EOC staff will convene to evaluate the emergency and may make 
recommendations for an emergency declaration. There are three types of possible emergency 
declarations: Local Declaration, State of Emergency, and State of War Emergency. 
 
Local Declaration 
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The local governing body or a duly authorized local official, as specified by the appropriate 
local emergency ordinance may proclaim a Local Declaration. Proclamations will normally be 
made when there is an actual or threatened existence of conditions of disaster or of extreme 
peril to the safety of persons and property within the territorial limits of a county, city and 
county, or city, caused by such conditions as air pollution, fire, flood, storm, epidemic, riot, 
earthquake, or other conditions, including terrorism and / or conditions resulting from war or 
imminent threat of war, but other than conditions resulting from a labor controversy. 
 
The proclamation of a Local Declaration provides the following legal authority: 
 

1. If necessary, request that the Governor proclaim a State of Emergency. 
 

2. Promulgate orders and regulations necessary to provide for the protection of life and 
property including orders or regulations imposing a curfew within designated 
boundaries. 
 

3. Exercise full power to provide mutual aid to any affected area in accordance with local 
Ordinances, Resolutions, Emergency Plans, or agreements thereto. 
 

4. Request that state agencies provide mutual aid. 
 

5. Require the emergency services of any local official or employee. 
 

6. Requisition necessary personnel and material of any department or agency. 
 

7. Obtain vital supplies and equipment and, if required immediately, to commandeer the 
same for public use. 
 

8. Impose penalties for violation of lawful orders. 
 

9. Conduct emergency operations without facing liabilities for performance, or failure of 
performance. (Note: Article 17 of the Emergency Services Act provides for certain 
privileges and immunities). 

 
 

DIRECTION, CONTROL, AND COORDINATION 
 

State of Emergency 
The Governor may proclaim a State of Emergency when a City or County declares an 
emergency. The Governor may also declare a State of Emergency when conditions of disaster or 
extreme peril exist that threaten the safety of persons and property within the state. 
 
Whenever the Governor proclaims a State of Emergency: 
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1. Mutual aid will be rendered in accordance with approved Emergency Plans 
whenever the need arises for outside aid in any county, city and county, or city. 
 

2. The Governor shall, to the extent he deems necessary, have the right to exercise within 
the area designated all police power vested in the state by the Constitution and the laws 
of the State of California. 
 

3. Jurisdictions may command the aid of citizens as deemed necessary to cope with an 
emergency. 
 

4. The Governor may suspend the provisions of any regulatory statute, or statute 
prescribing the procedure for conducting state business, or the orders, rules, or 
regulations of any state agency. 
 

5. The Governor may commandeer or utilize any private property or personnel, (other 
than the media) in carrying out his responsibilities. 
 

6. The Governor may promulgate issue and enforce orders and regulations, as he deems 
necessary. 
 

7. The Governor may petition the President of the United States to make a Presidential 
Declaration of Emergency. 

 
State of War Emergency 
Whenever the Governor proclaims a State of War Emergency, or if a State of War Emergency 
exists, all provisions associated with a State of Emergency apply and all state agencies and 
political subdivision must comply with the lawful orders and regulations of the Governor. 
 
 
 
 
 
 

 
DIRECTION, CONTROL, AND COORDINATION 

 
Sample Local Emergency Proclamations 
 

PROCLAMATION OF THE EXISTENCE OF A LOCAL EMERGENCY 
BY THE DIRECTOR OF EMERGENCY SERVICES 

 
 WHEREAS, the California Government Code and the Imperial Municipal Code empowers 
the Director of Emergency Services to proclaim the existence or threatened existence of a local 
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emergency when the City is affected or likely to be affected by a public calamity and the 
City Council is not in session; and 
 
 WHEREAS, the City Manager, as Director of Emergency Services of the City of Imperial, 
does hereby find that: 
 
1. Conditions of extreme peril to the safety of persons and property have arisen within the City 
of Imperial, caused by __________________ commencing on or about ______________  as a 
_________________ developed in Imperial; and 
 
2. That the City Council of the City of Imperial has not been in formal session but has simply had 
briefing as needed by the Fire and Police Chief and other emergency personnel, and as the 
emergency developed, was contacted by telephone and could not be immediately called into 
session 
 
 NOW, THEREFORE, IT IS HEREBY PROCLAIMED that a local emergency now exists 
throughout the City; and 
 
 IT IS FURTHER PROCLAIMED AND ORDERED that during the existence of said local 
emergency the powers, functions, and duties of the emergency organizations of this City shall 
be those prescribed by state law, and resolutions of this City, and by the City of Imperial 
Emergency Plan. 
 
 
___________________    ________________________________ 
Date       Director of Emergency Services 
 
 
APPROVED AS TO FORM: 
 
 
____________________ 
City Attorney 
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INFORMATION COLLECTION, ANALYSIS, AND DISSEMINATION 
 
Disaster information managed by the City of Imperial’s EOC is coordinated through agency 
representatives located in the EOC, or in communication with the Liaison Officer. These 
representatives collect information from and disseminate information to counterparts in the 
field. These representatives also disseminate information within the EOC that can be used to a 
develop course of action and manage emergency operations. 
 
Detailed procedures that identify the type of information needed, where it is expected to come 
from, who uses the information, how the information is shared, the format for providing the 
information, and specific time the information is needed are part of a City of Imperial EOC 
Action Plan. 
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COMMUNICATIONS 
 
Notification and Mobilization 
The EOC Coordinator is responsible for maintaining a departmental emergency alert list, which 
is used to notify key City personnel during the activation of the Imperial EOC. 
 
The City of Imperial utilizes Reverse 9-1-1. This system is available to the City of Imperial to 
notify employees and residents in authorized time of emergency or disaster. A notification will 
be sent as required to each EOC staff member that the EOC is activated. In the event that 
Reverse 9-1-1 is not operating, each department is responsible for notifying their individual 
departmental personnel of the EOC activation. 
 
Communication protocols and coordination procedures used between response organizations 
during emergencies and disasters are described in detail in the County of Imperial Operational 
Area Emergency Plan. 
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ADMINISTRATION, FINANCE, AND LOGISTICS 
 
Administration 
If the City of Imperial’s resources prove to be inadequate during emergency operations, 
requests will be made for assistance from other local jurisdictions, higher levels of government, 
and other agencies in accordance with existing mutual aid agreements and understandings. 
Mutual aid, including personnel, supplies, and equipment, is provided in accordance with the 
California Master Mutual Aid Agreement, and other local Mutual Aid Agreements within the 
County of Imperial Operational Area. 
 
Furthermore, under the Standardized Emergency Management System (SEMS), Special Districts 
are considered local governments. As such, they are included in the emergency planning efforts 
throughout the Operational Area. Consistent with SEMS, the Operational Area emergency 
organization supports and is supported by: 
 

1. Cities within the Operational Area 
 

2. The County of Imperial 
 

3. Special Districts 
 

4. Other counties 
 

5. The State of California 
 

6. The Federal Government 
 
Additionally, the National Incident Management System (NIMS) provides a consistent 
nationwide template to enable Federal, State, local, and tribal governments and private-sector 
and nongovernmental organizations to work together effectively and efficiently to prepare for, 
prevent, respond to, and recover from domestic incidents, regardless of cause, size, or 
complexity, including acts of catastrophic terrorism. 
 
Moreover, the private sector is an important part of the emergency organization. Business and 
industry own or have access to substantial response and support resources. Community Based 
Organizations (CBOs), or Non-Governmental Organizations (NGOs), provide valuable resources 
before, during, and after a disaster. These resources can be effective assets at any level.  
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ADMINISTRATION, FINANCE, AND LOGISTICS 
 
While some City of Imperial personnel who do not have specific task assignments during a 
disaster, they are automatically designated by State Law as Disaster Service Workers and serve 
in the response effort. 
 

1. "All public employees and all registered volunteers of a jurisdiction having an accredited 
disaster council are Disaster Service Workers,” per the Government Code, Title I, 
Division 4, Chapter 8, and Labor Code, Part I, Division 4, Chapters 1 and 10. 
 

2. The term public employee includes all persons employed by the State, or any County, 
City or public district. 
 

3. Other personnel including volunteers can be quickly registered by County OES as 
Disaster Service Workers, which provides Workers Compensation and liability coverage. 
 

4. County OES also maintains a list of pre-registered volunteers affiliated with volunteer 
organizations that have been signed up as Disaster Service Workers. 
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ADMINISTRATION, FINANCE, AND LOGISTICS 
 
Finance: Recovery Operations 
 
Phases of Recovery 
Recovery operations should begin as soon as possible after the emergency or disaster occurs. 
Recovery operations are divided into two phases – short-term and long-term. 
 

Short-Term 
The goal of short-term recovery is to restore local government services to at least 
minimal capacity. Short-term recovery operations will begin during the response phase 
of the emergency. The major objectives of short-term recovery operations include rapid 
debris removal, clean-up, and orderly and coordinated restoration of essential 
infrastructure and services, including government operations; communications; medical 
and mental health services; transportation routes; electricity; water; and sanitation 
systems. 

 
Long-Term 
The goal of long-term recovery is to restore facilities to pre-disaster conditions. Long-
term recovery uses a detailed damage assessment as a basis for determining the type 
and amount of state and federal financial assistance available for recovery. Operations 
include hazard mitigation activities, restoration and reconstruction of public facilities, 
and disaster response cost recovery. 

 
Recovery Coordination 
In the City of Imperial recovery coordination is the responsibility of the Director of Public 
Services acting as the Recovery Coordination Officer in the Command Section of the EOC. Each 
department, through their respective EOC Sections, has specific functional responsibilities in 
recovering from an emergency or disaster. 
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ADMINISTRATION, FINANCE, AND LOGISTICS 
 
Recovery Coordination Organizational Chart 
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ADMINISTRATION, FINANCE, AND LOGISTICS 
 
Damage Assessment 
An initial damage estimate is developed during the emergency response phase. This is followed 
by a detailed assessment of damage during the recovery phase by the City of Imperial and 
special districts. This detailed assessment provides the basis for determining the type and 
amount of state and / or federal financial assistance available for recovery. The Damage / 
Safety Assessment Unit Leader in the Planning Section of the EOC will complete the detailed 
damage / safety assessment. 
 
Documentation 
The damage assessment documentation should include the location and extent of damage, and 
cost estimates for debris removal, emergency work, and repairing damaged facilities to pre-
disaster conditions. The cost of compliance with building codes for new construction, repair, 
and restoration will also be documented. The cost of improving facilities may be included under 
federal mitigation programs. 
 
Under federal disaster assistance programs, documentation must be obtained regarding 
damage sustained to the following: 
 

• Roads 
• Water control facilities 
• Public buildings and equipment 
• Public utilities 
• Facilities under construction 
• Recreational and park facilities 
• Educational institutions 
• Certain private non-profit facilities 

 
After-Action Reports 
The completion of After-Action Reports is part of the requirements of SEMS. If the City of 
Imperial declares a local emergency, an After-Action report must be completed and submitted 
to the Imperial County Office of Emergency Services within ninety (90) days of the close of the 
incident. The After-Action report will serve as a source for documenting the City of Imperial’s 
response activities, identifying areas of success, as well as areas of improvement. It will also be 
utilized to develop and describe a work plan for implementing improvements. 

 
 
 
 

ADMINISTRATION, FINANCE, AND LOGISTICS 
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Disaster Assistance 
 

Individual Assistance 
Individuals may receive loans or grants for such things as real and personal property, 
dental, funeral, medical, transportation, unemployment, and sheltering and rental 
assistance, depending on the extent of damage. 

 
Business loans are available for many types of businesses, including agricultural 
businesses, to assist with economic and physical losses because of a disaster. Business 
loans are generally made available through the United States Small Business 
Administration. 
 
Public Assistance 
The Public Assistance Program provides Federal disaster grant assistance for the repair, 
replacement, or restoration of disaster-damaged publicly owned facilities, and certain 
non-profit facilities. The Federal share of assistance is not less than 75% of the eligible 
cost for emergency measures and permanent restoration. The State determines how 
the non-Federal share (up to 25%) is split with the applicants. 

 
The City of Imperial, private agencies, and special districts are responsible for the 
completion and submission of the required program application and supporting 
documents for both state and federal public assistance programs. The City is also the 
primary contact for state and federal field representatives. 
 
Individuals and businesses are expected, whenever possible, to provide for themselves 
and direct their own personal recovery. However, the City of Imperial will assist 
individuals in any way possible, including providing them with the Federal Emergency 
Management Agency’s hotline number for individual assistance. 

 
Hazard Mitigation Grant Program 
Local governments are provided grants to implement long-term hazard mitigation 
measures following a major disaster declaration. The purpose is to reduce the loss of life 
and property due to natural disasters. The Hazard Mitigation Grant Program is 
authorized under Section 404 of the Robert T. Stafford Disaster Relief and Emergency 
Assistance Act. The City of Imperial is responsible for identifying projects that will 
substantially reduce the risk of future damage, hardship, loss, or suffering from a 
disaster. The City must ensure that each identified project is cost-effective and meets 
basic project eligibility. The City will also be the primary contact and coordinator for 
each funded project, until completion of the project. 

 
 

ADMINISTRATION, FINANCE, AND LOGISTICS 
 
Logistics: Access and Functional Needs Population 
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Americans with Disabilities Act (ADA) 
The Americans with Disabilities Act (ADA) is the world’s first comprehensive civil rights law for 
people with access and functional needs and was enacted on July 26, 1990. The ADA is a 
companion civil rights legislation to the Civil Rights Act of 1964 and Section 504 of the 
Rehabilitation Act of 1973. The ADA prohibits discrimination because of access and functional 
needs in employment, state and local government, public accommodations, commercial 
facilities, transportation, and telecommunications. It also applies to the United States Congress. 
 
To be protected by the ADA, one must have an access or functional need or have a relationship 
or association with an individual with an access or functional need. An individual with an access 
or functional need is defined by the ADA as a person who has a physical or mental impairment 
that substantially limits one of more major life activities, a person who has a history or record 
of such impairment, or a person who is perceived by others as having such impairment. The 
ADA does not specifically name all of the impairments that are covered. 
 
The ADA is divided into five parts, covering the following areas: 
 

Title I: Employment 
Title I requires employers with 15 or more employees to provide qualified individuals 
with access and functional needs an equal opportunity to benefit from the full range of 
employment-related opportunities available to others. For example, it prohibits 
discrimination in recruitment, hiring, promotions, training, paid social activities, and 
other privileges of employment. It restricts questions that can be asked about an 
applicant’s access or functional need before a job offer is made, and it requires that 
employers make reasonable accommodation to the known physical or mental 
limitations of otherwise qualified individuals with access or functional needs, unless it 
results in undue hardship. 

 
Title II: State and Local Government (Public Services) 
Title II covers all activities of state and local governments. Title II requires that State and 
local governments give people with access and functional needs an equal opportunity to 
benefit from all of their programs, services, and activities, such as public meetings, 
employment, recreation programs, aging, health and human services programs, 
libraries, museums, and special events. 

 
 
 
 
 

ADMINISTRATION, FINANCE, AND LOGISTICS 
 

State and local governments are required to follow specific architectural standards in 
the new construction and alteration of their buildings and facilities. They also must 
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relocate programs or otherwise provide access in inaccessible older buildings, and 
communicate effectively with people who have hearing, vision, or speech functional 
needs. Public entities are not required to take actions that would result in undue 
financial and administrative burdens. They are required to make reasonable 
modifications to policies, practices, and procedures where necessary to avoid 
discrimination, unless they can demonstrate that doing so would fundamentally alter 
the nature of the service, program, or activity being provided. 

 
Title II mandates that a public entity such as the City of Imperial operate in such a way 
that its services, programs and activities, when viewed in their entirety, are readily 
accessible to, usable by individuals with access and functional needs. Title II dictates 
that a public entity must evaluate its services, programs, policies, and practices to 
determine whether they comply with the nondiscrimination requirements of the ADA. 
The regulations detailing compliance requirements were issued in July 1991. A self-
evaluation is required and intended to examine activities and services, to identify and 
correct any that are not consistent with the ADA. The entity must then proceed to make 
the necessary changes resulting from the self-evaluation. 

 
Title III: Public Accommodations 
Title III requires places of public accommodation to be accessible to and usable by 
persons with access and functional needs. The term “public accommodation” as used in 
the definition is often misinterpreted as applying to public agencies, but the intent of 
the term is to refer to any privately funded and operated facility serving the public. 

 
Title IV: Telecommunications 
Title IV covers regulations regarding private telephone companies and requires common 
carriers offering telephone services to the public to increase the availability of interstate 
and intrastate telecommunications relay services to individuals with hearing and speech 
functional needs. 

 
Title V: Miscellaneous Provisions 
Title V contains several miscellaneous regulations, including construction standards and 
practices, provisions for attorney’s fees, and technical assistance provisions. It also 
prohibits retaliation against any individual who exercises his or her rights under the ADA 
and those individuals who assisted individuals exercising their rights. 

 
 
 
 

ADMINISTRATION, FINANCE, AND LOGISTICS 
 
Communication & Notification 
In order to comply with the Americans with Disabilities Act, communication with people with 
access and functional needs must be as effective as communicating with others. All public 
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information must be clear and understandable and include accessible visual and audible 
information. Language assistance services must be provided to persons with limited English 
proficiency, including bilingual staff, oral interpretation, and written translators. Persons with 
functional needs must be able to hear verbal announcements, see directional signage, and read 
and understand messages at a third grade reading level. 
 
Evacuation & Transportation 
The City of Imperial will attempt to ensure that evacuation vehicles have the capacity to move 
individuals with functional needs. Potential transportation-dependent persons include persons 
with functional needs, elders, individuals living in group homes, and those without access to a 
vehicle. Accessible modes of transportation include wheelchair lift-equipped school buses, 
transit buses; Para transit vans, taxicabs, shuttles, non-profit organization vehicles, assisted 
living vehicles, and Dial-A-Ride. The City will attempt to transport the affected persons with 
access and functional needs with their caretaker, guide, signal, and service dogs, and necessary 
equipment and medication. 
 
Sheltering 
All emergency shelter facilities in the City of Imperial should comply with ADA requirements, 
including physical accessibility of shelter facilities, effective communication using multiple 
methods, full access to emergency services, and reasonable modification of programs. 
Additionally, the City of Imperial should comply with the Federal Emergency Management 
Agency’s (FEMA) Guidance on Planning for Integration of Functional Needs Support Services in 
General Population Shelters. 
 

Accessibility 
The City of Imperial must ensure that there are no access barriers at shelter facilities. If 
barriers cannot be removed, the City should notify the public and persons with access 
and functional needs of alternative shelter locations. When possible, the City should 
incorporate level access, ramps, lifts, elevators, handrails, grab bars, larger toilet 
cubicles and bathing areas, clear signs, and wider paths, doors, entrances, and corridors 
in shelter locations. The City should also attempt to eliminate protruding and overhead 
objects, and incorporate signs, color, and texture to assist hearing impaired individuals 
and sounds, texture, and aromas to assist visually impaired individuals. 

 
 
 
 
 

ADMINISTRATION, FINANCE, AND LOGISTICS 
 

Staff Training 
Shelter staff in Imperial shelters should be trained to assist individuals with access and 
functional needs, including eating, dressing, personal hygiene, and transferring to and 
from wheelchairs. Staff should also be trained in basic communication procedures, such 
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as navigation assistance, writing notes, reading printed information, and completing 
written forms. 
 
Guide, Signal, and Service Dogs 
The City of Imperial shelters should allow guide, signal, and service dogs to accompany 
their owners into shelters. Food, water, and waste disposal supplies should be available 
and owners should be permitted to take guide, signal, and service dogs outside, without 
unnecessary delay in re-entry security screening. 
 
Necessary Shelter Resources 
Necessary shelter resources include: 
 

• Medical equipment and services, including wheelchairs, walkers, canes, 
medication, EMTs, nurses, and caregivers 
 

• Electricity, backup generators, power supplies, power strips and outlets, and 
charging stations for mobility devices, oxygen machines, and other electronic 
assistance devices 
 

• Refrigeration for medications and insulin (or temporary coolers with ice) 
 

• Modified beds or cots in specialized locations to allow safe transferring to a 
wheelchair 
 

• Food and beverages for those with dietary restrictions 
 

• Diapers, formula, baby food, toys, and games for children 
 

• Private areas for individuals with toileting or diaper changing needs 
 

• Quiet low-stimulation “stress-relief zones” (i.e. empty classrooms) for individuals 
with cognitive disabilities aggravated by stress 
 

• Separate area for rest and relaxation, dedicated to caretakers 
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PLAN DEVELOPMENT AND MAINTENANCE 
 
Development 
This Emergency Operations Plan (EOP) is developed in accordance with State of California 
Standardized Emergency Management System (SEMS) and Federal National Incident 
Management System (NIMS) guidelines and mandates. The Plan follows the Federal Emergency 
Management Agency (FEMA) Comprehensive Preparedness Guide (CPG) 101, Version 2.0, dated 
November 2010 and “A Whole Community Approach to Emergency Management” as defined in 
FDOC 104-008-1, dated December 2011. 
 
The Fire Chief for the City of Imperial is responsibility for coordinating emergency planning 
related to this Plan, and charged with keeping this Plan up to date. The Fire Chief will review 
and develop revised drafts of the Plan with city departments, other local governments, and all 
relevant stakeholders annually. 
 
The Emergency Manager will coordinate the Plan with the Imperial County Office of Emergency 
Services (OES), which serves as a clearinghouse for all Operational Area plans. The California 
Governor’s Office of Emergency Services (Cal OES) reviews the Plan for determination of SEMS 
and NIMS critical elements, and to ensure the Plan is consistent with the State of California’s 
EOP. 
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PLAN DEVELOPMENT AND MAINTENANCE 
 
Maintenance 
This Plan is a living document. Problems emerge, situations change, gaps become apparent, 
State and Federal requirements are altered, and the Plan must be adapted to remain useful and 
current based on these new realities. As such, the Fire Chief for the City of Imperial will review 
the Plan annually and coordinate any required changes with OES and Cal OES. 
 
Additionally, individuals assigned a primary role in the City of Imperial’s EOC are responsible for 
regular review and maintenance of the Plan. Modifications may occur as a result of identified 
deficiencies experienced in drills, exercises, or actual incidents; changes in local government 
and positions; and alterations to emergency management responsibilities, procedures, laws, or 
regulations. 
 
The objective of the City of Imperial is efficient and timely response during emergencies. This 
Plan is the first step toward that objective. However, planning alone will not accomplish 
preparedness. Training and exercising are essential at all levels of government to make 
emergency operations personnel operationally ready. As such, the City of Imperial will 
participate in Operational Area, State, and Federal exercise design and testing of the Plan. 
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AUTHORITIES AND REFERENCES 
 
State of California 
 

• Article 9, Emergency Services, Section 8605 of the Government Code, Operational Areas 
 

• California Coroners Mutual Aid Plan 
 

• California Disaster and Civil Defense Master Mutual Aid Agreement 
 

• California Emergency Operations Plan, July 2009 
 

• California Fire and Rescue Emergency Plan 
 

• California Law Enforcement Mutual Aid Plan 
 

• California Master Mutual Aid Agreement 
 

• California Civil Code, Chapter 9, Section 1799.102 – “Good Samaritan” Liability 
 

• California Government Code, Division 1 of Title 2, Chapter 7 – Emergency Services Act 
 

• California Government Code, Division 1 of Title 2, Chapter 7 – Preservation of Local 
Government 
 

• California Government Code, Division 1 of Title 2, Chapter 7.5 – Natural Disaster 
Assistance Act 
 

• California Government Code, Division 1 of Title 3, Chapter 4 – Temporary County Seats 
 

• California Government Code, Division 2 of Title 19, Chapter 1, Section 8607(a) – SEMS 
Regulations 
 

• California Health and Safety Code, Division 20, Chapter 6.5, Sections 25115 and 25117 
 

• California Health and Safety Code, Division 20, Chapter 6.95, Sections 25500, et. seq. 
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AUTHORITIES AND REFERENCES 
 

• California Health and Safety Code, Division 20, Chapter 7, Sections 25600-25610, dealing 
with hazardous materials 
 

• Governor's Orders and Regulations for a War Emergency, 1971 
 

• Incident Command System, Field Operations Guide, ICS 420-1 
 

• Petris (SEMS) SB 1841 Chapter 1069 - Amendments to the Government Code, Article 7, 
California Emergency Services Act 
 

• Public Works Mutual Aid Plan 
 
Federal 
 

• Americans with Disabilities Act of 1990 as amended by the Americans with Disabilities 
Act Amendments Act of 2008, Public Law 110-325 
 

• Architectural Barriers Act of 1968, 41 U.S.C. 4151 et seq. 
 

• Civil Rights Act of 1964, Title VI, Public Law 88-352 
 

• Code of Federal Regulations, Title 44, Chapter 1, Federal Emergency Management 
Agency, October 2009 
 

• Consolidated Appropriations Act, 2008, Public Law 110-161 
 

• Disaster Mitigation Act of 2000, Public Law 106-390 
 

• Executive Order 13166, Improving Access to Services for Persons with Limited English 
Proficiency, August 2000 
 

• Executive Order 13347, Individuals with Disabilities in Emergency Preparedness, July 
2004 
 

• Fair Housing Act as amended in 1988, 42 U.S.C 3601 
 

• Homeland Security Act of 2002, 6 U.S.C. 101, et seq., as amended 
 

• Homeland Security Presidential Directive 5, Management of Domestic Incidents, 
February 2003 
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AUTHORITIES AND REFERENCES 
 

• Homeland Security Presidential Directive 7, Critical Infrastructure Identification, 
Prioritization, and Protection, December 2003 
 

• Homeland Security Presidential Directive 8, National Preparedness, March 2011 
 

• Homeland Security Presidential Directive 8, Annex I, National Planning, February 2008 
 

• National Security Presidential Directive 51 / Homeland Security Presidential Directive 20, 
National Continuity Policy, May 2007 
 

• Pets Evacuation and Transportation Standards Act of 2006, Public Law 109-308 
 

• Post-Katrina Emergency Management Reform Act of 2006, Public Law 109-295 
 

• Rehabilitation Act of 1973, Public Law 93-112 
 

• Robert T. Stafford Disaster Relief and Emergency Assistance Act of 1988, 42 U.S.C. 5121, 
et seq., as amended 
 

• Superfund Amendments and Reauthorization Act of 1986, Public Law 99-149, as 
amended 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



City of Imperial   Part IX 

Emergency Operations Plan   Authorities and References 

November 2015                                                                                                                                                          53 | P a g e  
   

AUTHORITIES AND REFERENCES 
 

References 
 

• A Guide to Federal Aid and Disasters 

• A Whole Community Approach to Emergency Management: Principles, Themes, and 
Pathways for Action, FDOC 104-008-1 (FEMA) 

• California Constitution 

• California Emergency Resources Management Plan 

• California Emergency Services Act 

• California Hazardous Materials Incident Contingency Plan 

• California Oil Spill Contingency Plan 

• Debris Removal Guidelines for State and Local Officials 

• Developing and Maintaining Emergency Operations Plans, Comprehensive Preparedness 
Guide (CPG) 101, Version 2.0 (FEMA) 

• Digest of Federal Disaster Assistance 

• Disaster Assistance Procedure Manual (Cal OES) 

• Homeland Security Exercise and Evaluation Program (HSEEP) 

• Guidance on Planning for Integration of Functional Needs Support Services in General 
Population Shelters (FEMA) 

• Local and Tribal NIMS Integration, Federal Emergency Management Agency 

• National Incident Management System (NIMS) 

• National Response Framework (FEMA) 

• Standardized Emergency Management System (SEMS) Guidelines 

• Standardized Emergency Management System (SEMS) Regulations 

• Threat and Hazard Identification and Risk Assessment Guide, Comprehensive 
Preparedness Guide (CPG) 201, Second Edition (FEMA) 
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EOC GENERAL CONSIDERATIONS AND GENERIC CHECKLISTS 
 

General Considerations 
 
Overview 
This section contains functional descriptions, responsibilities, and checklists for personnel 
assigned to Imperial’s EOC. The checklists describe minimum activities that should be 
accomplished by personnel assigned to functional positions within each section. 
 
Standardized Emergency Management System (SEMS) 
SEMS requires that local governments, operational areas, regional, and state level EOC’s 
provide for the functions of Command, Operations, Planning, Logistics, and Finance. These five 
primary functions in SEMS provide the foundation for establishing an effective EOC team. 
 
EOC Organization 
 

 
 
When activated, the five primary EOC functions are established as separate sections of the EOC 
organization. The functions described here are those activities that may need to be activated 
during EOC activation. Some variations in duties and responsibilities may be found at different 
SEMS levels. 
 

Staffing 
The determination of the appropriate level of staffing and lead agency to manage the 
function is the responsibility of the agency or jurisdiction at each SEMS level. In general, the 
following conditions will apply. 

1. Staff the position with the most qualified person in the discipline most closely 
aligned to the emergency. 

2. Maintain a span of control not to exceed one supervisor for up to seven sub-
functions. 

3. One person may have delegated authority for more than one area of responsibility. 
Usually this occurs during the early portion of the Activation Phase or in the 
Demobilization Phase. 

4. Each of these functional areas can be expanded as needed into additional 
organizational units with further delegation of authority. If a position is not activated 
the EOC Director will perform its responsibilities. 

Command 

Operations Planning Logistics Finance 
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EOC GENERAL CONSIDERATIONS AND GENERIC CHECKLISTS 
 
Generic Checklists 
While checklists for each position are different, several actions are common in the Activation, 
Operational, and Demobilization Phases of the EOC. Below is a generic Activation, Operational, 
and Demobilization checklist for all EOC positions. 
 
Activation Phase 
 

 Check in upon arrival at the EOC; locate the appropriate position notebook, vest, and 
nameplate. 

 Report to your immediate supervisor (EOC Director, Section Chief, or Branch Director) 
and obtain initial incident briefing. 

 Set up your assigned workstation, review your position checklist and responsibilities.  

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Review your own specific checklist for responsibilities and clarify any issues regarding 
your authority and assignment. 

 Track all hours to ensure proper pay. 

 Determine individual resource needs such as a computer, telephone, plan copies, and 
other reference documents. 

 Determine the initial objectives and priorities for your position and assess the status of 
field resources. 

 Make all predestinated notifications. 

 
 
 
 
 
 
 
 
 
 
 
 
 



City of Imperial   Functional Annex 

Emergency Operations Plan   EOC General Considerations and Generic Checklists 

November 2015                                                                                                                                                          59 | P a g e  
   

EOC GENERAL CONSIDERATIONS AND GENERIC CHECKLISTS 
 
Operational Phase 
 

 Attend situation briefing as directed. 

 Provide information for the EOC Action Plan as requested. 

 Document activities and share information with other Sections as necessary. 

 Advise EOC Director or Section Chief on issues affecting response and recovery 
activities. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Deactivate your position and close out logs when authorized by your supervisor. 

 Ensure that any incomplete actions are communicated to your supervisor. 

 Submit all completed forms, reports, and other documents through your supervisor to 
the Planning Section, as appropriate, prior to your departure. 

 Participate in all briefing and evaluations of the emergency and be prepared to provide 
input for the After-Action Report. 

 Check out upon exit of the EOC and return your position notebook, vest, and nameplate. 

 Clean up your work area before you leave. 
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COMMAND 

SECTION 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

EOC Director 

EOC Coordinator Legal Advisor Liaison Officer 
Public  

Information 
Officer 

Recovery 
Coordination 

Officer 
Safety Officer 

EOC Support 
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EOC DIRECTOR 
 
The EOC Director exercises overall management responsibility for response efforts within the 
affected area, including multi-agency or inter-agency coordination. Establishes the appropriate 
EOC staffing level and provides support to the command section, policy group, and all other 
EOC staff personnel. Oversees the development and implementation of strategic decisions, and 
approves the ordering and release of resources. The EOC Director has complete authority and 
responsibility for conducting the overall operation. 
 
EOC Director   City Manager 
 
Alternate   Fire Chief 
 
Supervisor   Imperial City Council 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the EOC Director, locate the appropriate 
position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Conduct an initial briefing on the extent of the incident with the Incident Commander 
and Section Chiefs. 

 Determine the appropriate level of EOC activation based on the situation as known. 

 Authorize and direct mobilization of appropriate personnel for EOC activation. 

 Establish an EOC check-in procedure. 

 Establish appropriate staffing level for EOC and continuously monitor effectiveness 
ensuring appropriate modifications occur as required. 

 Ensure communication with the Operational Area EOC and other EOC’s is established 
and functioning. 

 Exercise overall management responsibility for the coordination between other 
emergency response agencies. 

Position Checklist 
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EOC DIRECTOR 
 

 Schedule an initial EOC Meeting no more than 15 minutes after activation to set “hasty” 
objectives and make key decisions. 

 Determine what representation is needed at the EOC from other emergency response 
agencies. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Serve as the key decision maker in the EOC providing direction, establish priorities, 
develop incident objectives, and identify constraints and limitations. 

 Estimate incident duration, establish operational work periods, and advise Section 
Chiefs to plan for relief personnel. 

 Formally issue an Emergency Proclamation as necessary, and coordinate local 
government proclamation with other emergency response agencies as appropriate 
including notification of the Operational Area EOC. 

 Keep the Mayor, City Council, and Operational Area informed of all major decisions. 

 Coordinate periodic briefings to ensure strategic objectives are current and appropriate. 

 In conjunction with the Public Information Officer, conduct news conferences and 
review media releases for approval. 

 Convene the initial EOC Action Planning meeting. 

 Once the Planning Section completes the EOC Action Plan, approve and authorize its 
implementation. 

 Ensure the Liaison Officer is providing for and maintaining effective Inter-Agency 
Coordination. 

 Coordinate mutual aid assessments with Operational Area EOC. 

 Prepare to provide mutual aid to neighboring jurisdictions. 
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EOC DIRECTOR 
 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Notify Operational Area EOC and other appropriate organizations of the planned 
demobilization. 

 Ensure any open actions not yet completed will be handles after demobilization. 

 Ensure EOC Staff complete and submit all required forms and reports prior to 
demobilization. 

 Be prepared to provide input into the After Action Report. 

 Ensure the Documentation Unit Leader completes the After Action Report. 

 Authorize the demobilization of all Sections once they are no longer required. 

 Deactivate the EOC and proclaim termination of emergency response efforts. 

 Provide appropriate direction regarding the transition into recovery operations. 

 Follow generic Deactivation Phase Checklist. 
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EOC COORDINATOR 
 
The EOC Coordinator is responsible for the efficient operation of the EOC, coordination with 
outside agencies, and serves as a resource to the EOC Director. Establishes and coordinates EOC 
internal management systems. Ensures the EOC facilities are properly supplied so the City’s 
response personnel can operate efficiently. Maintains the City’s emergency plan and ensures all 
supporting information referred to in the plan is available to response personnel. Designs and 
conducts emergency preparedness exercises and is the City’s liaison with other jurisdictions in 
coordination regional drills. Coordinates visits to the EOC. 
 
EOC Coordinator  Fire Chief 
 
Alternate   As assigned by the EOC Director 
 
Supervisor   EOC Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the EOC Coordinator, locate the appropriate 
position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the EOC Director on the extent of the incident. 

 Assist the EOC Director in determining appropriate staffing for the EOC. 

 Assess incident impacts on City operations and advise the EOC Director as to the extent 
of EOC activation. 

 Provide assistance and information regarding section staffing to Section Chiefs as 
required. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

 

Position Checklist 
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EOC COORDINATOR 
 
Operational Phase 
 

 Assist EOC Director and Section Chiefs in developing overall strategic objective as well as 
section objectives for the EOC Action Plan. 

 Assist the Planning Section in the development, continuous updating, and execution of 
the EOC Action Plan. 

 Provide overall procedural guidance to EOC Staff as required. 

 Provide general advice and guidance to the EOC Director as required including any 
issues that need addressing or any responsibilities that need assignment. 

 Ensure all notifications are made to the Operational Area EOC. 

 Ensure all communications with appropriate emergency response agencies are 
established and maintained. 

 Assist the EOC Director and Liaison Officer in establishing and maintaining Inter-agency 
Coordination Groups as necessary. 

 Assist the Liaison Officer with coordination of all EOC visits. 

 Ensure EOC Staff are properly maintaining all documentation. 

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

 Assist in shift change issues. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Assist EOC Director with notification of Operational Area EOC and other appropriate 
organizations of the planned demobilization. 

 Ensure EOC staff complete and submit all required forms and documents. 

 Assist with transition into recovery operations. 



City of Imperial   Functional Annex 

Emergency Operations Plan  Command Section 

November 2015  67 | P a g e  
 

EOC COORDINATOR 
 

 Assist the Documentation Unit Leader in completion of an After-Action Report. 

 Follow generic Deactivation Phase Checklist. 

 Return EOC to pre-event readiness. 
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LEGAL ADVISOR 
 
The Legal Advisor provides advice to the EOC Director in all legal matters relating to the 
emergency. Also assists in drafting a Local Emergency Declaration, implementation of 
emergency powers, and other legal proceeding as necessary. 
 
Legal Advisor   City Attorney 
 
Alternate   As assigned by the EOC Director 
 
Supervisor   EOC Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Legal Advisor, locate the appropriate 
position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the EOC Director on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Advise EOC Director on proclaiming a Local Emergency or issuing special orders. 

 Monitor response efforts and advise EOC Director regarding exposure to liability. 

 Prepare proclamations, emergency ordinances, and other legal documents. 

 Develop rules and regulations required for acquisition and control of critical resources. 

Position Checklist 



City of Imperial   Functional Annex 

Emergency Operations Plan  Command Section 

November 2015  69 | P a g e  
 

LEGAL ADVISOR 
 

 Provide advice and develop necessary ordinances and regulations to provide a legal 
basis for evacuations, demolition of hazardous structures, or abatement of hazardous 
conditions. 

 Commence such civil and criminal proceeding as are necessary and appropriate to 
implement and enforce emergency actions. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Assist EOC Director as needed. 

 Follow generic Deactivation Phase Checklist. 

 



City of Imperial   Functional Annex 

Emergency Operations Plan  Command Section 

November 2015  70 | P a g e  
 

LIAISON OFFICER 
 
The Liaison Officer oversees all liaison activities, including coordinating outside agency 
representatives assigned to respond to the incident, such as fire services, law enforcement, 
public works, water districts, the American Red Cross, hospitals ,schools, etc. Acts as a contact 
point when other City’s EOC’s request the City of Imperial agency representatives. 
 
Liaison Officer   As assigned by the EOC Director 
 
Alternate   As assigned by the EOC Director 
 
Supervisor   EOC Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Liaison Officer, locate the appropriate 
position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the EOC Director on the extent of the incident. 

 Determine staffing requirements. 

 Obtain assistance through the Personnel Unit Leader in Logistics as required. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Maintain a list of assisting agencies and representatives and serve as the contact point. 

 Ensure all onsite agency representatives understand their assigned functions. 

 Determine if additional representation is required from agencies related to the EOC 
activation. 

Position Checklist 
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LIAISON OFFICER 
 

 Assist the EOC Director and EOC Coordinator in conducting regular briefing for the Inter-
agency Coordination Group and distribution of the current EOC Action Plan and 
Situation Report. 

 Request agency representative maintain communication with their agencies and obtain 
situation status report regularly. 

 With approval of the EOC Director, provide agency representative from Imperial’s EOC 
to other EOC’s as required and requested. 

 Monitor incident operations to identify current or potential Inter-agency problems. 

 Provide information regarding limitation and capability of assisting agency resources. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Following authorization from the EOC Director, release agency representatives when 
they are no longer required in the EOC. 

 Follow generic Deactivation Phase Checklist. 
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PUBLIC INFORMATION OFFICER 
 
The Public Information Officer (PIO) is responsible for the formulation and release of 
information regarding the incident. The PIO serves as the contact point for news media, 
develops the format for press conferences, and coordinates media releases. The PIO also 
ensures the public receives complete, accurate, and consistent information about life safety 
procedures, public health advisories, relief and assistance programs, and other vital 
information. 
 
Public Information Officer  City Manager 
 
Alternate    As assigned by the EOC Director 
 
Supervisor    EOC Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Public Information Officer, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the EOC Director on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Ensure all information is clear, concise, confirmed, and approved by the EOC Director 
before release to the public or media. 

 Ensure information is disseminated for those with limited proficiency and access and 
functional needs individuals. 

Position Checklist 
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PUBLIC INFORMATION OFFICER 
 

 Establish a contact source for the media and public use.   

 Maintain a log of messages received, published media releases, and interviews 
conducted. 

 Provide copies of all media release to the EOC Director and Section Chiefs. 

 Coordinate with the Situation Unit Leader and identify a method for obtaining verifying 
information as it develops. 

 Coordinate media briefing to include location, format, preparation, and distribution of 
handout materials. 

 Provide adequate staff to answer question from members of the media to include tours 
of the affected areas as necessary. 

 Monitor published and broadcasted public information for accuracy. 

 Monitor broadcast media, using information to develop follow-up news releases and 
rumor control, providing correct information if available. 

 Inform the EOC Director of all unusual request and unfavorable media comments. 

 Disseminate and update information on locations to obtain food, shelter, supplies, etc. 

 Provide information to the public on transportation routes, road closures, and lifeline 
status. 

 Provide information and issue public warnings regarding unsafe area and structures, 
road closures, and evacuation routes as necessary. 

 Establish contact with neighboring jurisdictions and Operational Area counterparts. 

 Establish and assign staff to Field Incident Command Posts as necessary. 

 Arrange for necessary workspace, materials, and staffing for news media as necessary. 

 Ensure file copies are maintained of all information released. 

 Arrange meetings between the media and incident personnel or City Council as 
necessary. 

 Provide an official list of assistance centers and shelter availability. 
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PUBLIC INFORMATION OFFICER 
 

 Maintain information on local, state, and federal assistance programs.  

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Create a final media release and provide the media with a contact telephone number for 
receiving follow up information. 

 Continue to release status information during the recovery phase. 

 Prepare public information materials related to recovery assistance services. 

 Follow generic Deactivation Phase Checklist. 
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RECOVERY COORDINATION OFFICER 
 
The Recovery Coordination Officer is responsible for the development and directing the 
implementation of the recovery plan. The Recovery Coordination Officer assists the EOC 
Director during the transition to recovery as the response period ends. 
 
Recovery Coordination Officer As assigned by the EOC Director 
 
Alternate    As assigned by the EOC Director 
 
Supervisor    EOC Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Recovery Coordination Officer, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the EOC Director on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Coordinate meetings between the Operational Area, state, and federal resources on 
disaster recovery issues including financial matters related to cost recovery. 

 Determine if proclamations of state of emergency have been made coordinating with 
Legal Advisor as necessary. 

Position Checklist 
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RECOVERY COORDINATION OFFICER 
 

 Work with the Planning Section to develop a Disaster Recovery Plan based on input 
from the EOC Director and Section Chiefs, to include: 

o Permanent restoration and maintenance of life / safety services and return of 
life / safety staff to normal duties 

o Restoration of essential facilities and utilities 

o Cost recovery 

o Services to victims of the incident (housing, medical, public, and mental health, 
financial assistance, etc.) 

o Services to the community at large 

o Business and economic recovery 

o Recovery of day-to-day organizational services 

 Coordinate with the PIO on the development and distribution of public information 
materials pertaining to recovery operations. 

 Establish strategies, priorities, and policies for recovery activities. 

 Determine status of resource available to recover from the incident. 

 Ensure appropriate staffing and organizational resources are in place for recovery. 

 Determine long-term recovery actions to restore the community to its pre-incident 
condition. 

 Update the EOC Director and Sections Chiefs informed of recovery operations. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

 Provide a final report to the EOC Director on recovery activities and programs. 

Deactivation Phase 
 

 Follow generic Deactivation Phase Checklist when completing EOC assignment. 

 Continue coordination of post-incident recovery operations including transition of 
recovery efforts to other responsible agencies. 
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SAFETY OFFICER 
 
The Safety Officer is responsible for ensuring and maintaining safe operations within the EOC 
and among staff personnel. Procures and repairs equipment, obtains necessary supplies, and 
anticipates hazards or unsafe conditions. 
 
Safety Officer   As assigned by the EOC Director 
 
Alternate   As assigned by the EOC Director 
 
Supervisor   EOC Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Safety Officer, locate the appropriate 
position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the EOC Director on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Tour the EOC facility and evaluate conditions; advise the EOC Director of any condition 
and actions that might result in liability, unsafe layout or equipment set-up, etc. 

 Be familiar with particularly hazardous conditions in the facility; take action when 
necessary. 

 Prepare and present safety briefing for the EOC Director and EOC Staff at appropriate 
meetings. 

Position Checklist 
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SAFETY OFFICER 
 

 If the event that caused the EOC activation was an earthquake, provide guidance 
regarding actions to be taken in preparation for aftershocks. 

 Ensure the EOC facility is free from any environmental threats – e.g., radiation exposure, 
air purity, water quality, etc. 

 Advise EOC staff to notify you of any unsafe working conditions. 

 Monitor EOC staff for signs of stress, unsafe fatigue, etc. 

 Monitor activities to ensure they are being conducted in as safe a manner as possible. 
Stop or modify any unsafe operations. 

 Coordinate with the Logistics Section to obtain any required safety equipment for the 
EOC and field personnel. 

 Participate in planning meetings, approve medical plan, and include safety message in 
EOC Action Plan. 

 Investigate accidents in coordination with Claims Unit Leader. 

 Coordinate with the Finance Section in preparing any personnel injury claims or records 
necessary for proper case evaluation and closure. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Assist EOC Director as needed. 

 Follow generic Deactivation Phase Checklist. 
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EOC SUPPORT 
 
The EOC Support position works directly with the EOC Director to assist as needed in the 
implementation, maintenance, and completion of all required EOC tasks and responsibilities. 
 
EOC Support   As assigned by the EOC Director 
 
Alternate   As assigned by the EOC Director 
 
Supervisor   EOC Director 
 
 
 
 
Activation Phase 
 

 Check in upon arrival at the EOC and identify yourself as EOC Support; locate the 
appropriate position notebook, vest, and nameplate. 

 Obtain briefing form the EOC Director on the extent of the incident. 

 Set up your assigned workstation, review your position checklist and responsibilities, 
and log into WebEOC. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Review your own specific checklist for responsibilities and clarify any issues regarding 
your authority and assignment. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Attend situation briefing as directed. 

 Provide information for the EOC Action Plan as requested. 

 Document activities and share information with other Sections as necessary. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Position Checklist 
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EOC SUPPORT 
 
Deactivation Phase 
 

 Assist EOC Director as needed. 

 Deactivate your position and close out logs when authorized by your supervisor. 

 Ensure that any incomplete actions are communicated to your supervisor. 

 Submit all completed forms, reports, and other documents through your supervisor to 
the Planning Section, as appropriate, prior to your departure. 

 Participate in all briefing and evaluations of the emergency and be prepared to provide 
input for the After-Action Report. 

 Check out upon exit of the EOC and return your position notebook, vest, and nameplate. 

 Clean up your work area before you leave.
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OPERATIONS SECTION CHIEF 
 
The Operations Sections Chief is responsible for the management and oversight of all tactical 
operations. Ensures the operations function is carried out, including the coordination of 
response and the implementation of objective identified in the EOC Action Plan. The EOC 
Director will fill the position of Operations Section Chief depending on the nature of the 
incident. 
 
Operations Section Chief As assigned by the EOC Director 
 
Alternate   As assigned by the EOC Director 
 
Supervisor   EOC Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Operations Section Chief, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the EOC Director on the extent of the incident. 

 Determine staffing requirements. 

 Dispatch field operations and maintain communication 

 Notify Resources Unit Leader of the Operation Section personnel activated 

 Determine if there are mutual aid request needed and initiate coordination with 
appropriate mutual aid systems as required. 

 Obtain a current communications status briefing from the Communications Unit Leader 
in Logistics to ensure there are adequate equipment and radio frequencies available as 
required. 

 Establish communications with Department Operations Center (DOCs) and with Incident 
Commander(s) as necessary and coordinate accordingly with EOC Objectives. 

 
 
 

Position Checklist 
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OPERATIONS SECTION CHIEF 
 

 Determine activation status of other EOC’s in the Operational Area and establish 
communication links with their operations Sections as necessary. 

 Identify key issues currently affecting the Operations Section and meet with section 
personnel to determine appropriate section objective for the first operational period. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Ensure the operations function, objectives, and assignments are effectively executed 
including coordination between response agencies. 

 Keep the EOC Director informed of the situation status, effectiveness of operations, and 
special conditions as they arise. 

 Ensure that situation and resources information is provided to the Planning Section on a 
regular basis or as the situation requires. 

 Oversee the development of the operations objectives for the EOC Action Plan. 

 Provide the Planning Section with the Operations Section’s objectives prior to each EOC 
Action Planning Meeting. 

 Assign and brief operations personnel in accordance with the EOC Action Plan. 

 Keep the EOC Director advised and briefed on operations. 

 Determine needs and request more resources when necessary through the Logistics 
Section as appropriate. 

 Oversee establishment and maintenance of communications with affected areas. 

 Assign specific work tasks to operational units when necessary. 

 Receive, evaluate, and authorize dissemination of emergency operational information. 

 Update PIO with all emergency information as it becomes available. 
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OPERATIONS SECTION CHIEF 
 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Authorize the deactivation of organizational elements within the Operations Section 
when they are no longer needed. 

 Ensure all field units are accounted for during deactivation. 

 Assist EOC Director as needed. 

 Follow generic Deactivation Phase Checklist. 
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FIRE & RESCUE BRANCH DIRECTOR 
 
The Fire and Rescue Branch Director is responsible for maintaining situational awareness of fire, 
disaster medical, hazardous materials, and search and rescue operations for the incident. The 
Fire and Rescue Branch Director coordinates the mobilization and transportation of all 
resources not available through existing fire mutual aid. 
 
Fire & Rescue Branch Director Fire Chief 
 
Alternate    Assistant Fire Chief 
 
Supervisor    Operations Section Chief 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Fire & Rescue Branch Director, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Operations Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Dispatch field operations and maintain communication. 

 If the mutual aid system is activated, coordinate use of fire resources with North Zone 
and the Operational Area. 

 Prepare and submit a preliminary status report and major incident reports as 
appropriate to the Operations Section Chief. 

 Prepare objectives for the Fire & Rescue Branch and provide them to the Operations 
Section Chief prior to the first EOC Action Planning Meeting. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Position Checklist 



City of Imperial   Functional Annex 

Emergency Operations Plan  Operations Section 

November 2015  87 | P a g e  
 

FIRE & RESCUE BRANCH DIRECTOR 
 
Operational Phase 
 

 Maintain status reports of fire and rescue mission being conducted. 

 Identify field personnel and equipment commitments, locations, and shortages. 

 Advise the Incident Commander(s) of current plan for operations. 

 Ensure communication between the EOC and Incident Command is ongoing. 

 Inventory the availability of public and private rescue personnel, teams, and equipment. 

 Determine if current and forecasted weather conditions will support or complicate fires, 
rescues, hazardous materials release major medical incidents, etc. 

 Advise field units on shelter locations, medical facilities, and casualty collection points. 

 Assist in warning and evacuation procedures. 

 Coordinate hazardous material spills and release response. 

 Establish a plan for deployment of search and rescue resources. 

 Coordinate with Logistics Section and the Construction and Engineering Branch Director 
to provide equipment and personnel for heavy rescue operations, debris removal, and 
hazardous material containment. 

 Maintain communications with other fire agencies in the Operational Area. 

 Keep the Operations Section Chief informed of the situation status, effectiveness of 
operations, and special conditions as they arise. 

 Prepare objectives for the Fire & Rescue Branch for the subsequent operational period; 
provide them to the Operations Section Chief before the next EOC Action Planning 
Meeting. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 
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FIRE & RESCUE BRANCH DIRECTOR 
 
Deactivation Phase 
 

 Ensure all field units are accounted for during deactivation. 

 Follow generic Deactivation Phase Checklist. 
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FIRE OPERATIONS UNIT LEADER 
 
The Fire Operations Unit Leader is responsible for coordinating mutual aid request for 
personnel, equipment, and resource to support fire field response. 
 
Fire Operations Unit Leader  Assistant Fire Chief 
 
Alternate    Captain  
 
Supervisor    Fire & Rescue Branch Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Fire Operations Unit Leader, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Fire & Rescue Branch Director on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Maintain status reports of fire mission being conducted. 

 Identify field personnel and equipment commitments, locations, and shortages. 

 Advise the Department Operations Center (DOC) and Incident Commander of current 
plan for operations. 

 Obtain regular status reports on the fire situation from the Department Operations 
Center and Incident Commander as necessary. 

 Ensure communication between the EOC, DOC, and Incident Command is ongoing. 

Position Checklist 
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FIRE OPERATIONS UNIT LEADER 
 

 Determine the impact of the emergency on the fire department’s operational capability. 

 Inventory the availability of public and private rescue personnel, teams, and equipment. 

 Determine if current and forecasted weather conditions will support or complicate fires, 
rescues, hazardous materials release major medical incidents, etc. 

 Advise field units on shelter locations, medical facilities, and casualty collection points. 

 Assist in warning and evacuation procedures. 

 Coordinate hazardous material spills and release response. 

 Establish a plan for deployment of search and rescue resources. 

 Coordinate with Logistics Section and the Construction and Engineering Branch Director 
to provide equipment and personnel for heavy rescue operations, debris removal, and 
hazardous material containment. 

 Maintain communications with other fire agencies in the Operational Area. 

 Evaluate and process all requests for fire mutual aid resources through the Operational 
Area. 

 In conjunction with the Planning Section, determine if current and forecasted weather 
conditions will affect fire operations. 

 Keep the Fire and Rescue Branch Director informed of the situation status, effectiveness 
of operations, and special conditions as they arise. 

 Establish the objectives of the Fire Operations Unit based on the nature and severity of 
the emergency, and provide them to the Fire & Rescue Branch Coordinator prior the 
EOC Action Planning Meeting. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Ensure all field units are accounted for during deactivation. 

 Follow generic Deactivation Phase Checklist. 
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MEDICAL / HEALTH UNIT LEADER 
 
The Medical / Health Unit Leader is responsible for managing personnel, equipment, and 
resources to provide the best possible patient care. The Medical / Health Unit Leader 
coordinates disaster medical status and resources with the Operational Area. 
 
Medical / Health Unit Leader Fire Captain 
 
Alternate    As assigned by Fire Chief 
 
Supervisor    Fire & Rescue Branch Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Medical / Health Unit Leader, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Fire & Rescue Branch Director on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Work closely with Fire & Rescue Branch Director to determine the scope of incident 
medical assistance required. 

 Determine the status and availability of medical mutual aid resources in the Operational 
Area, specifically paramedics and ambulances. 

 Establish communication with area hospitals and other medical facilities to determine 
their capability to treat victims. 

 Determine statue and availability of specialized treats such as burn center.

Position Checklist 
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MEDICAL / HEALTH UNIT LEADER 
 

 Assist the Search & Rescue Unit Leader in providing triage for extricated victims. 

 Coordinate with Logistics to obtain necessary supplies and equipment to support 
medical operations in the field. 

 Maintain communications with other fire agencies in the Operational Area. 

 Keep the Fire and Rescue Branch Director informed of the situation status, effectiveness 
of operations, and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Ensure all field units are accounted for during deactivation. 

 Follow generic Deactivation Phase Checklist. 
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SEARCH & RESCUE UNIT LEADER 
 
The Search and Rescue Unit Leader is responsible for assessing the need for and coordination of 
mobilization of Search and Rescue Teams. 
 
Search & Rescue Unit Leader  As assigned by Fire Chief 
 
Alternate    As assigned by Fire Chief 
 
Supervisor    Fire & Rescue Branch Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Search & Rescue Unit Leader, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Fire & Rescue Branch Director on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Work closely with Fire & Rescue Branch Director to determine the scope of incident 
search and rescue assistance required. 

 Determine the status and availability of search and rescue mutual aid resources in the 
Operational Area. 

 Coordinate with the Fire & Rescue Branch Director to determine mission for search and 
rescue team based on established priorities. 

Position Checklist 
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SEARCH & RESCUE UNIT LEADER 
 

 Mobilize and deploy available search & rescue teams to locations within the City of 
Imperial, or with the Operational Area, in a manner consistent with established policies 
and priorities. 

 Establish communication with all deployed search and rescue team leaders to 
determine the scope of support required. 

 Coordinate with the Law Enforcement Branch Director to determine the availability of 
search dog units. 

 Work closely with the Logistics Section to determine the status and availability of search 
& rescue resources, specifically larger jurisdictions who have organized SAR teams. 

 Coordinate with Construction & Engineering Branch Director to provide on-site 
assistance with rescue operations at the request of team leaders. 

 Coordinate with the Medical / Health Unit Leader to assist extricated victims requiring 
medical treatment. 

 Coordinate with Medical Examiner Unit Leader to provide on-site assistance in 
managing fatalities at search locations. 

 Ensure each team leader develops a safety plan for each assigned mission. 

 Monitor and track the progress and status of each search and rescue team. 

 Ensure team leaders report all significant events. 

 Maintain communications with other fire agencies in the Operational Area. 

 Keep the Fire and Rescue Branch Director informed of the situation status, effectiveness 
of operations, and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Ensure all field units are accounted for during deactivation. 

 Follow generic Deactivation Phase Checklist. 
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LAW ENFORCEMENT BRANCH DIRECTOR 
 
The Law Enforcement Branch Director is responsible for coordination of movement, law 
enforcement, traffic control, and public protection during the incident. The Law Enforcement 
Branch Director is responsible for providing warning information, including alerting and 
notifying the public of impending or existing emergencies. 
 
Law Enforcement Branch Director Police Chief 
 
Alternate    Police Commander 
 
Supervisor    Operations Section Chief 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Law Enforcement Branch Director, locate 
the appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Operations Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 If the mutual aid system is activated, coordinate use of law enforcement resources with 
the Operational Area. 

 Dispatch field operations and maintain communication. 

 Prepare and submit a preliminary status report and major incident reports as 
appropriate to the Operations Section Chief. 

 Prepare objectives for the Law Enforcement Branch and provide them to the Operations 
Section Chief prior to the first EOC Action Planning Meeting. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Position Checklist 
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LAW ENFORCEMENT BRANCH DIRECTOR 
 
Operational Phase 
 

 Maintain status reports of law enforcement operations being conducted. 

 Identify field personnel and equipment commitments, locations, and shortages. 

 Advise the Incident Commander(s) of current plan for operations. 

 Ensure communication between the EOC and Incident Command is ongoing. 

 Coordinate the mobilization, deployment, and organization of law enforcement and 
traffic control mutual aid operations. 

 Ensure Critical Access Workers can enter evacuated areas per Reentry Guide. 

 Provide security for evacuated areas. 

 Coordinate with animal control and shelter locations for large and domestic animals. 

 Provide support for the control of vehicle and pedestrian traffic. 

 Develop a traffic control and evacuation plan. 

 Develop reentry traffic control and law enforcement plans once repopulation is 
authorized. 

 Impose a curfew order is necessary. 

 Maintain status on Law Enforcement mission being conducted. 

 Maintain communications with other law enforcement agencies in the Operational 
Area. 

 Keep the Operations Section Chief informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Ensure all field units are accounted for during deactivation. 

 Follow generic Deactivation Checklist.
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LAW ENFORCEMENT OPERATIONS UNIT LEADER 
 
The Law Enforcement Operations Unit Leader is responsible for coordination between law 
enforcement field operation and the EOC. 
 
Law Enforcement Operations Unit Leader  Police Commander 
 
Alternate      Police Lieutenant 
 
Supervisor      Law Enforcement Branch Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Law Enforcement Operations Unit 
Leader, locate the appropriate position notebook, put on your vest, and display your 
nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Law Enforcement Branch Director on the extent of the incident. 

 Determine staffing requirements. 

 Dispatch field operations and maintain communication. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Maintain status reports of law enforcement operations being conducted. 

 Identify field personnel and equipment commitments, locations, and shortages. 

 Advise the Field Incident Commander of current plan for operations. 

 Ensure communication between the EOC, Department Operations Center (DOC), and 
Incident Command is ongoing. 

Position Checklist 
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LAW ENFORCEMENT OPERATIONS UNIT LEADER 
 

 Obtain regular status reports on the law enforcement situation from the DOC and 
Incident Command. 

 If the DOC is not activated, ensure the assignment of law enforcement resources are 
closely monitored and coordinate, and on-scene time is logged at the field level. 

 Coordinate the mobilization, deployment, and organization of law enforcement and 
traffic control mutual aid operations. 

 In conjunction with the Planning Section, determine if current and forecasted weather 
conditions will affect law enforcement operations. 

 Assess the impact of the emergency on the department’s operational capability. 

 Coordinate major evacuation activity with the Fire & Rescue Branch Director as 
required. 

 Coordinate with the Care & Shelter Branch Director to establish suitable shelter location 
and appropriate shelter facilit6ies for evacuated population. 

 Ensure Critical Access Workers can enter evacuated areas per Reentry Guide. 

 Provide security for evacuated areas. 

 Coordinate with animal control and shelter locations for large and domestic animals. 

 Provide support for the control of vehicle and pedestrian traffic. 

 Develop a traffic control and evacuation plan. 

 Develop reentry traffic control and law enforcement plans once repopulation is 
authorized. 

 Impose a curfew order is necessary. 

 Maintain communications with other law enforcement agencies in the Operational 
Area. 

 Evaluate and process all request for law enforcement mutual aid resources through the 
Operational Area. 

 Keep the Law Enforcement Branch Director informed of the situation status, 
effectiveness of operations and special conditions as they arise. 
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LAW ENFORCEMENT OPERATIONS UNIT LEADER 
 

 Establish the objectives of the Law Enforcement Operations Unit based on the nature 
and severity of the emergency, and provide them to the Law Enforcement Branch 
Coordinator prior to the first EOC Action Planning Meeting. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Ensure all field units are accounted for during deactivation. 

 Follow generic Deactivation Phase Checklist. 
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MEDICAL EXAMINER UNIT LEADER 
 
The Medical Examiner Unit Leader is responsible for coordinating with the County Office of the 
Medical Examiner for the collection, identification, and disposition of deceased persons. 
 
Medical Examiner Unit Leader Police Commander 
 
Alternate    As Assigned by Police Chief 
 
Supervisor    Law Enforcement Branch Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Medical Examiner Unit Leader, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Law Enforcement Branch Director on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Ensure locations where fatalities are discovered are secured. 

 Ensure fatality collection points are established and secured as necessary. 

 Ensure temporary morgue facilities are established in accordance with guidelines 
established by the County Medical Examiner. 

 Procure, through Logistics, all  necessary fatalities management equipment and 
supplies, such as temporary cold storage facilities or vehicles, body bags, etc. 

Position Checklist 
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MEDICAL EXAMINER UNIT LEADER 
 

 Coordinate with the Search & Rescue Unit Leader to determine location and number of 
extricated fatalities. 

 Ensure human remains are transported from fatality collection points to temporary 
morgue(s) if so advised by the County Medical Examiner. 

 Ensure personnel involved in body recovery operations follow specific documentation 
requirements as dictated by the County Medical Examiner. 

 Assist the County Medical Examiner with identification of remains and notification of 
next of kin as required. 

 In conjunction with local mortuaries and cemeteries, assist with the reburial of any 
coffins that were surfaced or disturbed as a result of the emergency. 

 Ensure assigned personnel and volunteers are monitored for stress, morale, or 
psychological problems related to body recover operations. 

 Consider changing shifts every six (6) hours if involved in body recovery. 

 Arrange for critical incident stress debriefing for all personnel involved in body recover 
operations. 

 Inform the Law Enforcement Branch Director and Public Information Officer of the 
number of confirmed fatalities resulting from the emergency. (NOTE: This information 
must be verified with the County Medical Examiner prior to release.) 

 Keep the Law Enforcement Branch Director informed of the situation status, 
effectiveness of operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Ensure all field units are accounted for during deactivation. 

 Provide the County Medical Examiner a log of body recovery operations. 

 Follow generic Deactivation Phase Checklist. 

 
 



City of Imperial   Functional Annex 

Emergency Operations Plan  Operations Section 

November 2015  102 | P a g e  
 

CONSTRUCTION & ENGINEERING BRANCH DIRECTOR 
 
The Construction and Engineering Branch Director is responsible for maintaining situation 
awareness of all public works projects. The Construction and Engineering Branch Director 
coordinates the restoration of roads, storm drain systems, public buildings, water and 
wastewater systems, and transit facilities. 
 
Construction & Engineering Branch Director Public Services Director 
 
Alternate      As assigned by Public Service Director 
 
Supervisor      Operations Section Chief 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Construction and Engineering Branch 
Director, locate the appropriate position notebook, put on your vest, and display your 
nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Operations Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Dispatch field operations and maintain communication. 

 If mutual aid system is activated, coordinate with Operational Area. 

 Prepare and submit a preliminary status report and major incident reports as 
appropriate to the Operations Section Chief. 

 Prepare objectives for the Construction & Engineering Branch and provide them to the 
Operations Section Chief prior to the first EOC Action Planning Meeting. 

 Establish and maintain your position log,  which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Position Checklist 
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CONSTRUCTION & ENGINEERING BRANCH DIRECTOR 
 
Operational Phase 
 

 Maintain status reports of public works operations being conducted. 

 Identify field personnel and equipment commitments, locations, and shortages. 

 Ensure damage and safety assessments are being carried out for both public and private 
facilities. 

 Request mutual aid as required through the Operational Area. 

 Determine and document that status of transportation routes into and within affected 
areas. 

 Coordinate debris removal services as required. 

 Advise the Public Information Officer of transportation routes and road, building, and 
bridge closures. 

 Coordinate the availability of heavy equipment, construction materials, and vehicles 
through Logistics as required. 

 Establish communication with utility companies serving the affected area. 

 Determine the status of local resources available to restore utilities, including natural 
gas and petroleum pipelines, electricity, water, telecommunications, sewage, and 
television. 

 Restore, maintain, and operate essential facilities. 

 Construct emergency facilities as necessary. 

 Keep the Operations Section Chief informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Ensure all field units are accounted for during deactivation. 

 Follow generic Deactivation Phase Checklist. 
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UTILITIES BRANCH DIRECTOR 
 
The Utilities Branch Director is responsible for coordinating utilities response to an incident, 
and maintaining critical water-related facilities, including storm water draining systems, water 
treatment facilities, and dams. 
 
Utilities Branch Director  Assigned by Public Services Director 
 
Alternate    Assigned by Public Services Director 
 
Supervisor    Operations Section Chief 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Utilities Branch Director, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Operations Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Dispatch field operations and maintain communication. 

 Prepare and submit a preliminary status report and major incident reports as 
appropriate to the Operations Section Chief. 

 Prepare objectives for the Utilities Branch and provide them to the Operations Section 
Chief prior to the first EOC Action Planning Meeting. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Maintain status reports of utilities operations being conducted. 

Position Checklist 
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UTILITIES BRANCH DIRECTOR 
 

 Identify field personnel and equipment commitments, locations, and shortages. 

 Inventory the status of essential City services. 

 Ensure an adequate supply of water for firefighting operations. 

 Provide emergency drinking water. 

 Close down and isolate damaged sewage disposal systems as necessary to protect the 
water supply. 

 Keep the Operations Section Chief informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Ensure all field units are accounted for during deactivation. 

 Follow generic Deactivation Phase. 
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EOC SUPPORT 
 
The EOC Support position works directly with the Operations Section Chief to assist as needed 
in the implementation, maintenance, and completion of all required EOC tasks and 
responsibilities. 
 
EOC Support   As assigned by the Operations Section Chief 
 
Alternate   As assigned by the Operations Section Chief 
 
Supervisor   Operations Section Chief 
 
 
 
 
Activation Phase 
 

 Check in upon arrival at the EOC and identify yourself as EOC Support; locate the 
appropriate position notebook, vest, and nameplate. 

 Obtain briefing form the EOC Director on the extent of the incident. 

 Set up your assigned workstation, and review your position checklist and 
responsibilities. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Review your own specific checklist for responsibilities and clarify any issues regarding 
your authority and assignment. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Attend situation briefing as directed. 

 Provide information for the EOC Action Plan as requested. 

 Document activities and share information with other Sections as necessary. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Position Checklist 
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EOC SUPPORT 
 
Deactivation Phase 
 

 Assist EOC Director as needed. 

 Deactivate your position and close out logs when authorized by your supervisor. 

 Ensure that any incomplete actions are communicated to your supervisor. 

 Submit all completed forms, reports, and other documents through your supervisor to 
the Planning Section, as appropriate, prior to your departure. 

 Participate in all briefing and evaluations of the emergency and be prepared to provide 
input for the After-Action Report. 

 Check out upon exit of the EOC and return your position notebook, vest, and nameplate. 

 Clean up your work area before you leave. 
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PLANNING SECTION CHIEF 
 
The Planning Section Chief is responsible for the collection, evaluation, dissemination, and use 
of information about the development of the incident and the status of resources. 
 
Planning Section Chief  Community Development Director 
 
Alternate    Associate Planner 
 
Supervisor    EOC Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Planning Section Chief, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the EOC Director on the extent of the incident. 

 Determine staffing requirements. 

 Ensure Planning Section is set up properly and appropriate personnel, equipment, and 
supplies are in place, including maps and status boards. 

 Meet with Operations Section Chief and review any major incident reports. 

 Make a list of key issues to be addressed by the Planning Section; in consultation with 
section staff, identify objectives to be accomplished during the initial Operations Period. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Ensure Planning Section position logs and other necessary files are maintained. 

Position Checklist 
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PLANNING SECTION CHIEF 
 

 Ensure the Situation Unit Leader is maintaining current information for the situation 
report. 

 Ensure major incident reports and status reports are completed by the Operations 
Section and are accessible by the Planning Section. 

 Ensure a situation report is produce and distributed to EOC Sections at least once prior 
to the end of the operational period. 

 Ensure all status boards and other displays are kept current and posted information is 
neat and legible. 

 Ensure the Public Information Officer has immediate and unlimited access to all status 
reports and displays. 

 Conduct periodic briefing with section staff and work to reach consensus among staff on 
section objectives for forthcoming operational periods. 

 Facilitate the initial EOC Action Planning Meeting at least one hour after EOC activation 
and at least one every additional operational period. 

 Ensure objectives for each section are completed, collected, and posted in preparation 
for the next EOC Action Planning Meeting. 

 Ensure the EOC Action Plan is completed and distributed prior to the start of the next 
operational period. 

 Work closely with each Unit Leader in the Planning Section to ensure the section 
objectives are being addressed. 

 Ensure the Documentation Unit Leader maintains files on all EOC activities and provides 
reproduction and archiving services for the EOC. 

 Working with the Recovery Coordination Officer begin planning for recovery operations. 

 Prepare and After-Action Report and assist in debriefing. 

 Keep the EOC Director informed of the situation status, effectiveness of operations and 
special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 
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PLANNING SECTION CHIEF 
 
Deactivation Phase 
 

 Assist EOC Director as needed. 

 Follow generic Deactivation Phase Checklist. 
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DAMAGE / SAFETY ASSESSMENT UNIT LEADER 
 
The Damage / Safety Assessment Unit Leader is responsible for the evaluation of all city owned 
and private structures that may have been damaged in an incident. Responsible for maintaining 
detailed records of damage / safety assessment information and supporting the documentation 
process. 
 
Damage / Safety Assessment Unit Leader  As assigned by Planning Section Chief 
 
Alternate      As assigned by Planning Section Chief 
 
Supervisor      Planning Section Chief 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Damage / Safety Assessment Unit 
Leader, locate the appropriate position notebook, put on your vest, and display your 
nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Planning Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Dispatch field operations and maintain communication. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Coordinate with Operational Area regarding local jurisdictional needs. 

 Oversee the initial inspection of the entire City and report locations of damaged 
structures, utilities, roads, stoplights, and facilities. 

Position Checklist 
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DAMAGE / SAFETY ASSESSMENT UNIT LEADER 
 

 Give special attention to special hazard areas such as government facilities, schools, 
utilities, and large occupied buildings. 

 Prepare the initial damage estimate of the City. 

 Collect, record, and total the type and estimated value of damage. 

 Provide as necessary assessment teams to inspect and mark hazardous structures and 
record damage. 

 Inspect and post critically damaged structures for occupancy or condemnation. 

 Coordinate with the Utilities Unit Leader on damage assessment of water system and 
private utilities companies on power system damage. 

 Keep the Planning Section Chief informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Ensure all field units are accounted for during deactivation. 

 Follow generic Deactivation Phase Checklist. 
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DOCUMENTATION UNIT LEADER 
 
The Documentation Unit Leader is responsible for collecting, filing, and maintaining all 
completed incident related documents, including EOC position logs, situation status reports, 
and EOC Action Plans. Also prepares and distributes the After-Action Report. 
 
Documentation Unit Leader  City Clerk 
 
Alternate    As assigned by City Clerk 
 
Supervisor    Planning Section Chief 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Documentation Unit Leader, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Planning Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Meet with the Planning Section Chief to determine what EOC materials should be 
maintained as official records. 

 Meet with the Recovery Coordination Officer to determine with EOC material and 
documents are necessary to provide accurate records and documentation for recovery 
purposes. 

 

Position Checklist 
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DOCUMENTATION UNIT LEADER 
 

 Initiate and maintain a roster of all activated EOC positions to ensure position logs are 
accounted for and submitted to the Documentation Unit Leader at the end of each 
operations period. 

 Reproduce and distribute the Situation Reports and EOC Action Plans. 

 Maintain all EOC materials as official records. Review records for accuracy and 
completeness and correct any errors by verifying information with appropriate 
personnel. 

 Establish a documentation filing system for storing files related to the incident. 
Permanently store these documents for legal, analytical, and historical purposes. 

 Establish and maintain document reproduction services for EOC Staff. 

 Create and maintain email archive for all EOC email messages. 

 Prepare and distribute the After-Action Report. 

 Keep the Planning Section Chief informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Collect all documentation including emails, notes, documents, logs, and electronic files 
from all EOC Staff prior to EOC deactivation. 

 Follow generic Deactivation Phase Checklist. 
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RESOURCE UNIT LEADER 
 
The Resource Unit Leader is responsible for maintaining the status of all assigned resource 
(primary and support) to the incident. 
 
Resource Unit Leader   As assigned by Planning Section Chief 
 
Alternate    As assigned by Planning Section Chief 
 
Supervisor    Planning Section Chief 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Resource Unit Leader, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Planning Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Coordinate with Supply Unit Leader to keep informed of all material resources coming 
into the incident. 

 Coordinate with Operations Section Chief to maintain status of all incident resources. 

 Create and maintain a master list of all incident resources. 

 Coordinate with the Department Operations Center(s) and the Incident Commander(s) 
to track all personnel checked in and assigned to the incident. 

 

Position Checklist 
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RESOURCE UNIT LEADER 
 

 Coordinate with the Cost Unit Leader and the Time Unit Leader to keep accurate track of 
financial matters related to material and personnel use. 

 Keep the Planning Section Chief informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Follow generic Deactivation Phase Checklist. 
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SITUATION UNIT LEADER 
 
The Situation Unit Leader is responsible for the collection, organization, and analysis of incident 
situation information, and displaying that information on the status board in WebEOC. Ensures 
all information collected from sources is current and validated prior to posting on WebEOC. 
 
Situation Unit Leader   As assigned by Planning Section Chief 
 
Alternate    As assigned by Planning Section Chief 
 
Supervisor    Planning Section Chief 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Situation Unit Leader, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Planning Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Oversee the collection and analysis of all incoming incident related information. 

 Oversee the preparation and distribution of the Situation Report. Coordinate with the 
Documentation Unit Leader for manual distribution and reproduction as required. 

 Collect and consolidate information on damage to public and private sector property, 
loss of life and injury, and the status of continued occupancy of facilities and structures. 

 Identify the location of the incident’s progress and development. 

Position Checklist 
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SITUATION UNIT LEADER 
 

 Direct EOC staff on collecting incident status information from resource. Ensure each 
EOC Section provides a status report for inclusion in the Situation Status Report. 

 Prepare a Situation Status Report on the status of the emergency, including identifying 
the area affected, resource available, resources committed, and resources needed. 

 Ensure each section provides their objectives at least 30 minutes prior to each EOC 
Action Planning Meeting. 

 Prepare an EOC Action Report for the incoming operational period staff on the 
objectives to be accomplished during their shift. Provide the final approved copy to the 
Documentation Unit Leader for mass production and distribution to all EOC Staff. 

 Keep the Planning Section Chief informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 Follow generic Deactivation Phase Checklist. 
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GIS UNIT LEADER 
 
The Visual Display Unit Leader is responsible for the display of incident status information 
obtained from field observers, resource status reports, aerial and other photographs, and other 
data. Responsible for meeting the EOC’s entire incident mapping needs. 
 
GIS Unit Leader  IT Technician 
 
Alternate   As assigned by Planning Section Chief 
 
Supervisor   Planning Section Chief 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Visual Display Unit Leader, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Planning Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Display situational and operational information using display boards, maps, and other 
visual aids. 

 Create and display the current EOC organizational chart. 

 Establish a situation map. 

 Ensure information is current, clear, and concise. 

 Maintain a record of all visual displays.

Position Checklist 
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GIS UNIT LEADER 
 

 Keep the Planning Section Chief informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Follow generic Deactivation Phase Checklist. 
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EOC SUPPORT 
 
The EOC Support position works directly with the Planning Section Chief to assist as needed in 
the implementation, maintenance, and completion of all required EOC tasks and 
responsibilities. 
 
EOC Support   As assigned by the Planning Section Chief 
 
Alternate   As assigned by the Planning Section Chief 
 
Supervisor   Planning Section Chief 
 
 
 
 
Activation Phase 
 

 Check in upon arrival at the EOC and identify yourself as EOC Support; locate the 
appropriate position notebook, vest, and nameplate. 

 Obtain briefing form the Planning Section Chief on the extent of the incident. 

 Set up your assigned workstation and review your position checklist and responsibilities. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Review your own specific checklist for responsibilities and clarify any issues regarding 
your authority and assignment. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Attend situation briefing as directed. 

 Provide information for the EOC Action Plan as requested. 

 Document activities and share information with other Sections as necessary. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Position Checklist 
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EOC SUPPORT 
 
Deactivation Phase 
 

 Assist Planning Section Chief as needed. 

 Deactivate your position and close out logs when authorized by your supervisor. 

 Ensure that any incomplete actions are communicated to your supervisor. 

 Submit all completed forms, reports, and other documents through your supervisor to 
the Planning Section, as appropriate, prior to your departure. 

 Participate in all briefing and evaluations of the emergency and be prepared to provide 
input for the After-Action Report. 

 Check out upon exit of the EOC and return your position notebook, vest, and nameplate. 

 Clean up your work area before you leave. 



City of Imperial   Functional Annex 

Emergency Operations Plan  Planning Section 

November 2015  126 | P a g e  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This page intentionally left blank 



City of Imperial   Functional Annex 

Emergency Operations Plan  Logistics Section 

November 2015  127 | P a g e  
 

 
LOGISTICS 
SECTION 

 
 

  
 
 

Logistics           
Section Chief 

Care & Shelter 
Branch Director 

Food                   
Unit Leader 

Personnel          
Unit Leader 

Support        
Branch Director 

Communications 
Unit Leader 

Facilities            
Unit Leader 

Ground Suppot 
Unit Leader 

Supply                
Unit Leader 

Technology  
Branch Director 

EOC Support 



City of Imperial   Functional Annex 

Emergency Operations Plan   Logistics Section 

November 2015  128 | P a g e  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This page intentionally left blank



City of Imperial   Functional Annex 

Emergency Operations Plan  Logistics Section 

November 2015  129 | P a g e  
 

LOGISTICS SECTION CHIEF 
 
The Logistics Section Chief is responsible for providing facilities, services, and material support 
of the incident. 
 
Logistics Section Chief  Director of Human Resources 
 
Alternate    Director of Finance 
 
Supervisor    EOC Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Logistics Section Chief, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the EOC Director on the extent of the incident. 

 Determine staffing requirements. 

 Ensure Branches and Units with the Logistic Section to coordinate with appropriate 
Branches in the Operations Section to prioritize and validate resource requests form 
DOC’s and Incident Command(s) in the field. 

 Meet with EOC Director and identify immediate resource needs. 

 Meet with the Finance Section Chief to determine level of purchasing authority for the 
Logistics Section. 

 Assist Branch and Unit Leaders in developing objectives for the Logistics Section, as well 
as plans to accomplish their objectives within the fires operational period, on in 
accordance with the EOC Action Plan. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Position Checklist 
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LOGISTICS SECTION CHIEF 
 
Operational Phase 
 

 Provide situation status and resource information to the Planning Section Chief. 

 Identify and coordinate for the procurement of additional service and support 
requirements of personnel, supplies, and equipment to support incident operations. 

 Meet regularly with section staff and work to reach consensus on section objective for 
forthcoming operational periods. 

 Provide the Planning Section Chief with the Logistics Section objectives at least 30 
minutes prior to each EOC Action Planning Meeting. 

 Ensure the Supply Unit Leader coordinates closely with the Cost Unit Leader in the 
Finance Section, and all required documents and procedures are completed and 
followed. 

 Ensure the Ground Support Unit Leader meets all transportation requirements in 
support of the Operations Section. 

 Ensure the Facilities Unit Leader meets all requests for facilities and facility support. 

 Ensure all resources are tacked and accounted for as well as resource ordered through 
Mutual Aid. 

 Ensure all logistics requests are logged.   

 Make logistical arrangements to utilize other resources outside of impacted incident 
areas. 

 Obtain, reproduce, and disseminate updated resource inventories and other 
information to all EOC Sections as necessary. 

 Keep the EOC Director informed of the situation status, effectiveness of operations and 
special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 
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LOGISTICS SECTION CHIEF 
 
Deactivation Phase 
 

 Authorize the deactivation of organization elements within the Logistics Section with 
they are no longer needed. 

 Assist the EOC Director as required. 

 Follow generic Deactivation Phase Checklist. 
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CARE & SHELTER BRANCH DIRECTOR 
 
The Care & Shelter Branch Director is responsible for the planning and execution of evacuation 
and mass care and sheltering operations. Provide care and shelter for disaster victims and 
coordinate efforts with the American Red Cross and other volunteer agencies. 
 
Care & Shelter Branch Director  Community Services Staff 
 
Alternate     As appointed by Logistics Section Chief 
 
Supervisor     Logistics Section Chief 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Care and Shelter Branch Director, locate 
the appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Logistics Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Coordinate resources with the Care & Shelter Branch of the Operational Area EOC. 

 Prepare and submit a preliminary status report and major incident reports as 
appropriate to the Logistics Section Chief. 

 Prepare objectives for the Care & Shelter Branch and provide them to the Logistics 
Section Chief prior to the first EOC Action Planning Meeting. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Identify the care and shelter needs of the community. 

Position Checklist 
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CARE & SHELTER BRANCH DIRECTOR 
 

 If evacuations are initiated or appear to be imminent, coordinate with the Law 
Enforcement Branch Director to determine, at a minimum: 

o The boundaries of the evacuation area(s). 

o The number of evacuees requiring food and shelter. (It is anticipated that 
typically only 10% - 20% will seek mass shelter during an emergency.) 

 Coordinate with the American Red Cross and other emergency welfare agencies for 
mass feeding. Identify, set up, staff, and maintain temporary evacuation centers and 
mass care facilities. 

 Ensure activated shelter facilities comply with the American with Disabilities Act and 
meet the needs of access and functional needs individuals. 

 Coordinate with the Public Information Officer on the public notification of all shelter 
locations and any anticipated closures. 

 Ensure shelter management teams are organized and facilities are ready for occupancy. 

 Coordinate the care of shelter needs of evacuated animals, including guide, signal, and 
service dogs. 

 List and maintain all City run shelter information utilizing the Shelter Status Board. 

 Keep the Logistic Section Chief informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Authorize the deactivation of organizational elements within the branch when 
authorized by the Logistics Section Chief. 

 Ensure all field units are accounted for during deactivation. 

 Follow generic Deactivation Phase Checklist. 
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FOOD UNIT LEADER 
 
The Food Unit Leader is responsible for supplying food needs for the EOC Staff, including all 
associated locations (City Hall, Public Works Yard, etc.). 
 
Food Unit Leader   As assigned by Logistics Section Chief 
 
Alternate    As assigned by Logistics Section Chief 
 
Supervisor    Care & Shelter Branch Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Food Unit Leader, locate the appropriate 
position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Logistics Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Determine food and water requirements for EOC Staff, including all associated City 
facilities. 

 Maintain status of food and water supplies on hand. 

 Plan menus, order food, and establish a feeding schedule. 

 Determine cooking facilities, cooking assignments, serving, and general maintenance of 
eating area(s). 

Position Checklist 
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FOOD UNIT LEADER 
 

 Coordinate with the Care and Shelter Branch Director for food and water requirements 
of temporary evaluation centers and mass care facilities. Consider special dietary needs. 

 Keep the Service Branch Director informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Follow generic Deactivation Phase Checklist. 
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PERSONNEL UNIT LEADER 
 
The Personnel Unit Leader is responsible for supporting human resource operations and 
coordinating the provision of additional personnel and volunteers. 
 
Personnel Unit Leader  Human Resources Director 
 
Alternate    Human Resources Staff 
 
Supervisor    Care & Shelter Branch Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Personnel Unit Leader, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Logistics Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 In conjunction with the Documentation Unit Leader, develop and maintain an EOC 
organization chart depicting each activated position. Upon check in, indicate the name 
of the person occupying each position on the chart. The chart should be posted in a 
conspicuous place, accessible to all EOC personnel. 

 Coordinate with the Liaison Officer and Safety Officer to ensure all EOC staff (including 
volunteers) receives a current situation and safety briefing upon check-in. 

 Coordinate with the Liaison Officer and EOC Coordinator to ensure access, badging or 
identification, and proper direction for responding personnel upon arrival at the EOC. 

Position Checklist 
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PERSONNEL UNIT LEADER 
 

 Establish communications with volunteer agencies and other organizations that can 
provide personnel resources. 

 Process all incoming requests for personnel support. Identify the number of personnel, 
special qualifications, or training, where they are needed and the person or unit they 
should report to upon arrival. Determine the estimated time of arrival of responding 
personnel, and advise the requesting parties accordingly. 

 Assist the Fire & Rescue Branch Director and Law Enforcement Branch Director with 
ordering of mutual aid resources as required. 

 To minimize redundancy, coordinate all requests for personnel resources from the field 
through the Operations Section prior to acting on the request. 

 Document names, assignments, and duty hours of all incident personnel. 

 Coordinate with the Finance Section to provide emergency timekeeping procedures 
with respect to salary, benefits, worker’s compensation, and documentation consistent 
with Federal, State, County, and City guidelines. Assist City employees in 
implementation of these procedures, as needed. 

 In coordination with the Safety Officer, determine the need for crisis counseling for 
emergency workers; acquire mental health specialists as needed. 

 Arrange for childcare services for EOC personnel as required. 

 If required, establish registration locations with sufficient staff to register spontaneous 
volunteers, and issue them disaster serviced worker identification cards. 

 Keep the Care & Shelter Branch Director informed of the situation status, effectiveness 
of operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Follow generic Deactivation Phase Checklist. 
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SUPPORT BRANCH DIRECTOR 
 
The Support Branch Director is responsible for overseeing support needs for the EOC and the 
incident including the operations of the Communications, Facilities, Ground Support, and 
Supply Units. 
 
Support Branch Director  Public Services – Maintenance Personnel 
 
Alternate    As appointed by Logistics Section Chief 
 
Supervisor    Logistics Section Chief 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Support Branch Director, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Logistics Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Coordinate support operations with the Logistics Section Chief to provide for 
communications, ground support, facilities, and supplies as needed. 

 Keep the Logistic Section Chief informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Position Checklist 
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SUPPORT BRANCH DIRECTOR 
 
Deactivation Phase 
 

 Follow generic Deactivation Phase Checklist. 
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COMMUNICATIONS UNIT LEADER 
 
The Communications Unit Leader is responsible for developing plans for the effective use of 
incident communications equipment and facilities, distribution of communications equipment 
to incident personnel, and the creation and maintenance of the Incident Communication Plan 
(ICS 205). 
 
Communications Unit Leader  Public Safety Communications Manager 
 
Alternate     Public Safety Communications Supervisor 
 
Supervisor     Service Branch Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Communications Unit Leader, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Logistics Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Ensure Communications Center is properly functioning and maintained. 

 Provide communications personnel to EOC dispatch center as necessary. 

 Complete and update Road Closure w/Map Status Board in WebEOC as required. 

 Assist Public Information Officer with completion and updating of Mass Notifications 
Status Board in WebEOC as necessary. 

Position Checklist 
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COMMUNICATIONS UNIT LEADER 
 

 Assist Utilities Branch Director with completion and updating of Utility Status Board in 
WebEOC as necessary. 

 Complete and update Animal Evacuation Sites Status Board as required. 

 Complete and update Command Post Status Board as required. 

 Assist Fire & Rescue Branch Director with completion and updating of Fire Status Board 
as necessary. 

 Create and implement Incident Communications Plan (ICS 205). 

 Create and maintain Communications List (ICS 205A) as necessary. 

 Coordinate activation and use of all Community Emergency Notification Systems with 
the Public Information Officer. 

 Keep the Service Branch Director informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Keep all sections informed of the status of the communications systems, particularly 
those that are being restored. 

 Continually monitor the operational effectiveness of EOC communications systems. 
Provide additional equipment as required. 

 Meet periodically with the Operations Section Branches to ensure their radio 
frequencies are adequate. Make modifications as necessary to maintain their 
operational capability. 

 Mobilize and coordinate amateur radio resources to augment primary communications 
systems as required.  

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Authorize the deactivation of organizational elements within when authorized by the 
Logistics Section Chief. 

 Follow generic Deactivation Phase Checklist. 
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FACILITIES UNIT LEADER 
 
The Facilities Unit Leader is responsible for maintaining the EOC and monitoring other City 
building and facilities. Ensures adequate facilities are provided for the response effort, including 
securing access to the facilities and providing staff, furniture, supplies, and necessary materials. 
 
Facilities Unit Leader   Building Maintenance Supervisor 
 
Alternate    As appointed by Support Branch Director 
 
Supervisor    Support Branch Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Facilities Unit Leader, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Logistics Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Ensure EOC facility and staff support needs are met, including hygiene, sanitation, and 
sleeping quarters. 

 Ensure heating, ventilation, and air conditioning systems are functioning. 

 Work closely with the EOC Coordinator and other sections in determining facilities and 
furnishings required for effective operation of the EOC. 

Position Checklist 
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FACILITIES UNIT LEADER 
 

 Coordinate with the Operations Section to determine if assistance with facility  
acquisition and support is needed at the field level 

 Maintain facilities, including lighting, sanitation, environmental systems, structure, etc. 

 Provide City building and facility updates to the Situation Unit Leader. 

 Document the location of each facility including a general description of furnishing, 
supplies, and equipment, hours of operation, and manager contact information. 

 Maintain required records and documentation of personnel and equipment used during 
the incident. 

 Keep the Support Branch Director informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 As facilities are vacated, coordinate the facilities return to its original condition. This 
includes removing and returning furnishings and equipment, arranging for janitorial 
services, and locking or otherwise securing the facility. 

 Ensure all field units are accounted for during deactivation. 

 Follow generic Deactivation Phase Checklist. 

 



City of Imperial   Functional Annex 

Emergency Operations Plan  Logistics Section 

November 2015  144 | P a g e  
 

GROUND SUPPORT UNIT LEADER 
 
The Ground Support Unit Leader is responsible for the transportation of personnel, equipment, 
supplies, subsistence stocks, fuel, energy systems, and equipment for emergency operations. 
 
Ground Support Unit Leader  Fleet Maintenance Supervisor 
 
Alternate    As appointed by Support Branch Director 
 
Supervisor    Support Branch Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Ground Support Unit Leader, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Logistics Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position which chronologically describes your actions taken 
during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Provide and maintain an inventory of transport vehicles and operators. 

 Routinely coordinate with the Situation Unit Leader to determine the status of 
transportation routes in and around the affected area. 

 Establish staging areas for vehicles. 

 Provide for mobile refueling capabilities. 

 Provide transportation for emergency personnel as necessary. 

Position Checklist 
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GROUND SUPPORT UNIT LEADER 
 

 Analyze existing transportation capabilities of the City and surrounding jurisdictions. 

 Establish contact with local transportation agencies and schools to determine the 
availability of transportation resource available to support an evacuation, including 
access and functional needs populations. 

 Provide maintenance and repair of primary tactical equipment, vehicles, and mobile 
ground equipment. 

 Provide fuel for all mobile equipment, generators, and specialized equipment. 

 Maintain a list of specialized equipment. 

 Maintain required records and documentation of personnel and equipment used during 
the incident. 

 Document all vehicle accident reports related to emergency operations. 

 Keep the Support Branch Director informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Ensure all personnel, vehicles, and equipment is accounted for during deactivation. 

 Follow generic Deactivation Phase Checklist. 
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SUPPLY UNIT LEADER 
 
The Supply Unit Leader is responsible for ordering equipment and supplies required for incident 
operations. 
 
Supply Unit Leader   As appointed by Support Branch Director 
 
Alternate    As appointed by Support Branch Director 
 
Supervisor    Support Branch Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Supply Unit Leader, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Logistics Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Determine if requested types and quantities of supplies and material are available in 
inventory. 

 Determine procurement spending limits with the Cost Unit Leader. Obtain a list of pre-
designated emergency purchase orders as required. 

 Whenever possible, meet with the requesting party to clarify types and amount of 
supplies and material, and verify the request has not been previously filled through 
another source. 

Position Checklist 
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SUPPLY UNIT LEADER 
 

 In conjunction with the Resource Unit Leader, maintain a status board or other 
reference depicting procurement actions in progress and their status. 

 Determine if the procurement item can be provided without cost from another 
jurisdiction or through the Operational Area. 

 The Finance Section must approve orders exceeding the purchase order limit before the 
order can be completed. 

 If vendor contracts are required for procurement of specific resources or services, refer 
the request to the Finance Section for development of necessary agreements. 

 Determine if the vendor or provider will deliver the ordered items. If delivery services 
are not available, coordinate pickup and delivery through the Ground Support Unit 
Leader. 

 Ensure appropriate receipt paperwork is obtained from receiving personnel whenever 
possible. 

 Working with the Ground Support Unit Leader, coordinate the moving of resources and 
supplies from hazard threatened areas. 

 Maintain an inventory of all supplies available and expended, including donations. 

 Advise on resources available in City inventory. 

 Order, receive, store, and process all incident related resources and supplies, including 
purchasing or rental of resources. 

 Alert procurement personnel, mutual aid partners, contractors, and emergency vendors 
of possible needs. 

 Coordinate donated goods from community groups and private organizations. Set up 
procedures for collecting, inventorying, and distributing usable donations. 

 Keep the Support Branch Director informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 
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SUPPLY UNIT LEADER 
 
Deactivation Phase 
 

 Ensure all rental equipment is accounted for during deactivation. 

 Follow generic Deactivation Phase Checklist. 
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TECHNOLOGY BRANCH DIRECTOR 
 
The Technology Unit Leader is responsible for managing all computer and telephone needs of 
the EOC Staff. 
 
Technology Unit Leader  As assigned by Logistics Section Chief 
 
Alternate    As assigned by Logistics Section Chief 
 
Supervisor    Logistics Section Chief 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Technology Branch Director, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Logistics Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Prepare and submit a preliminary status report and major incident reports as 
appropriate to the Logistics Section Chief. 

 Prepare objectives for the Technology Branch and provide them to the Logistics Section 
Chief prior to the first EOC Action Planning Meeting. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Coordinate with all EOC Sections to determine telephone and computer equipment 
needs. 

 Maintain the use of all EOC telephone and computer equipment. 

Position Checklist 
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TECHNOLOGY BRANCH DIRECTOR 
 

 Coordinate with the Support Branch Director to procure additional telephones and 
computers as necessary. 

 Keep the Logistics Section Chief informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Follow generic Deactivation Phase Checklist. 
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EOC SUPPORT 
 
The EOC Support position works directly with the Logistics Section Chief to assist as needed in 
the implementation, maintenance, and completion of all required EOC tasks and 
responsibilities. 
 
EOC Support   As assigned by the Logistics Section Chief 
 
Alternate   As assigned by the Logistics Section Chief 
 
Supervisor   Logistics Section Chief 
 
 
 
 
Activation Phase 
 

 Check in upon arrival at the EOC and identify yourself as EOC Support; locate the 
appropriate position notebook, vest, and nameplate. 

 Obtain briefing form the Logistics Section Chief on the extent of the incident. 

 Set up your assigned workstation, and review your position checklist and 
responsibilities,  

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Review your own specific checklist for responsibilities and clarify any issues regarding 
your authority and assignment. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Attend situation briefing as directed. 

 Provide information for the EOC Action Plan as requested. 

 Document activities and share information with other Sections as necessary. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Position Checklist 
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EOC SUPPORT 
 
Deactivation Phase 
 

 Assist Logistics Section Chief as needed. 

 Deactivate your position and close out logs when authorized by your supervisor. 

 Ensure that any incomplete actions are communicated to your supervisor. 

 Submit all completed forms, reports, and other documents through your supervisor to 
the Planning Section, as appropriate, prior to your departure. 

 Participate in all briefing and evaluations of the emergency and be prepared to provide 
input for the After-Action Report. 

 Check out upon exit of the EOC and return your position notebook, vest, and nameplate. 

 Clean up your work area before you leave. 
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FINANCE SECTION CHIEF 
 
The Finance Section Chief is responsible for all financial, administrative, and cost analysis 
aspects of the incident. 
 
Finance Section Chief   Director of Finance 
 
Alternate    As appointed by Finance Director 
 
Supervisor    EOC Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Finance Section Chief, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the EOC Director on the extent of the incident. 

 Determine staffing requirements. 

 Meet with the Logistics Section Chief and review financial and administrative support 
requirements and procedures; determine the level of purchasing authority to be 
delegated to the Logistics Section. 

 Prepare objectives for the Finance Section and provide them to the EOC Director prior 
to the first EOC Action Planning Meeting. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Ensure all financial functions of the incident are performed including maintain financial 
records of the incident, processing purchasing orders and contracts, worker’s 
compensation claims, and handling travel expense claims as necessary. 

Position Checklist 
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FINANCE SECTION CHIEF 
 

 Provide financial and cost analysis information, including estimates and 
recommendations for savings. 

 Keep the EOC Director and Section Chiefs aware of the current fiscal situation. 

 Ensure the Claims Unit Leader processes all workers’ compensation claims, resulting 
from the emergency, in a reasonable period given the nature of the situation. 

 Ensure the Time Unit Leader processes all time sheets promptly. 

 Assist the Recovery Coordinator Officer in developing a recovery plan to include funding 
sources for significant expenditures expected during the recovery phase. 

 Prepare applications and claims for state and federal reimbursement and assistance. 

 Provide input in all plans for financial and cost analysis. 

 Properly prepare and complete all financial obligation documents. 

 Keep the EOC Director informed of the situation status, effectiveness of operations and 
special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Provide a final report to the EOC Director on the total response costs, recovery 
activities, and reimbursement programs. 

 Assist EOC Director as needed. 

 Follow generic Deactivation Phase Checklist. 
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CLAIMS UNIT LEADER 
 
The Claims Unit Leader is responsible for the overall management of claims relating to injury 
and management of claims related to property damage. 
 
Claims Unit Leader   Human Resources Staff 
 
Alternate    As assigned by Finance Branch Director 
 
Supervisor    Finance Branch Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Claims Unit Leader, locate the 
appropriate position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Finance Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Process, track, and record all insurance claims resulting from the incident. 

 Ensure all insurance claims for worker’s compensation or physical damages are properly 
prepared, filed, tracked, and investigated with the Safety Officer. 

 Investigate all damage claims, injuries, and fatalities as soon as possible. 

 Coordinate with the Safety Officer regarding the mitigation of hazards. 

 Maintain a log of injuries and illnesses, and property or equipment damage reported 
during the incident. 

Position Checklist 
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CLAIMS UNIT LEADER 
 

 Document to the extent possible all information and evident regarding claims for 
property loss by the public. Use photographs and witness statement. Coordinate with 
the Legal Advisor. 

 Document to the extent possible all information and evidence regarding injury claims by 
City personnel. Use photographs and witness statements. Coordinate with the Legal 
Advisor. 

 Provide written authority for persons requiring medical treatment. 

 Provide correct billing forms for transmittal to doctor and / or hospital. 

 Keep informed and report on status of hospitalized personnel. 

 Keep the Finance Branch Director informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Coordinate with appropriate agencies for injured personnel in local hospitals after 
deactivation. 

 Provide a final report detaining total reimbursements from insurance claims and 
expenditures relate to workers’ compensation claims. 

 Follow generic Deactivation Phase Checklist. 
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COST UNIT LEADER 
 
The Cost Unit Leader is responsible for providing cost analysis data for the incident to help the 
planning and recovery efforts. Ensures all pieces of equipment and personnel that require 
payment are properly identified, obtain and record all cost data, analyze, prepare, and maintain 
accurate records of incident costs. 
 
Cost Unit Leader   As assigned by Finance Branch Director 
 
Alternate    As assigned by Finance Branch Director 
 
Supervisor    Finance Branch Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Cost Unit Leader, locate the appropriate 
position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Finance Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log, which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Establish (or implement) an accounting system and special cost codes associated with 
this emergency. 

 Maintain a fiscal record of all expenditures related to the incident. 

 Ensure all obligation documents initiated at the incident are properly prepared and 
accurately identified. 

 Maintain accurate information on the actual costs for the use of all assigned resources.

Position Checklist 
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COST UNIT LEADER 
 

 Ensure all items of equipment and personnel that require payments are properly 
identified and costs are tracked. 

 Ensure all Section Chiefs maintain proper records and documentation to support claims. 

 Make recommendations for savings to the Finance Section Chief as necessary. 

 Coordinate with the Documentation Unit Leader on content and format of cost related 
files to be transferred. 

 Prepare cost estimates related to EOC objectives and strategies. Be prepared to discuss 
these at the EOC Action Planning Meeting if required. 

 Collect and compile cost information at the end of each shift. 

 Compile cumulative cost records on a daily basis. 

 Ensure estimate costs are replaced with actual costs where known. 

 Prepare and maintain a cost report to include cumulative analysis, summaries, and total 
expenditures related to the emergency. 

 Organize and prepare records for audits as necessary. 

 Keep the Finance Branch Director informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Act as the liaison for the EOC with the Operational Area and other disaster assistance 
agencies to coordinate the cost recovery process. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Prepare incident cost summaries as necessary. 

 Follow generic Deactivation Phase Checklist. 
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TIME UNIT LEADER 
 
The Time Unit Leader is responsible for tracking, recording, and reporting all on-duty time for 
personnel and volunteers working during the incident. Ensures personnel time records, travel 
expense claims, and other related forms are properly prepared and submitted. 
 
Time Unit Leader   As assigned by Finance Branch Director 
 
Alternate    As assigned by Finance Branch Director 
 
Supervisor    Finance Branch Director 
 
 
 
 
Activation Phase 
 

 Report to the EOC and identify yourself as the Time Unit Leader, locate the appropriate 
position notebook, put on your vest, and display your nameplate. 

 Review this entire checklist and the generic checklist before taking any action. 

 Obtain briefing from the Finance Section Chief on the extent of the incident. 

 Determine staffing requirements. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Ensure the accuracy of submitted time records from al personnel and volunteers. 

 Obtain complete personnel rosters from the Personnel Unit Leader. Rosters should 
include EOC Staff and field personnel. 

 Provide instructions to ensure time sheets and travel expense claims are properly 
completed and signed by each employee prior to submitting these forms. 

 Establish a file for each employee or volunteer to maintain a fiscal record. 

Position Checklist 
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TIME UNIT LEADER 
 

 Establish and maintain a file for time reports of rented equipment. 

 Keep time records for each EOC shift. 

 Ensure all Section Chiefs maintain proper supporting records and documentation to 
support claims. 

 Keep the Finance Branch Director informed of the situation status, effectiveness of 
operations and special conditions as they arise. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Deactivation Phase 
 

 Provide a final report detaining personnel and volunteer time and expense. 

 Follow generic Deactivation Phase Checklist. 
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EOC SUPPORT 
 
The EOC Support position works directly with the Finance Section Chief to assist as needed in 
the implementation, maintenance, and completion of all required EOC tasks and 
responsibilities. 
 
EOC Support   As assigned by the Finance Section Chief 
 
Alternate   As assigned by the Finance Section Chief 
 
Supervisor   Finance Section Chief 
 
 
 
 
Activation Phase 
 

 Check in upon arrival at the EOC and identify yourself as EOC Support; locate the 
appropriate position notebook, vest, and nameplate. 

 Obtain briefing form the Finance Section Chief on the extent of the incident. 

 Set up your assigned workstation, review your position checklist and responsibilities, 
and log into WebEOC. 

 Establish and maintain your position log which chronologically describes your actions 
taken during your shift. 

 Review your own specific checklist for responsibilities and clarify any issues regarding 
your authority and assignment. 

 Track all hours to ensure proper pay. 

Operational Phase 
 

 Attend situation briefing as directed. 

 Provide information for the EOC Action Plan as requested. 

 Document activities and share information with other Sections as necessary. 

 Provide a situational briefing at the end of your operational period to your replacement 
to ensure continuity of activities and needs, identify follow up items that need 
attention. 

Position Checklist 
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EOC SUPPORT 
 
Deactivation Phase 
 

 Assist Finance Section Chief as needed. 

 Deactivate your position and close out logs when authorized by your supervisor. 

 Ensure that any incomplete actions are communicated to your supervisor. 

 Submit all completed forms, reports, and other documents through your supervisor to 
the Planning Section, as appropriate, prior to your departure. 

 Participate in all briefing and evaluations of the emergency and be prepared to provide 
input for the After-Action Report. 

 Check out upon exit of the EOC and return your position notebook, vest, and nameplate. 

 Clean up your work area before you leave. 
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Hazardous Materials 
Hazardous material protocols and coordination procedures used between response 
organizations during emergencies and disasters are described in detail in the Imperial County 
Operational Area Emergency Plan. Refer to this plan for additional information. 
 
Types of Hazardous Substance Emergencies 
 

Illegal Drug Manufacturing 
Illegal methamphetamine manufacturing may occur in all parts of the City’s 
responsibility area. Meth labs have been found in cars, vans, trucks, rental housing, 
private residences, mini-storage warehouses, and motels. Wastes from the manufacture 
of illegal drugs have been found in remote as well as populated areas, on private and 
public property, in parks, schoolyards, and play areas. 
 
Transportation 
A number of hazardous materials incidents in the City of Imperial involve transportation 
accidents on streets and roadways. Hazardous materials are transported primarily by 
truck and railcar within the City’s responsibility area.  
 
Fixed Facilities 
Many facilities in the City of Imperial store and use varying numbers of hazardous 
materials, and generate numerous hazardous wastes. Agriculturally based 
establishments are also of concern because they store large amounts of fertilizers and 
pesticides.  
 
Although efforts to solve hazardous waste problems currently emphasize waste 
reduction, many types of facilities are necessary to manage the City’s hazardous waste 
stream. There are six main groups of hazardous waste facilities: 
 

• Transfer and Storage Facilities 
 

• Aqueous Treatment Facilities 
• Organics Recycling Facilities 
• Solidification or Stabilization Facilities 
• Incinerators 
• Residuals repositories 

 
Not all of these facility types are currently found in the City of Imperial. Each facility 
presents special concerns with respect to hazardous substance emergencies. This 
includes issues such as the proximity of the facility to sensitive populations, the types of 
wastes treated, and the nature of the treatment processes used. 
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Releases to Surface Waters 
Hazardous substance emergencies involving releases to surface waters may include 
flood control channels, storm drains, estuaries, streams, or lakes. There are many 
possible sources of releases to surface waters. These include releases of sewage from 
overflows and breaks of lines, spills from commercial and recreational vessels, 
intentional and unintentional spills through storm drains, and releases from businesses 
and industries adjacent to bodies of water. 
 
Abandoned Wastes / Illegal Disposal 
Abandoned wastes typically include substances left behind by facilities and businesses 
vacating premises, dumping along roadsides and in open areas, and underground burial. 
Since the early 1980s, the implementation of strict laws and regulations, such as the 
Resource Conservation and Recovery Act (RCRA), has made these practices more 
difficult than in the past. However, a number of factors ensure that such activities may 
continue to occur. These include the following: 
 

• As of August 8, 1990 the land disposal of all untreated hazardous waste is 
prohibited under the Hazardous and Solid Waste Amendments of RCRA 

 
• The costs of proper disposal are high and continue to increase 

 
• Treatment and disposal facilities for hazardous wastes must be carefully 

selected, operated, and monitored to ensure the safety of human lives and the 
environment 

 
Because of these issues, and because industrial processes will continue to generate 
hazardous waste, unauthorized disposal of these materials will continue to be an issue 
of concern. Therefore, emergency responses will continue to be required for events 
resulting from such activities for some time to come. 
 
 

Earthquake 
Historically, the Imperial Valley is one of the most seismically active regions in the State of 
California.  During the period April 1906 to April, 2010 there were 13 significant seismic events 
(intensity exceeding 5.5) in the Imperial Valley. The events were located in, or near the 
California cities of Brawley, Imperial, Imperial and Holtville and in Mexicali, Mexico.   
 
An earthquake in the Imperial County has the potential to lead to local emergencies as well as 
local and regional disasters. A large number of casualties, property damage, fires, and other 
ensuing hazards are possible following a large scale quake. The time of day and season of year 
will be factors in the resulting casualties and damage. It is extremely likely that the detestation 
will exceed the response capabilities of the City.  
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Seismic History 
The following represents significant seismic events in the Imperial Valley since 1900.  (Intensity 
exceeding VIII modified Mercalli, or IX Rossi-Forel, expressed in terms of Richter magnitude): 
• April 18, 1906 - 6.0+ 
• June 23, 1913 - 6.3 
• June 22, 1915 - 6.3 
• May 27, 1917 - 5.5 
• January 1, 1927 - 5.8 
• January 1, 1927 - 5.5 
• May 18, 1940 - 7.1 
• October 15, 1979 - 6.6 
• October 15, 1979 - 5.8 
• November 23, 1987 - 6.0 
• November 24, 1987 - 6.3 
• April 10, 2010 – 7.2 
 
Seismic Hazard 
The Southern California Earthquake Center (SCEC) indicates that another more devastating 
earthquake along the southern San Andreas fault is almost certain to occur.  This fault 
originates in the Imperial County near the Salton Sea and has the potential to create a natural 
disaster for the region and beyond.  “The most comprehensive statewide analysis of 
earthquake probabilities determined that the chance of having one or more magnitude 6.7 or 
larger earthquakes in California over the next 30 years is 99.7%. The fault with the highest 
probability of such earthquakes is the southern San Andreas- 59% in the next 30 years. For 
powerful quakes of magnitude 7.5 or greater, there is a 37% chance that one or more will occur 
in the next 30 years in southern California (SCEC, 2008).”  The shaking is predicted to cause 
nearly six feet of movement each second and last for more than 100 seconds.  In some places 
movement of more than 20 feet is predicted (SCEC, 2008).   The potential for widespread 
damage along the west coast of southern California is a concern.  The area of disaster may 
include several counties and large disruptions of critical transportation infrastructure.  This 
could potentially isolate the Imperial County region from neighboring counties within the State 
making statewide resources unavailable.  
 
Earthquake swarms 
A 5.5 earthquake shook Brawley on August 26th, 2012. Close to 200 earthquakes hit the area in 
less than 24 hours and ranged from 1.4 to 5.3 (USGS, 2012). The U.S. Geological Survey website 
gives a prediction of significance: “Expected future development of this activity: In the past 
these types of swarms have continued for many days. Previously, events of up to M6.2 have 
occurred on northeast striking cross  
faults, but bigger events are possible on the major northwest striking late Quaternary faults in 
this vicinity” (USGS, 2012). 
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Fire 
The City of Imperial is approximately 5.8 square miles in area.   Urban fire is not considered a 
recurrent problem and potential of having a major fire in the City are considered minimal.  Fire 
responses are found in the Imperial Fire Department SOP.  In event of a large fire, assistance 
may be required of various fire departments within the County.  The threat of fire spreading 
and causing major problems to other areas of the County is minimal due to their isolated 
locations. 
 
Major earthquakes can cause uncontrolled fires, break water mains, sever major 
communications, and damage utilities. Private, commercial, and military air traffic is constantly 
increasing, presenting the problem of falling aircraft or emergency landings, which could result 
in major fires. 
 

Flooding 
Floods are a natural component of the hydrological cycle. The hydrological cycle is the 
evaporation of water from the sea into the air, back onto the land as precipitation, and 
returning eventually to the sea. Sometimes rainfalls in such abundance that the ground 
becomes saturated and streams, rivers and lakes exceed their natural capacities.   
 
Floods can generally be classified as slow-rise or flash floods. Slow-rise floods are often 
preceded by a gradual increase in water level, and with it, an increased concern for 
preparedness. Traffic control, news releases, sandbagging, and evacuation are all tools that can 
be used in combating the slow-rise flood. Conversely, flash floods can happen anywhere and 
often occur without much warning. They are most common in mountain canyons, dry creek 
beds, and high deserts. A sudden thunderstorm or heavy rain, canal failure or sudden spill can 
cause a flash flood.  
 

Power Outages 
The Imperial Irrigation District services the City of Imperial citizens. The City may be affected 
with power outages for various reasons, including high winds, storms, and damaged power 
poles. When a power outage occurs every effort is made to contact affected residents and 
assure that those with access and functional needs equipment have a contingency plan. 
 

 
Public Health Emergency 

During a public health emergency, state, local, and private stocks of medical supplies could be 
depleted quickly. Rapid access to large quantities of pharmaceuticals and medical supplies 
would be vital, although such quantities may not be readily available. 
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Terrorism 

Given its proximity to the border and to military bases, the Imperial County Operational Area 
could become a target for future terrorist attacks. Throughout the City of Imperial, there are a 
number of potential terrorism targets, including, government offices, public places, schools, a 
power plant, utility infrastructures, water storage facilities, financial institutions, and other 
target locations. 
 
Although Imperial does not have a history of terrorist incidents, it is important to be prepared 
to take protective measures, in the event a Department of Homeland Security (DHS) National 
Terrorism Advisory System (NTAS) alert is issued for Imperial or a nearby jurisdiction. 
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GLOSSARY OF TERMS 
 

-A- 
 
Access Control Point 
The point of entry and exit from the control zones. Regulates access to and from the work 
areas. 
 
Action Plan 
(See Incident Action Plan) 
 
Agency 
An agency is a division of government with a specific function, or a nongovernmental 
organization (e.g., private contractor, business, etc.) that offers a particular kind of assistance. 
In ICS, agencies are defined as jurisdictional (having statutory responsibility for incident 
mitigation) or assisting and/or cooperating (providing resources and/or assistance). 
(See Assisting Agency, Cooperating Agency, and Multi-agency.) 
 
Agency Dispatch 
The agency or jurisdictional facility from which resources are allocated to incidents. 
 
Agency Executive or Administrator 
Chief executive officer (or designee) of the agency or jurisdiction that has responsibility for the 
incident. 
 
Agency Representative 
An individual assigned to an incident from an assisting or cooperating agency who has been 
delegated authority to make decisions on matters affecting that agency’s participation at the 
incident. Agency Representatives report to the Incident Liaison Officer. 
 
Air Operations Branch Director 
The person primarily responsible for preparing and implementing the air operations portion of 
the Incident Action Plan. Also responsible for providing logistical support to helicopters 
operating on the incident. 
 
Air Tanker 
Any fixed wing aircraft certified by FAA as being capable of transport and delivery of fire 
retardant solutions. 
 
Allocated Resources 
Resources dispatched to an incident. 
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GLOSSARY OF TERMS 
 
Area Command 
An organization established to: 1) oversee the management of multiple incidents that are each 
being handled by an Incident Command System organization; or 2) to oversee the management 
of a very large incident that has multiple Incident Management Teams assigned to it. Area 
Command has the responsibility to set overall strategy and priorities, allocate critical resources 
based on priorities, ensure that incidents are properly managed, and ensure that objectives are 
met and strategies followed. 
 
Assigned Resources 
Resources checked in and assigned work tasks on an incident. 
 
Assignments 
Tasks given to resources to perform within a given operational period, based upon tactical 
objectives in the Incident Action Plan. 
 
Assistant 
Title for subordinates of the Command Staff positions. The title indicates a level of technical 
capability, qualifications, and responsibility subordinate to the primary positions. Assistants 
may also be used to supervise unit activities at camps. 
 
Assisting Agency 
An agency directly contributing tactical or service resources to another agency. 
 
Available Resources 
Incident-based resources that is ready for deployment. 
 
 

-B- 
Base 
The location at which primary logistics functions for an incident are coordinated and 
administered. There is only one Base per incident. (Incident name or other designator will be 
added to the term Base.) The Incident Command Post may be co-located with the Base. 
 
Basic Operational Level 
The Basic level represents the minimum capability to conduct safe and effective search and 
rescue operations at structure collapse incidents. Personnel at this level shall be competent at 
surface rescue that involves minimal removal of debris and building contents to extricate easily 
accessible victims from non-collapsed structures. 
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GLOSSARY OF TERMS 
 
Branch 
The organizational level having functional or geographic responsibility for major parts of 
incident operations. The Branch level is organizationally between Section and Division/Group in 
the Operations Section, and between Section and Units in the Logistics Section. Branches are 
identified by the use of Roman Numerals or by functional name (e.g., medical, security, etc.). 
 
 

-C- 
 
Cache 
A pre-determined complement of tools, equipment, and/or supplies stored in a designated 
location, available for incident use. 
 
Camp 
A geographical site, within the general incident area, separate from the Incident Base, equipped 
and staffed to provide sleeping, food, water, and sanitary services to incident personnel. 
 
Chain of Command 
A series of management positions in order of authority. 
 
Check-In 
The process whereby resources first report to an incident. Check-in locations include Incident 
Command Post (Resources Unit), Incident Base, Camps, Staging Areas, Helibases, Helispots, and 
Division Supervisors (for direct line assignments). 
 
Chief 
The ICS title for individuals responsible for command of functional sections: Operations, 
Planning, Logistics, and Finance/Administration. 
 
Clear Text 
The use of plain English in radio communications transmissions. No Ten Codes or agency 
specific codes are used when utilizing Clear Text. 
 
Command 
The act of directing and/or controlling resources by virtue of explicit legal, agency, or delegated 
authority. May also refer to the Incident Commander. 
 
Command Post 
(See Incident Command Post) 
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Command Staff 
The Command Staff consists of the Information Officer, Safety Officer, and Liaison Officer. They 
report directly to the Incident Commander. They may have an assistant or assistants, as 
needed. 
 
Communications Unit 
An organizational unit in the Logistics Section responsible for providing communication services 
at an incident. A Communications Unit may also be a facility (e.g., a trailer or mobile van) used 
to provide the major part of an Incident Communications Center. 
 
Compacts 
Formal working agreements among agencies to obtain mutual aid. 
 
Compensation Unit / Claims Unit 
Functional unit within the Finance/Administration Section responsible for financial concerns 
resulting from property damage, injuries, or fatalities at the incident. 
 
Complex 
Two or more individual incidents located in the same general area that is assigned to a single 
Incident Commander or to Unified Command. 
 
Cooperating Agency 
An agency supplying assistance other than direct tactical or support functions or resources to 
the incident control effort (e.g., Red Cross, telephone company, etc.). 
 
Coordination 
The process of systematically analyzing a situation, developing relevant information, and 
informing appropriate command authority of viable alternatives for selection of the most 
effective combination of available resources to meet specific objectives. The coordination 
process (which can be either intra- or interagency) does not involve dispatch actions. However, 
personnel responsible for coordination may perform command or dispatch functions within the 
limits established by specific agency delegations, procedures, legal authority, etc. 
 
Coordination Center 
Term used to describe any facility that is used for the coordination of agency or jurisdictional 
resources in support of one or more incidents. 
 
Cost Sharing Agreements 
Agreements between agencies or jurisdictions to share designated costs related to incidents. 
Cost sharing agreements are normally written but may also be oral between authorized agency 
and jurisdictional representatives at the incident. 
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Cost Unit 
Functional unit within the Finance/Administration Section responsible for tracking costs, 
analyzing cost data, making cost estimates, and recommending cost-saving measures. 
 
 

-D- 
 
Decontamination (DECON) 
That action that is required to physically remove or chemically change the contaminants from 
personnel and equipment. 
 
Delegation of Authority 
A statement provided to the Incident Commander by the Agency Executive delegating authority 
and assigning responsibility. The Delegation of Authority can include objectives, priorities, 
expectations, constraints, and other considerations or guidelines as needed. Many agencies 
require written Delegation of Authority to be given to Incident Commanders prior to their 
assuming command on larger incidents. 
 
Demobilization Unit 
Functional unit within the Planning Section responsible for assuring orderly, safe, and efficient 
demobilization of incident resources. 
 
Deputy 
A fully qualified individual who, in the absence of a superior, could be delegated the authority 
to manage a functional operation or perform a specific task. In some cases, a Deputy could act 
as relief for a superior and therefore must be fully qualified in the position. Deputies can be 
assigned to the Incident Commander, General Staff, and Branch Directors. 
 
Director 
The ICS title for individuals responsible for supervision of a Branch. 
 
Dispatch 
The implementation of a command decision to move a resource or resources from one place to 
another. 
 
Dispatch Center 
A facility from which resources are assigned to an incident. 
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Division 
Divisions are used to divide an incident into geographical areas of operation. A Division is 
located within the ICS organization between the Branch and the Task Force/Strike Team (See 
Group). Divisions are identified by alphabetic characters for horizontal applications and, often, 
by floor numbers when used in buildings. 
 
Documentation Unit 
Functional unit within the Planning Section responsible for collecting, recording, and 
safeguarding all documents relevant to the incident. 
 
 

-E- 
 
Emergency Operations Center (EOC) 
A pre-designated facility established by an agency or jurisdiction to coordinate the overall 
agency or jurisdictional response and support to an emergency. 
 
Emergency Operations Plan 
The plan that each jurisdiction has and maintains for responding to appropriate hazards. 
 
Emergency Manager 
The individual within each political subdivision that has coordination responsibility for 
jurisdictional emergency management. 
 
Engine Company 
Any ground vehicle providing specified levels of pumping, water, hose capacity, and personnel. 
 
Evacuation 
The removal of potentially endangered persons from an area threatened by a hazardous 
incident. Entry into the evacuation area should not require special protective equipment. 
 
Event 
A planned, non-emergency activity. ICS can be used as the management system for a wide 
range of events, e.g., parades, concerts, or sporting events. 
 
Exclusion Zone 
That area immediately around the spill. That area where contamination does or could occur. 
The innermost of the three zones of a hazardous materials site. Special protection is required 
for all personnel while in this zone. 
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Expanded Medical Emergency 
Any medical emergency that exceeds normal first response capabilities. 
 
 

-F- 
 
Finance / Administration Section 
The Section responsible for all incident costs and financial considerations. Includes the Time 
Unit, Procurement Unit, Compensation/Claims Unit, and Cost Unit. 
 
First Responder 
Personnel who have responsibility to initially respond to emergencies such as firefighters, law 
enforcement, lifeguards, forestry, EMS, ambulance, and other public service personnel. 
 
Food Dispenser 
Any vehicle capable of dispensing food to incident personnel. 
 
Food Unit 
Functional unit within the Service Branch of the Logistics Section responsible for providing 
meals for incident personnel. 
 
Fuel Tender 
Any vehicle capable of supplying fuel to ground or airborne equipment. 
 
Function 
In ICS, function refers to the five major activities in ICS, i.e., Command, Operations, Planning, 
Logistics, and Finance/Administration. The term function is also used when describing the 
activity involved, e.g., the planning function. 
 
 

-G- 
 
General Staff 
The group of incident management personnel reporting to the Incident Commander. They may 
each have a deputy, as needed. The General Staff consists of: 

Operations Section Chief 
Planning Section Chief 
Logistics Section Chief 
Finance/Administration Section Chief 
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Geographic Information System (GIS) 
A Geographic Information System (GIS) is an organized collection of computer hardware, 
software, geographic data, people, and methods designed to efficiently capture, store, update, 
analyze, and display all forms of geographically referenced information. 
 
Ground Support Unit 
Functional unit within the Support Branch of the Logistics Section responsible for the fueling, 
maintaining, and repairing of vehicles, and the transportation of personnel and supplies. 
 
Group 
Groups are established to divide the incident into functional areas of operation. Groups are 
composed of resources assembled to perform a special function not necessarily within a single 
geographic division. (See Division.) Groups are located between Branches (when activated) and 
Resources in the Operations Section. 
 
 

-H- 
 
Hazardous Material 
Any material that is explosive, flammable, poisonous, corrosive, reactive, or radioactive, or any 
combination, and requires special care in handling because of the hazards it poses to public 
health, safety, and / or the environment. 
 
Hazardous Materials Incident 
Uncontrolled, unlicensed release of hazardous materials during storage or use from a fixed 
facility or during transport outside a fixed facility that may affect the public health, safety, 
and/or environment. 
 
Helibase 
The main location for parking, fueling, maintenance, and loading of helicopters operating in 
support of an incident. 
 
Helicopter Tender 
A ground service vehicle capable of supplying fuel and support equipment to helicopters. 
 
Helispot 
Any designated location where a helicopter can safely take off and land. Some helispots may be 
used for loading of supplies, equipment, or personnel. 
 
Hierarchy of Command 
(See Chain of Command) 
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Hospital Alert System 
A communications system between medical facilities and on-incident medical personnel, which 
provides available hospital patient receiving capability and/or medical control. 
 
 

-I- 
 
Incident 
An occurrence, either human caused or by natural phenomena, that requires action by 
emergency service personnel to prevent or minimize loss of life or damage to property and/or 
natural resources. 
 
Incident Action Plan 
Contains objectives reflecting the overall incident strategy, specific tactical actions and 
supporting information for the next operational period. The Plan may be oral or written. When 
written, the Plan may have a number of forms as attachments (e.g., traffic plan, safety plan, 
communications plan, map, etc.). 
 
Incident Base 
Location at the incident where the primary logistics functions are coordinated and 
administered. (Incident name or other designator will be added to the term Base.) The Incident 
Command Post may be collocated with the Base. There is only one Base per incident. 
 
Incident Command Post (ICP) 
The location at which the primary command functions are executed. The ICP may be co-located 
with the incident base or other incident facilities. 
 
Incident Command System (ICS) 
A standardized on-scene emergency management concept specifically designed to allow its 
user(s) to adopt an integrated organizational structure equal to the complexity and demands of 
single or multiple incidents without being hindered by jurisdictional boundaries. 
 
Incident Commander 
The individual responsible for the management of all incident operations at the incident site. 
 
Incident Communications Center 
The location of the Communications Unit and the Message Center. 
 
Incident Management Team 
The Incident Commander, appropriate Command and General Staff personnel assigned to an 
incident. 
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Incident Objectives 
Statements of guidance and direction necessary for the selection of appropriate strategy(s), and 
the tactical direction of resources. Incident objectives are based on realistic expectations of 
what can be accomplished when all allocated resources have been effectively deployed. 
Incident objectives must be achievable and measurable, yet flexible enough to allow for 
strategic and tactical alternatives. 
 
Incident Support Organization 
Includes any off-incident support provided to an incident. Examples would be Agency Dispatch 
centers, Airports, Mobilization Centers, etc. 
 
Information Officer 
A member of the Command Staff responsible for interfacing with the public and media or with 
other agencies requiring information directly from the incident. There is only one Information 
Officer per incident. The Information Officer may have assistants. 
 
Initial Action 
The actions taken by resources, which are the first to arrive at an incident. 
 
Initial Response 
Resources initially committed to an incident. 
 
 

-J- 
 
Jurisdiction 
The range or sphere of authority. Public agencies have jurisdiction at an incident related to their 
legal responsibilities and authority for incident mitigation. Jurisdictional authority at an incident 
can be political or geographical (e.g., city, county, state, or federal boundary lines) or functional 
(e.g., police department, health department, etc.). (See Multijurisdictional) 
 
Jurisdictional Agency 
The agency having jurisdiction and responsibility for a specific geographical area, or a mandated 
function. 
 
 

-L- 
 
Landing Zone 
(See Helispot) 
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LCES Checklist 
In the wildland fire environment, Lookouts, Communications, Escape Routes, Safety Zones 
(LCES) is key to safe procedures for firefighters. The elements of LCES form a safety system used 
by firefighters to protect themselves. This system is put in place before fighting the fire: select a 
lookout or lookouts, set up a communication system, choose escape routes, and select a safety 
zone or zones. 
 
Leader 
The ICS title for an individual responsible for a Task Force, Strike Team, or functional unit. 
 
Liaison Officer 
A member of the Command Staff responsible for coordinating with representatives from 
cooperating and assisting agencies. 
 
Life-Safety 
Refers to the joint consideration of both the life and physical well-being of individuals. 
 
Logistics Section 
The Section responsible for providing facilities, services, and materials for the incident. 
 
 

-M- 
 
Major Medical Emergency 
Any emergency that would require the access of local mutual aid resources. 
 
Management by Objectives 
In ICS, this is a top-down management activity that involves a three-step process to achieve the 
incident goal. The steps are establishing the incident objectives, selection of appropriate 
strategy(s) to achieve the objectives, and the tactical direction associated with the selected 
strategy. Tactical direction includes selection of tactics, selection of resources, resource 
assignments, and performance monitoring. 
 
Medical Group / Division Organizational Structure 
This is designed to provide the Incident Commander with a basic expandable system for 
handling patients in a multi-casualty incident. 
 
Medical Supply Cache 
A cache consists of standardized medical supplies and equipment stored in a predetermined 
location for dispatch to incidents. 
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Medical Team  
Combinations of medical trained personnel who are responsible for on scene patient 
treatment. 
 
Medical Unit 
Functional unit within the Service Branch of the Logistics Section responsible for the 
development of the Medical Emergency Plan, and for providing emergency medical treatment 
of incident personnel. 
 
Message Center 
The Message Center is part of the Incident Communications Center and is co-located or placed 
adjacent to it. It receives records, and routes information about resources reporting to the 
incident, resource status, and administrative and tactical traffic. 
 
Mobilization 
The process and procedures used by all organizations federal, state, and local for activating, 
assembling, and transporting all resources that have been requested to respond to or support 
an incident. 
 
Mobilization Center 
An off-incident location at which emergency service personnel and equipment are temporarily 
located pending assignment, release, or reassignment. 
 
Morgue (Temporary on Incident) 
Area Designated for temporary placement of the dead. The Morgue is the responsibility of the 
Medical Examiner’s Office when a Medical Examiner’s representative is on-scene. 
 
Multi-Agency Coordination (MAC) 
A generalized term which describes the functions and activities of representatives of involved 
agencies and/or jurisdictions who come together to make decisions regarding the prioritizing of 
incidents, and the sharing and use of critical resources. The MAC organization is not a part of 
the on-scene ICS and is not involved in developing incident strategy or tactics. 
 
Multi-Agency Coordination System (MACS) 
The combination of personnel, facilities, equipment, procedures, and communications 
integrated into a common system. When activated, MACS has the responsibility for 
coordination of assisting agency resources and support in a multi-agency or multijurisdictional 
environment. A MAC Group functions within the MACS. 
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Multi-Agency Incident 
An incident where one or more agencies assist a jurisdictional agency or agencies. May be 
single or unified command. 
 
Multi-Casualty 
The combination of numbers of injured personnel and type of injuries going beyond capability 
of an entity’s normal first response. 
 
Multijurisdictional Incident 
An incident requiring action from multiple agencies that have a statutory responsibility for 
incident mitigation. In ICS, these incidents will be managed under Unified Command. 
 
Mutual Aid Agreement 
Written agreement between agencies and/or jurisdictions in which they agree to assist one 
another upon request, by furnishing personnel and equipment. 
 
 

-O- 
 
Officer 
The ICS title for the personnel responsible for the Command Staff positions of Safety, Liaison, 
and Information. 
 
Operational Period 
The period scheduled for execution of a given set of operational actions as specified in the 
Incident Action Plan. Operational Periods can be of various lengths, although not over 24 hours. 
 
Operations Coordination Center (OCC) 
Primary facility where Multi-Agency Coordination System operations occur. It houses the staff 
and equipment necessary to perform the MACS functions. 
 
Operations Section 
The Section responsible for all tactical operations at the incident. Includes Branches, Divisions 
and/or Groups, Task Forces, Strike Teams, Single Resources, and Staging Areas. 
 
Out-of-Service Resources 
Resources assigned to an incident but unable to respond for mechanical, rest, or personnel 
reasons. 
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-P- 
Personal Protective Equipment (PPE) 
That equipment and clothing required to shield or to isolate personnel from the chemical, 
physical, and biologic hazards that may be encountered at a hazardous materials incident. 
 
Personnel Accountability 
The ability to account for the location and welfare of personnel. It is accomplished when 
supervisors ensure that ICS principles and processes are functional and personnel are working 
within these guidelines. 
 
Planning Meeting 
A meeting held as needed throughout the duration of an incident to select specific strategies 
and tactics for incident control operations, and for service and support planning. On larger 
incidents, the planning meeting is a major element in the development of the Incident Action 
Plan. 
 
Planning Section 
Responsible for the collection, evaluation, and dissemination of tactical information related to 
the incident, and for the preparation and documentation of Incident Action Plans. The Section 
also maintains information on the current and forecasted situation, and on the status of 
resources assigned to the incident. Includes the Situation, Resource, Documentation, and 
Demobilization Units, as well as the Technical Specialists. 
 
Procurement Unit 
Functional unit within the Finance/Administration Section responsible for financial matters 
involving vendor contracts. 
 
 

-R- 
 
Radio Cache 
A supply of radios stored in a pre-determined location for assignment to incidents. 
 
Recorders 
Individuals within ICS organizational units who are responsible for recording information. 
Recorders may be found in Planning, Logistics, and Finance / Administration Units. 
 
Refuge Area 
An area identified within the Exclusion Zone, if needed, for the assemblage of contaminated 
individuals in order to reduce the risk of further contamination or injury. The Refuge Area may 
provide for gross decontamination and triage. 



City of Imperial    Appendices 

Emergency Operations Plan  Glossary of Terms 

November 2015  188 | P a g e  
 

GLOSSARY OF TERMS 
 
Reporting Locations 
Location or facilities where incoming resources can check-in at the incident. (See Check-in) 
 
Rescue 
The removal of victims from an area determined to be contaminated or otherwise hazardous. 
Rescue shall be performed by emergency personnel using appropriate personal protective 
equipment. 
 
Resources 
Personnel and equipment available, or potentially available, for assignment to incidents. 
Resources are described by kind and type, e.g., ground, water, air, etc., and may be used in 
tactical support or overhead capacities at an incident. 
 
Resources Unit 
Functional unit within the Planning Section responsible for recording the status of resources 
committed to the incident. The Unit also evaluates resources currently committed to the 
incident, the impact that additional responding resources will have on the incident, and 
anticipated resource needs. 
 
Responder Rehabilitation 
Also known as “rehab”; resting and treatment of incident personnel who are suffering from the 
effects of strenuous work and/or extreme conditions. 
 
 

-S- 
 
Safe Refuge Area (SRA) 
An area within the Contamination Reduction Zone for the assemblage of individuals who are 
witnesses to the hazardous materials incident or who were on site at the time of the spill. This 
assemblage will provide for the separation of contaminated persons from non-contaminated 
persons. 
 
Safety Officer 
A member of the Command Staff responsible for monitoring and assessing safety hazards or 
unsafe situations, and for developing measures for ensuring personnel safety. The Safety 
Officer may have assistants. 
 
Search Marking System 
A standardized marking system employed during and after the search of a structure for 
potential victims. 
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Section 
That organizational level with responsibility for a major functional area of the incident, e.g., 
Operations, Planning, Logistics, Finance / Administration. The Section is organizationally 
between Branch and Incident Commander. 
 
Segment 
A geographical area in which a task force/strike team leader or supervisor of a single resource is 
assigned authority and responsibility for the coordination of resources and implementation of 
planned tactics. A segment may be a portion of a division or an area inside or outside the 
perimeter of an incident. Segments are identified with Arabic numbers. 
 
SEMS (Standardized Emergency Management System) 
A system utilizing ICS principles including the five elements of Command, Operations, Planning, 
Logistics, and Finance/ Administration. SEMS is used in California at five levels: Field Response, 
Local Government, Operational Areas, Regions, and State. 
 
Service Branch 
A Branch within the Logistics Section responsible for service activities at 
the incident. Includes the Communications, Medical, and Food Units. 
 
Single Resource 
An individual, a piece of equipment and its personnel complement, or a crew or team of 
individuals with an identified work supervisor that can be used on an incident. 
 
Site 
That area within the Contamination Reduction Control Line at a hazardous materials incident. 
 
Site Safety Plan 
An Emergency Response Plan describing the general safety procedures to be followed at an 
incident involving hazardous materials. 
 
Situation Unit 
Functional unit within the Planning Section responsible for the collection, organization, and 
analysis of incident status information, and for analysis of the situation as it progresses. Reports 
to the Planning Section Chief. 
 
Span of Control 
The supervisory ratio of from three-to-seven individuals, with five-to-one being established as 
optimum. 
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Staging Area 
Staging Areas are locations set up at an incident where resources can be placed while awaiting 
a tactical assignment. Staging Areas are managed by the Operations Section. 
 
Strategy 
The general plan or direction selected to accomplish incident objectives. 
 
Strike Team 
Specified combinations of the same kind and type of resources, with common communications 
and a leader. 
 
Structure / Hazards Marking System 
A standardized marking system to identify structures in a specific area and any hazards found 
within or near the structure. 
 
Supervisor 
The ICS title for individuals responsible for command of a Division or Group. 
 
Supply Unit 
Functional unit within the Support Branch of the Logistics Section responsible for ordering 
equipment and supplies required for incident operations. 
 
Support Branch 
A Branch within the Logistics Section responsible for providing personnel, equipment, and 
supplies to support incident operations. Includes the Supply, Facilities, and Ground Support 
Units. 
 
Support Resources 
Non-tactical resources under the supervision of the Logistics, Planning, Finance/Administration 
Sections, or the Command Staff. 
 
Supporting Materials 
Refers to the several attachments that may be included with an Incident Action Plan, e.g., 
communications plan, map, safety plan, traffic plan, and medical plan. 
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-T- 
 
Tactical Direction 
Direction given by the Operations Section Chief which includes the tactics appropriate for the 
selected strategy, the selection and assignment of resources, tactics implementation, and 
performance monitoring for each operational period. 
 
Tactics 
Deploying and directing resources on an incident to accomplish the objectives designated by 
strategy. 
 
Task Force 
A combination of single resources assembled for a particular tactical need, with common 
communications and a leader. 
 
Team 
(See Single Resource) 
 
Technical Specialists 
Personnel with special skills that can be used anywhere within the ICS organization. 
 
Temporary Flight Restrictions (TFR) 
Temporary airspace restrictions for non-emergency aircraft in the incident area. TFRs are 
established by the FAA to ensure aircraft safety, and are normally limited to a five-nautical-mile 
radius and 2000 feet in altitude. 
 
Time Unit 
Functional unit within the Finance/Administration Section responsible for recording time for 
incident personnel and hired equipment. 
 
Triage 
The screening and classification of sick, wounded, or injured persons to determine priority 
needs in order to ensure the efficient use of medical personnel, equipment, and facilities. 
 
Triage Personnel 
Responsible for triaging patient’s on-scene and assigning them to appropriate Treatment Areas. 
 
Triage Tag 
A tag used by triage personnel to identify and document the patient’s medical condition. 
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Type 
Refers to resource capability. A Type I resource provides a greater overall capability due to 
power, size, capacity, etc., than would be found in a Type 2 resource. Resource typing provides 
managers with additional information in selecting the best resource for the task. 
 
 

-U- 
 
Unified Area Command 
A Unified Area Command is established when incidents under an Area Command are 
multijurisdictional. (See Area Command and Unified Command) 
 
Unified Command 
In ICS, Unified Command is a unified team effort which allows all agencies with responsibility 
for the incident, either geographical or functional, to manage an incident by establishing a 
common set of incident objectives and strategies. This is accomplished without losing or 
abdicating agency authority, responsibility, or accountability. 
 
Unit 
The organizational element having functional responsibility for a specific incident planning, 
logistics, or finance/administration activity. 
 
Unity of Command 
The concept by which each person within an organization reports to one and only one 
designated person. 
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Resource Management 
 
Purpose 
To maximize the survival of people, prevent and / or minimize injuries, and preserve property 
and resources in Imperial by making use of all available work forces, equipment, and other 
resources in the event of a natural, man-made, or national security emergency / disaster 
affecting the City. 
 
Effective response to any emergency or disaster requires the ability to find, obtain, distribute, 
and track resources in the most productive manner possible to satisfy needs that are generated 
by the emergency. 
 
Resource Management involves coordination and use of personnel, equipment, supplies, 
facilities, and services. 
 
Situation 
The City of Imperial is vulnerable to many types of disasters including:  wildfires, earthquakes, 
floods, hazardous material incidents / accidents aircraft accidents, storms, energy / fuel 
shortages, water contamination, and terrorism. 
 
Assumptions 
 

1. The Emergency Manager will maintain the Resource Manager Inventory located in the 
Operational Area’s EOC. 
 

2. Response agencies will sustain themselves during the first 24 hours of an emergency. 
 

3. Evacuees located in a mass care facility will receive necessary life-sustaining services 
from the facility. 
 

4. The City of Imperial will acknowledge the potential for donations, given any emergency; 
even a forecasted emergency; that generates sustained media coverage. 
 

5. If the City is depending on mutual aid to cover resource shortfalls, it assumes some 
parties to the agreement will themselves be affected and unable to provide the 
resources. 
 

6. Pressure on the Resource Management function to supply unmet needs of response 
agencies may be reduced by assistance from the next higher level  of government. 
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Concept of Operations 
 

Determining Needs 
The Operations Section in the EOC has the primary responsibility for determining 
resource needs, because Operations oversees the field personnel and field command 
post(s) responding to the incident. The Operations Section consists of five functions: 
Law Enforcement, Fire/Rescue, Public Works and Engineering, Utilities, and Care and 
Shelter. 

 
The Planning Section in the EOC plays a support role in determining resource needs. The 
Planning Section is responsible for gathering and disseminating incident information, 
and as such has insight into future resource needs for the next operational period and 
beyond. 

 
In determining resource needs and communicating those needs to the Logistics Section 
for resource ordering, the following essential information must be given: 
 

• What is needed and why (be as specific as possible) 
 

• How much is needed 
 

• Who needs it 
 

• Where is it needed. 
 

• When is it needed. 
 

Obtaining Resources 
The Logistics Section has the primary responsibility for obtaining resources. If there is a 
Logistics function at the Incident Command Post in the field, they have the responsibility 
for ordering resources for that incident. The Logistics Section in the EOC has the 
responsibility for ordering emergency resources for the City as a whole, and in support 
of the incident, if requested by the Incident Command Post. 

 
In most cases, the logistics section in the ICP will be the ones ordering additional 
personnel, equipment, and supplies for that incident. However, if the Incident 
Command Post requests resource-ordering support from the EOC, then the EOC should 
step in and order the requested resources. 
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The Logistics Section in the EOC has sole responsibility for ordering emergency 
resources for the City as a whole. For example, ordering of food and water for an 
emergency shelter and ordering of personnel to staff the shelter should come from the 
Logistics Section in the EOC, not from the ICP. 

 
Before ordering resources from outside the City, the Logistics Section should first look at 
City inventory, then local commercial sources, and if the necessary resources are not 
available locally, then the Logistics Section at the Operational Area EOC should be 
contacted. 

 
The Logistics Section in the EOC is broken up into the following functions and 
responsibilities: 
 

• Care & Shelter Branch: Responsible for the planning and execution of evacuation 
and mass care and sheltering operations. Provide care and shelter for disaster 
victim’s and coordinate efforts with the American Red Cross and other volunteer 
agencies. 
 

o Food Unit: Responsible for supplying food needs for the EOC staff, 
including all association locations. 

 
o Personnel Unit: Responsible for supporting human resource operations 

and coordinating the provision of additional personnel and volunteers. 
 

• Support Branch: Responsible for overseeing support needs for the EOC and the 
incident including the operations of the Communications, Facilities, Ground 
Support, and Supply Units. 
 

o Communications Unit: Responsible for developing plans for the effective 
use of incident communications equipment and facilities, distribution of 
communications equipment to incident personnel, and the creation and 
maintenance of the Incident Communication Plan. 

 
o Facilities Unit: Responsible for maintaining the EOC and monitoring other 

City building and facilities. Ensures adequate facilities are provided for 
the response effort, including securing access to the facilities and 
providing staff, furniture, supplies, and necessary materials. 
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o Ground Support Unit: Responsible for the transportation of personnel, 
equipment, supplies, subsistence stocks, fuel, energy systems, and 
equipment for emergency operations. 

 
o Supply Unit: Responsible for ordering equipment and supplies required 

for incident operations. 
 

• Technology Branch: Responsible for managing all computer and telephone needs 
of the EOC Staff. 

 
Tracking Resources 
The Planning Section in the EOC, specifically the Resource Unit, is responsible for 
tracking resources. However, resources must also be tracked at the Incident Command 
Post, Check-In locations in the field, and at Staging Areas. 
 

• Check-In: There may be one or more Check-In locations in the field that report to 
the Incident Command Post. Check-In is ideally co-located with Staging, but can 
also be located at the ICP or at the Incident Base. When resources report to 
staging, they are required to check-in so that they can be tracked. Resources will 
stay in staging until they are assigned to the incident, in which case their status 
will be updated with their assignment. Resources have three possible statuses: 
assigned (on the incident), available (at staging), or out of service (for rest, 
mechanical problems, etc.). When the status of a resource changes, it must be 
updated. 
 

• Resource Unit (ICP): The Resource Unit at the Incident Command Post will track 
resources at Staging, assigned to the incident, or resting at the Incident Base. As 
with the Check-In locations, they will track and update the status of resources. If 
there are several command posts, each ICP will only track the resources assigned 
to them or at their staging and base areas. Therefore, on a major incident, it may 
be necessary to contact several command posts to gain a clear overall picture of 
resource status. 
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• Resource Unit (EOC): The Resource Unit in the EOC is responsible for providing a 
clear and up-to-date overall picture of resources responding to the disaster. The 
Resource Unit in the EOC is responsible for tracking City resources and mutual 
aid resources. The Resource Unit in the EOC needs to coordinate with the 
Resource Unit in the ICP (all of them if there is more than one) to maintain this 
overall “big picture” of resource status. If the incident does not directly impact 
Imperial, but the EOC is activated and the City is in the position of sending 
considerable mutual aid resources to the impacted jurisdiction, then the 
Resource Unit in the EOC is responsible for tracking those City resources. 

 
Maintaining Financial Accountability 
The Finance Section in the EOC is responsible for keeping records or purchases and 
rentals during a disaster. The Finance Section must differentiate between purchases and 
rentals for the incident, and those not related to the incident. This means that incident-
related expenditures must be tracked separately from other expenditures. This rule also 
applies to personnel costs such as payroll, worker’s compensation, and other such costs. 

 
• Claims Unit: Responsible for the overall management of claims relating to injury 

and management of claims related to property damage. 
 

• Cost Unit: Responsible for providing cost analysis data for the incident to help 
the planning and recovery efforts. Ensures all pieces of equipment and personnel 
that require payment are properly identified, obtain and record all cost data , 
analyze, prepare, and maintain accurate records of incident costs. 

 
• Time Unit: Responsible for tracking, recording, and reporting all on-duty time for 

personnel and volunteers working during the incident. Ensures personnel time 
records, travel expense claims, and other related forms are properly prepared 
and submitted. 
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Donations Management 
An uncontrolled influx of donated goods has played havoc with emergency response operations 
many times in the past. When people see others suffering because of a disaster, they want to 
help. Many times, they help by donating goods in the form of food, clothing, and other items to 
disaster victims. However, tons of unsolicited donations arriving at an incident site can hinder 
rather than help the response. 
 
Assumptions 
 

1. Many people will lose property and may require sheltering and other services. 
 

2. Many people will be in need of basic supplies such as food and water, and clothing. 
 

3. People in other parts of the country will hear of the emergency and donate food and 
other material goods to relieve suffering. 
 

4. Government organizations are not well equipped to receive, store and distribute 
massive amounts of donated goods. 
 

5. Charitable organizations receive, store, distribute donated goods on a daily basis, and 
can do so effectively in an emergency. 
 

6. The City of Imperial will turn over responsibility for handling donated goods to the 
Salvation Army, and the American Red Cross as local charitable organizations. The 
Salvation Army will be contacted first, as they have facilities within the City. In addition, 
the American Red Cross will be using its resources to open and staff shelters and may 
not have staffing to handle donated goods as well.  

 
Responsibilities 
 

Liaison Officer 
The Liaison Officer at the Imperial EOC will be the single point of contact between the 
EOC and charitable organizations and will be responsible for coordinating donations 
management operations between the City of Imperial and charitable organizations. 
Additionally, the Liaison Officer is responsible for designating a site to be used for an 
initial Donations Staging Area (DSA) if necessary. Donations would only be received at 
the Donations Staging Area if they cannot be redirected to the Salvation Army, or the 
American Red Cross. 
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Public Information Officer 
The Public Information Officer is responsible for assisting charitable organizations in 
releasing information and instructions to the public on what to donate, where to send 
donations, and how to donate.  
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AGENCY CONTACT LIST 
 

County, State & Federal Disaster Agencies & Relief Organizations 
 
211 San Diego 211 
American Red Cross 858.309.1200 
Blood Bank 619.441.1804 
Burn Institute 858.541.2277 
Cal OES Watch Center 916.845.8911 
FEMA Watch Center 510.627.7802 
Salvation Army Emergency Services 619.446.0200 
  

 
Law, Fire, & Other Organizations 

 
Cal Fire Dispatch 619.442.1615 
Caltrans Dispatch 858.467.3090 
DEA – Drug Enforcement Agency 858.616.4100 
  
  
  
  

 
Health Care Organizations & Local Hospitals 

 
Center for Disease Control 800.232.4636 
Imperial Regional Medical Center 760.339.7111 
Pioneers Memorial Hospital 760.351.3333 
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SUPPORTING DOCUMENTATION 
 
Supporting Documentation 
 

1. After action reports and corrective actions from previous training, planning, and 
exercises. 
 

2. California Governor’s Office of Emergency Services (Cal OES) Emergency Operations Plan 
(EOP) Crosswalk for Plan Review. 
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