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Letter of Promulgation

Approval Date: September 6, 2006

To:  Officials, Employees, and Citizens of the Town of Fairfax

The preservation of life, property, and the environment is an inherent responsibility
of local, state, and federal government. The Town of Fairfax has revised this emergency
operations plan to ensure the most effective and economical allocation of resources for the
maximum benefit and protection of the community in time of emergency.

While no plan can completely prevent death and destruction, good plans carried out
by knowledgeable and well-trained personnel can and will minimize losses. It would be a
disaster if we were not prepared. This plan establishes the CIMETZency organization, assigns
tasks, specifies policies, and general procedures, and provides for coordination of planning
efforts of the various emergency staff and service elements utilizing the Standardized
Emergency Management System (SEMS) and National Incident Management System
(NIMS).

The objective of this plan is to incorporate and coordinate all the facilities and
personnel of the Town into an efficient organization capable of responding to any
emergency.

This emergency operations plan is an extension of the Marin Operational Area
Emergency Operations Plan. This format will allow Fairfax to operate and communicate
more effectively in multi jurisdictional responses. It will be reviewed, exercised
periodically, and revised as necessary to meet changing conditions.

The Town Council gives its full support to this plan and urges all officials,
employees, and citizens, individually and collectively, to do their share in the total
emergency effort of the Town of Fairfax.

Concurrence of this promulgation letter constitutes the adoption of the Standardized
Emergency Management System and National Incident Management System by the Town

of Fairfax. %WM (/f//é ﬂé/j/%

/ Susan Brandborg
Mayor
Town of Fairfax



FOreword Tnis is the first major revision of the Fairfax
Emergency Operations Plan since 1999. It identifies the Town’s
emergency planning, organization, and response policies and
procedures. The plan also addresses the integration and coordination
with other governmental levels when required.

This plan is based on the functions and principles of the Standardized
Emergency Management System (SEMS), which is based on the
FIRESCOPE Incident Command System (ICS), and identifies how
the Town fits in the overall SEMS structure. Some modifications and
additions have been made to make the plan compliarnt with the
National Incident Management System (NIMS)

NIMS was developed so responders from different jurisdictions and
disciplines can work together better to respond to natural disasters
and emergencies, including acts of terrorism. NIMS benefits include
a unified approach to incident management: standard command and
management structures; and emphasis on preparedness, mutual aid
and resource management. -

The plan addresses how the Town will respond to extraordinary
events or disasters, from preparation through recovery. A hazard
analysis and a probability matrix are also included in the plan. The
responsibilities of each department are identified in matrices, which
are based on each identified hazard or threat. The development of
departmental Standard Operating Procedures (SOPs) is discussed,
including what each department will include in their own SOPs.

The Fairfax Emergency Operations Plan will be approved by the

- Town Council and signed by the Mayor. The Emergency Operations
Manager is responsible for reviewing the entire plan on an annual
basis, and coordinating the revision of the plan as required.

Each department manager is responsible for reviewing its SOP on an
anmual basis and coordinating the revision of the procedures with the
Emergency Operations Manager.

Special districts serving the Town of Fairfax are responsible for
following this plan and developing procedures to fulfill their stated
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responsibilities. The Emergency Operations Manager will be
responsible for maintaining records of all revisions.

This plan is designed to guide the reader or user through each phase
of an emergency: preparedness, response, recovery, and mitigation.
It is divided into the following parts:

This part focuses on the preparedness phase, and is the “basic plan™
which describes the structure of the Town of Fairfax emergency
management organization; its responsibilities and operational
concepts for multi-hazard €mergency preparedness, response,
recovery, and mitigation.

This part focuses on initial emergency response. It is the initial
operations guide. It is a series of Standard Operating Procedures
(SOP) for city departments designed to provide field-level responders
with the basic considerations and actions necessary for effective
Emergency response.

This part addresses extended emergency operations {response),
outlining the operational procedures for Town emergency
management staff to conduct extended EMEergency response
operations, usually coordinated by the Marin County EQC. It also
addresses the transition to the recovery phase.

This part addresses recovery and mitigation activities. It describes the
procedures to coordinate recovery operations within Fairfax,
procedures to mitigate future events and procedures for obtaining
state and federal disaster assistance funds for damage restoration and
mitigation projects.

This appendix contains the resolutions and ordinances giving
authorities to implement the plan and declare a state of emergency,
along with a variety of reports and forms for documenting various
actions and responses during a disaster.

The Local Hazard Mitigation Plan Annex is a part of the larger Bay
Area Hazard Mitigation Plan created by the Association of Bay Area
Governments. The complete Annex and Mitigation Strategies was
adopted for inclusion with the Safety Element of the Fairfax Town
General Plan in 2005.

The Fairfax Police Department Evacuation Protocol is a response
plan for evacuating residents based on Mutual Threat Zones.



HSSUMPTI ﬂHS The following assumptions apply to this plan.

* Emergency management activities are accomplished using
SEMS;

* Emergency response is best coordinated at the lowest level of
government involved in the emergency;

° Local authorities maintain operational control and
responsibility for emergency management activities within
their jurisdictions, unless otherwise superseded by statute or
agreement;

e Mutual Aid is requested when needed and provided when
available;

e Mitigation activities conducted prior to the occurrence of a
disaster result in a potential reduction in loss of life, injuries
and damage; and

° Supporting plans and procedures are updated and maintained
by responsible parties.

AUTHORITIES AND REFERENCES

The authority for the Fairfax Emergency Operations Plan (EOP) is
provided in the California Emergency Services Act (Chapter 7 of
Division 1 of Title 2 of the Government Code).

Fairfax Ordinance No. 379 provides for the authority to implement
the Fairfax EQP.

In development of this EOP, references were used from many
sources such as, Marin County EOP, the Standardized Emergency
Management System (SEMS) Regulations (California Government
Code 8607 et seq) and Guidelines, the California State Emergency
Plan, and the FEMA/NIMS website.



EMERGENCY OPERATIONS PLAN MANAGEMENT

Plan Modifications

The Fairfax Emergency Operations Plan will be reviewed and revised by
the Town Emergency Operations Manager annually. The plan may be
modified as a result of post-incident analyses and/or post-exercise
critiques. It may be modified if responsibilities, procedures, laws, rules, or
regulations pertaining to emcergency management and operations change.

Those agencies having assigned responsibilities under this plan are
obligated to inform the Emergency Operations Manager when changes
occur or are imminent. Proposed changes will be submitted in writing.
Changes will be published and distributed to the Town Manager, town
departments, other effected jurisdictions and the Marin County Office of
Emergency Services.

Every four years, the entire emergency operations plan will be reviewed,
updated, republished, and redistributed. The Emergency Operations
Manager will maintain records of revision to this plan on the register
below.

Modification Register:

Change Date Modification By
3/1/99 Part V Recovery Section added C. Powell
6/10/05 Local Hazard Mitigation Plan added C. Powell
8/16/05 Neighborhood Evacuation Plan added C. Powell
D/6/06 Major revision and inclusion of NIMS C. Powell

8/11/2010 Format changes submitted to Disaster C. Powell
Council. Revisions not adopted.
12/23/14 Plan review. Compliant, no changes. C. Poweli

Plan Distribution:

The following departments or agencies have a complete copy(ies) of the
Town of Fairfax EOP.

Depariment/Agency Number of Copies

Town Council 5~ 1 each

Town Manager 1

Chief of Police

Fire Chief

Public Works Director

Finance Director

Town Clerk

|
|
1
1
Planning Director [
1
2

Emergency Operation Center/EOC Coordinator

— } each

Fairfax Police Dispaich/Marin County OES 21 each




PLAN CONCURRENCE

The following list of signatures documents each department § concurrence with this
€mergency operations plan.

The Town Manager concurs with the Town of Fairfax Emergency Operations Plan.

Signed %’(ﬂd%//ﬂ e
(Tolwn Mana T's Sigfature)
Signed /ﬂ /ﬁ

ef's Signature)

Signed

€ Chief's Signature)

Signed _ (Vb /)
(Public erector's Signature)

Signed - Ao _

(Finance Director's Signature)

Signed
(Planning Director's Signature)

Signed %% CW 8

wn Clerk's Signature)
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Fairfax Emergency Operations Plan

Concept of Operations
Emerygency Phases

Emergency Management activities during emergencies are often
associated with the four federal defined phrases:

Resnonse Phases

Preparedness - Activities undertaken in advance of an
emergency or disaster to develop operational capability or
effective response to a disaster. These activities fall into two
basic categories: readiness (i.e. hazard analysis, exercises) and
capability.

Response (see below);

Recovery (see Part IV of this plan);

Mitigation - Activities taken to reduce or eliminate the impact
of hazards (i.e. amending local ordinances, retrofitting).

The Town’s response to disasters is based on four phases:

increased readiness;

initial response operations;
extended response operations; and
recovery operations.

During each phase, specific actions are taken to reduce and/or eliminate
the threat of specific disaster situations. In coordination with the Town
Manager, Incident Commanders and the Town Emergency Services
Manager will determine the phase and initiate the appropriate level of
alert for response agencies, including the activation of the Emergency
Operations Center as required.

increased Readiness

Triggers for readiness

activities Upon receipt of a warning or the observation that an emergency situation
is imminent or likely to occur soon, the Town will initiate actions to
increase its readiness. Events that may trigger increased readiness
activities include:

Examples of readiness

issuance of a credible long-term earthquake prediction;

receipt of a flood advisory or other special weather statement;
receipt of a potential dam failure advisory;

receipt of a tsunami watch/warning;

conditions conducive to wildland fires, such as the combination
of high heat, strong winds, and low humidity;

an expansive hazardous materials incident; and

information or circumstances indicating the potential for acts of
violence or civil disturbance.

activities Increased readiness activities may include, but are not limited to, the
following activities:

Partl General Information

briefing Town Manager, key officials or town employees;
reviewing and updating of EOP and related SOPs;

increasing public information efforts;

accelerating training efforts;

inspecting of critical facilities and equipment, including testing
warning and communications systems;
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Fairiax Emergency Operations Plan

recruiting of additional staff and Disaster Service Workers;
warning threatened elements of the population;

conducting precautionary evacuations in the impacted area(s)
mobilizing personnel, pre-positioning resources and
equipment; and

¢ cstablishing or activating staging areas.

Iniiial [Field] Response

The Town’s initial response activities are primarily performed at the feld
response level. Emphasis is placed on minimizing the effects of the
emergency or disaster. Field responders will use the Incident Command
System to organize response to the emergency or disaster, incorporating
the functions, principles and components of ICS (i.e., unified command,
action planning, span of control, hierarchy of command, etc.).

Examples of initial response activities include:

e making all necessary notifications, including to the Marin

Operational Area;

e disseminating of warnings, emergency public information, and
instructions to the citizens of Fairfax;
conducting evacuations and/or rescue operations;
caring for displaced persons and treating the injured;
conducting initial damage assessments and surveys;
assessing need for mutual aid assistance;

restricting movement of traffic/people and unnecessary access
to affected areas;

» establishing a Unified Command; and
» developing and implementing Incident Action Plans.

Exteniled [EOC] Response :

Examples

The Town’s extended response activities are conducted in the field and in
the Town's emergency operations center (EOC). The Fairfax EOC is
located in the Fire Warden’s Room, Second Floor, Ross Valley Fire
Station #21.

Extended emergency operations involve the coordination and management
of personnel and resources to mitigate an emergency and facilitate the

transition to recovery operations. Field response personnel will continue to
use the Incident Command System (ICS) to manage field operations. EQOC

gtaff will support field response personnel in mitigating the affects of the
isaster.,

Examples of extended response activities include:
» preparing detailed damage assessments;
operating mass care facilities;
conducting coroner operations;
procuring requirement resources to sustain operations;
documenting situation status;
protecting, controlling, and allocating vital resources;
restoring vital utility services;
tracking resource allocation;
conducting advance planning activities;
documenting expenditures;

developing and implementing Action Plans for extended
operations;

Partl Genetal Information | Paye 3 oi 17



Fairfax Emergency Operations Plan

dissemination of emergency public information;
declaring a local emergency;

prioritizing resource allocation; and
inter/multi-agency coordination.

Recovery Operations

As the immediate threat to life, property, and the environment

subsides, the rebuilding of Fairfgx will begin through various recovery
activities. _

Recavery activities involve the restoration of services to the public and
rebuilding the affected area(s). Recovery activities may be both short-term
and long-term ranging from restoration of essential utilities such as water
and power to mitigation measures designed to prevent future occurrences
of a given threat facing the Town.

Examples of recovery activities include:
e restoring of all utilities;
establishing and staffing Local Assistance Centers;
applying for state and federal assistance programs;
conducting hazard mitigation analyses;
identifying residual hazards; and
determining and recovering costs associated with response and
recovery.

Standardized Emergency Management System [SEMS]

Purpose

The Standardized Emergency Management System (SEMS) is intended to
standardize response to emergencies involving multiple jurisdictions or
multiple agencies. SEMS is intended to be flexible and adaptable to the
needs of all emergency responders in California. SEMS requires
emergency response agencies to use basic principles and components of
emergency management, including

e the Incident Command System,

¢ mufti-agency or inter-agency coordination,

e the operational area concept, and

o established mutual aid systems.

Incident Sonnmand System (ICS)

General

Functions

The Incident Command System (ICS) is a nationally used standardized
on-scene emergency management concept specifically designed to allow
its user(s) to adopt an integrated organizational structure equal to the
complexity and é)emands of single or multiple incidents without bein
hindered by jurisdictional boundaries. ICS 1s the combination of facilities,
equipment, personnel, procedures, and communications oEerating within a
common organizationa? structure, with responsibility for the management
of resources to effectively accomplish stated objectives pertinent to an
incident.

The five functions of the ICS organization are management, operations,
planning, logistics, and finance.
e Management is responsible for directing, ordering, and/or
controlling resources by virtue of explicit legal, agency, or
delegated authority.

Part] General information Pagedof11



Fairfax Emergency Operations Plan

Principles

Components

e Operations is responsible for the coordinated tactical response
of all field operations directly applicable to or in support of the
mission(s) in accordance with the Incident Action Plan.

© Planning is responsible for the collection, evaluation,
documentation, and use of information about the development
of the incident. :

» Logistics is responstble for providing facilities, services,
personnel, equipment, and tracking the status of resources and
materials in support of the incident.

» Finance is responsible for all financial and cost analysis

aspects of the incident, and/or any administrative aspects not
handled by the other functions.

The principles of ICS are that the system provides the following kind of
operations:
e single jurisdictional/agency involvement,
e single jurisdictional responsibility with multiple agency
involvement, and .
s multiple jurisdictional responsibility with multiple agency
involvement.
The system's organizational structure adapts to any eMmergency or event to
which emergency response agencies would expect to respond. The system
will be applicable and acceptable to all user agencies. The system is
readily adaptable to new technology. The system expands in a rapid and
logical manner from an initial response to a major event and contracts just
as rapidly as organizational needs or the situation decrease. The system
has basic common components in organization, terminology and
procedures.

The components of ICS are:

Common terminology is the established common titles for
organizational functions, resources, and facilities within ICS.

Modular organijzation is the method by which the ICS
organizational structure develops, based upon the type and size of an
event. The organization's staff builds from the top down as the event
grows, with responsibility and performance placed initially with the
Incident Commander. At all incidents there will be five functions:
management; operations; p}anninc%; logistics and finance. These may, as
the event grows, be orgamzed and staffed into sections. Imitially, the
Incident Commander may be performing all five functions. Then, as the
event grows, each function may be established as a section with several
units under each section.

Unified command structure is a unified team effort which allows
all agencies with responsibility for the event, either geographical or
functional, to manage an event b}}l' establishing a common set of objectives
and strategies. This 1s accomplished without losing or abdicating agency
authority, autonomy, responsibility or accountability.

Consolidated action plans identify objectives and strategy
determinations made by the Incident Commander for the event based upon
the requirements of the affected jurisdiction. In the case of unified
command, the objectives must adequately reflect the policy and needs of
all the jurisdictional agencies. The consolidated action plans document the
tactical and support activities required for the operational period.

Manageable span-of-control within ICS is a limitation on the
number of emergency response personnel who can effectively be
supervised or directed by an individual supervisor. The tyge of event, the
nature of the response or task, distance, and safety will influence the
span-of-control range. The ordinary span-of-control range is between three
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Fairfax Emergency Operations Plan

SEMS Levels

and seven personnel. The need for pre-designated facilities is identified
within ICS. The determination of the types and locations of facilities to be
used will be based upon the requirements of the event. Comprehensive
resource management is the identification, grouping, assignment and
tracking of resources.

Integrated communications are managed through the use of a
common communications plan and an incident-based communications
center established for the use of assigned tactical and support resources.

There are five designated levels in the SEMS organization:

e The field response level commands emergency response
personnel and resources to carry out tactical decisions and
activities in direct response to an incident or threat.

e The local government level manages and coordinates the
overall emergency response and recovery activities within its
jurisdiction. The local government level includes cities, towns,
counties, and special districts.

o The operational area level manages and/or coordinates
information, resources, and priorities among local governments;
and serves as the coordination and communication link between

the local government leve] and the regional level. The Marin
County Operational Area includes all the jurisdictions and
special districts within the Marin County geographical area.

e The regional level manages and coordinates information and
resources among operational areas within the mutual aid region
designated and between the operational areas and the state level.
This level, along with the state level, coordinates overall state
agency support for emergency response activities. The Marin
County Operational Area is part of the State OES Coastal
Region.

o The state level manages state resources in response to the
emergency needs of the other levels, manages and coordinates
mutual aid among the mutual aid regions and between the
regional level and state level, and serves as the coordination and
communication link with the federal disaster response system.

Multi-Agency/Inter-Agency

Coordination

Operational Area
Cornicept

The multi-agency or inter-agency coordination is the decision-making
system used by member jurisdictions of the Marin Operational Area.
Multi-agency or inter-agency coordination is agencies and disciplines
involved at any level of the SEMS organization working together to
facilitate decisions for overall emergency response activities, including the
sharing of critical resources and the prioritization of incidents.

The California Emergency Services Act, (Chapter 7, Division 1, Title 2
§8550) says, “The State has long recognized its responsibility to mitigate
the effects of ... emergencies ... which result in conditions of disaster or
extreme peril to life, property ...”: and further that “... all emergency
functions of this state be coordinated as far as possible with the
comparable functions of its political subdivisions ...”

Further, in the that Act, §8605, it stipulates, “each county is designated as
an operational area. .... Each operational area may be used by the county
and the political subdivisions comprising the operational area for the
coordination of emergency activities ...” ‘

Part| General Infermation Page 6 oi 17



Fairfax Emergency Operations Plan

Mutual Aid Svstem

The foundation of California’s emergency planning and response is a
statewide mutual aid system, which 1s designed to ensure that adequate
resources, facilities, and other support are provided to jurisdictions
whenever their own resources prove to be madequate to cope with a given
situation(s). The basis for the system is the California Master Mutual Aid
Agreement, as referenced in the California Emergency Services Act. It
created a formal process wherein each jurisdiction retains control of its
own personnel and facilities, but can give and receive help whenever it is
needed. State government is obligateg to provide available resources to
assist local jurisdictions in emergencies. Marin County is located within
Mutual Aid Region I1.

Within the framework of the California Disaster and Civil Defense Master
Mutual Aid Agreement, several discipline-specific mutual aid coordinators
will operate from the Marin Operational Area EOC, such as fire and
rescue, law, medical, and public works. Mutual aid requests for these
disciplines will be coordinated through their coordinators.

Once the Town EOC is activated, communications will be established
between the EOC and these discipline-specific Operational Area mutual
aid coordinators. All other requests for assistance will flow through the
appropriate Operational Area SEMS function. The jurisdiction(s)
requesting mutual aid will remain in charge and retain overall direction of
personnel and equipment provided through mutual aid.

National Incident Management System [NIMS)

Purpose

NIMS Compliance

NIMS Components

Until now, there have been no standards for domestic incident TESPONSe

- that reach across all levels of government and all response agencies. The

events of September 11 have underscored the need for and importance of
national standards for incident operations, incident communications,
personnel qualifications, resource management, and information
management and supporting technology.

Homeland Security Presidential Directive — 5 (HSPD-5) requires Federal
departments and agencies to make the adoption of NIMS by State and
local organizations a condition for Federal preparedness assistance.

NIMS is comprised of several components that work together as a system
to provide a national framework for preparing for, preventing, responding
to, and recovering from domestic incidents. These components include:

Command and management.

Preparedness.

Resource management.

Communications and information management.
Supporting technologies.

Ongoing management and maintenance.

The principles of ICS and SEMS were used in the development of NIMS,
hence their functional compatibility.
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Fairfax Emergency Operations Plan

Relationshin to the System

The Town is responsible for emergency response within its geographical
boundaries. The California Emergency Services Act requires the Town to
manage and coordinate the overall emergency response and recovery
activities within its jurisdiction. During disasters, it is required to
coordinate emergency operations with the Marin Operational Area and, in
some instances, other local governments.

Under the Standardized Emergency Management System (SEMS), the
Town has responsibilities at two levels,

Field response: At the field response level, all agencies will use the
Incident Command System (ICS) to standardize the emergency response.

L.ocal government levels: At the local government level, a designated
Emergency Operations Center (EOC) is used as the central location for
gathering and disseminating information, coordinating all jurisdictional
emergency operations, and coordinating with the Marin Operational Area.

The following diagram depicts the relationship between the Town of
Fairfax, the Marin Operational Area, and the State’s Coastal Regional
Emergency Operations Center (REOC).

Coastal Region Emergency Operations
Center (REOQC)
State of California

v

Marin Operational Area Emergency
Operations Center (EOC)

¥

Town Emergency Operations Center
(EOC)

N\

Town Field Response Level

Parti General Information Page 8 oi 17



‘Fairfax Emergency Operations Plan

Hazard Analysis

General

Earthquakes

" Winter Storms

Fires

Hazardous materials

Damn Failures

Other hazards

The Town of Fairfax recognizes that the planning process must address
each hazard that threatens the Town. Fairfax is vulnerable to a wide range
of threats. There are three broad categories of hazards: natural,
technological or man-made and national security.

Narrative includes jurisdiction’s location within the Marin Operational
Area, population, geographic features, major transportation routes, etc.
Fairfax is a residential community of 7,500 population located within a 30
minute drive of San Francisco, the beach, and the mountains in western
Marin County. It has a moderate climate year round. It is heavily wooded
with steep hills and lowland creeks. The main road, Sir Francis Drake
Boulevard, is the main traffic corridor between east and west Marin. The
business district is clustered around Sir Francis Drake Blvd., Bolinas
Road, and Broadway. One of the major problems the Town of Fairfax
faces during any emergency is the possibility of being isolated from
surrounding communities and any subsequent resources or help.

Earthquake narrative, including identification of areas of high risk for
landslides, liquefaction, tsunamis and structural failures. While no known
fault lines run directly through Fairfax, the town will potentially be
effected by quakes along the San Andreas fault, the Hayward fault, the
Roger’s Creek Fault, and other lesser faults in the Bay Area. Steep hill
neighborhoods, such as the Cascades, Forrest/Hillside, Oak Manor hills,
and Willow/Upper Ridgeway, are at risk for landslides, and liquefaction.
Any Fairfax structure is at risk for structural failure from liquefaction.
However, at highest risk, the downtown area has about half a dozen
reinforced masonry buildings, and in the neighborhoods, there are many
un-reinforced “soft-story” apartment buildings.

Winter Storm narrative, including risk areas for flooding and landslides.
Fairfax routinely experiences minor flooding and tree loss with annual
winter storms. Storms bringing higher than normal precipitation, cause
excessive saturation in the various hill neighborhoods, causing periodic
landslides and debris flow. The downtown area has experir::ncec}J infrequent
flooding from one to three feet in depth. The most recent flooding incident
occurred December 31, 2005. Other routine storm problems include power
outages and road damage.

Wildland Fire narrative, including high-risk areas and access problems.

The hill neighborhoods previously identified are the areas of greatest risk

due to the dense vegetation, trees dead/dying of “Sudden Qak Death”, and

the narrow access roads. Drought years intensify fire risk from dried out

%_rass and brush. Vehicles coming down the roads may prevent fire engines
om reaching the areas burning and interfere with rescue efforts.

HazMat narrative. The main traffic corridors of Sir Francis Drake,
Broadway and Bolinas are at greatest risk for hazmat incidents, especially
near the three downtown gas stations. Isolated incidents could occur if
individuals haul or store hazardous material in an inappropriate fashion.

Dam Failure narrative (if applicable). Not applicable

Other hazards/narratives as appropriate to jurisdiction. Major vehicle
accidents have potential to block traffic corridors, cause fires, or hazardous
material spills. The risk for civil disturbance, terrorism, aircrashes or
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Hazards Impacts

biohazard events is considered to be minimal. Diseases like West Nile
Virus and Bird Flu {avian influenza A (H5N1)} have potential to reach
epidemic proportions if vector control and hygiene are not managed
Froperly. Scientific information indicates that man-made air pollution is
1aving an effect on global warming, which in turn can intensify the affects
of natural disasters, such as floods and droughts. An increase in intense
weather conditions should be anticipated.

The Town of Fairfax with its varying topography, mix of urban and open
Space areas, permanent populations, and transient and recreational
population is sub{ect to a wide variety of negative impacts from natural
and technological hazards. The natural hazards and technological or man-
made hazards that confront the Town of Fairfax are as follows:

Natural Hazards

earthquakes;

floods;

landslides;

wildland fires;

drought;

extreme weather/storm;
global warming; and
epidemic

Technological/Man-made Hazards

hazardous materials;
major vehicle accident;
air pollution;

airplane crash;

civil disturbance; and
terrorism.

A hazard matrix that outlines each of these hazards and identifies their

likelihood of oceurrence and its severity is listed on the next page.
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Likelihood of Ocewrrence

Hazard Frequency Severity
Infrequent Sometimes Frequent | Low | Moderate High
Earthquake M <5 X X
Earthquake M>35 X X X
Wildland Fire X X
Floods X X
HazMat X X X
Landslides X X
Extreme Weather/ X X X
Storm
Civil Disturbance X X
Terrorism ' X X X
Aircraft Crash X X
Major Vehicle Accident X X
Local Air Pollution X X
Global Warming X X ' X
Epidemic X X
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Fairfax Emergency Operations Pian

Model Town EOC Organizational Chart

One of the components of SEMS is the ability to scale the size of an EQC
organization chart to fit the needs to the jurisdiction. Small jurisdictions
can combine or eliminate positions; larger jurisdictions can expand them.

"The system’s organizational structure adapts to any emergency or
incident ... The system expands in a rapid and logical manner from an
initial response to a major event and contracts just as rapidly as
organizational needs or the situation decrease.”

> EOQC Director

(Commander)
Management EOC Coordinator
Legal Ofiicer

Public Information Officer

' Safety/Security Officer

—p

Finance/
Operations Planning/Intelligencs Lopistics Administration
Section Chief Section Chief Section Chief Section Chief
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Fairfax's EOC Organizational Chart

EOQC Director

EOQC Coordinatar

Safety Officer

Security Officer

_lPuinc Information Officer

Liaison Officer

Legal Officer

Operations
Section Chief

Planning/Intelligence
Section Chief

Fire & Rescue/EMS
Branch

Situation Analysis Unit

Law Enforcement
Branch

Dacumentation Unit

Construction/Engineering
Branch

Advance Planning Unit

Care & Shelter
Branch

DPemaobilization Unit

Technical Specialists

Logistics
Section Chief

Finanace/Administration
Section chief

Communications
Branch

Transpaortation Unit

Personnel Unit

Supply/Pracurement Unit

Facifities Unit

Resource Tracking Unit

— Time Keeping Unit

Cost Accounting Unit

Compensation & Claims Unit

Purchasing Unit

Recovery Unit
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Model Town Plan .
DEPARTMENT FUNCTIONAL MATRIX

P = Primary Responsibilities S = Support Responsibilities

Mayor/ Town Emer Sve | Fire Police Public Planning | Finance
Council Manager Mgr Works

MANAGEMENT

Director P 3

EOQC Coord P

PIO S P-Town Clerk

Legal P-Town Attr,

Safety/Security P

OPERRTIONS

Law ' p

Fire P

Medical/Health P

Public Works P

Care & Shelter P

PLANNING

Sit Analysis S S S

Doc/Display

Advance Plng

Demobilization S S S

=i ||

Recovery Plng

LOGISTIGS

Communications P

Personnel] S P

Supply

Transportation

Facilities

o

Resource Status

FINAHCE

Payables P

Time Keeping S S S S

)

Comp/Claim P

Partl General Information Page 13 o 17



Fairfax Emergency Operations Plan

EQC Position Descriptions and Responsibilities

Management The Management Section is responsible for the overall coordination and
administration of emergency response operations within the jurisdiction.

Command includes positions that provide support functions for the Town
EOC.

EOC Director The EOC Director is usually the Town Manager, the Assistant or a
designated representative of the Town Management.
FOC

Coordinator - The EOC Coordinator serves as a resource to and assists the EOC Director
in the administration of the emergency response. When an event has a
multi-agency or multi-jurisdictional response, the Emergency Operations
Coordinator maintains contact with the Marin Operational Area EOC and
Erovides coordination with schools, outside agency representatives,

usinesses, other employers and other jurisdictions.

Legal Officer The Town Attomey or Assistant serves as Lepal Officer. This person
provides legal counsel to the EOC Director and assists in preparing a
declaration of disaster.

Public Information

Officer The Public Information Officer is specially trained to serve as the point of
contact for the media and other organizations seeking information on the
eMErgency response.

Safety/Security

Officer The Safety/Security Officer’s function is to monitor EOC operations and

to develop measures for assuring a safe working environment. This
includes attention to structural integrity, workspace set-up, activities, and
entry authorization.

Onperations The Operations Section is dedicated to all field operations being carried
out within the jurisdiction.
Operations Section )
Chief The Operations Section Chief has the management responsibility of all

activities directly applicable to the field emergency response. The
Operations Section Chief participates in the development and execution of
the Incident Action Plan.

Law Unit 'The Law Unit coordinates the provision of warning information,
evacuation procedures, traffic control, public security and order, and _
animal control activities. The Law Unit also assists the Coroner’s Office in

the discharge of their duties. Submits requests for mutual aid.
Fire/Rescue

Unit The Fire/Rescue Unit coordinates fire and rescue operations within the
jurisdiction. Submits requests for mutual aid. In addition, as personnel

permits, this unit supports medical treatment.
Public Works

Unit The Public Works Unit surveys all jurisdictional facilities, assesses
damage, coordinates repairs, conducts debris removal services and
establishes priorities for restoring essential services.
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Medical/Health

Unit The Medical/Health Unit coordinates and prioritizes requests from local

responders and obtains medical/health personnel, supplies and equipment
through mutual aid.

Care & Shelter

Unit The Care & Shelter Unit is responsible for, and coordinates with volunteer
agencies, the provision of food, potable water, clothing, shelter, emotional
support, animal welfare and other basic necessities of the citizens. The
Care & Shelter Unit provides a central registration and inquiry service to

p reunite families and respond to outside welfare inquiries.

ZENCy

Representatives Agency Representatives from other jurisdictions or organizations outside
the Town government serve as funnels through which requests flow to or
from their agencies. They should be able to speak on behalf of their
Jurisdiction or agency within established policy limits.

Planning / Intelligence The Planning/Intelligence Section collects, evaluates, processes,
and disseminates information for use in the emergency.

FPlanning/Intelligence

Section Chief The Section Chief has the management responsibility for the collection
and processing of information and for planning activities relating to
demobilization and recovery operations. The Planning/Intelligence Section
Chief assists the EOC Director in the development of the Action Plan.

Situation Analysis

Unit The collection, processing, and organizing of all information about the
cvent takes place within the Situation Analysis Unit. This unit prepares

maps and disseminates information and future projections, as required.

Documentation/ ‘

Display Unit  The Documentation/Display Unit maintains accurate up-to-date files of
logs, reports, plans and other related information. This unit provides

duplication services for the EOC and maintains display boards of the
current situation.
Advance Planning

Unit The Advance Planning Unit focuses upon potential response and recovery
issues that might exist within 36 to 72 hours.

Demobilization

Unit The Demobilization Unit is responsible for the development of a plan that

provides for the timely and orderly demobilization of the EQC.

Recovery Planning

Unit The Recovery Planning Unit initiates and carries out the collection and

maintenance of all related information for recovery of costs from federal,
state and other jurisdictions.

Logistics The Logistics Section is the support arm for emergency response

operations.

Logistics Section )

Chief The Logistics Section Chief oversees all of the resource and support
functions of the Logistics Section.

Communications

Unit Ensures that radio, telephone and computer resources and services are
provided to the EOC staff.

Personnel
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Unit Provide trained and volunteer personnel resources as requested in support

of the EOC and field operations. Coordinate the directions for and the
control of convergent volunteers.

Supply/Procurement ) )
Unit Manages the procurement and allocation of equipment (except

tr_zcllnsportation), supplies and materials that are not secured through mutual
aid.

Transportation

Unit The Transportation Unit coordinates the acquisition of requested

transportation resources (other than Law and Fire mutual aid vehicles) and

the transportation of workers, victims and impacted citizens.

Facilities

Unit The Facilities Unit is responsible for the establishment, maintenance and
demobilization of all facilities, except staging areas, needed for the
jurisdiction’s EOC operation.

Resource Status

Unit The Resource Status Unit works with the other units in the Logistics
Section to collect and maintain centralized accounting of the status of al}
resources used in this emergency.

Finanee / Administration  The Finance/Administration Section is responsible for managing
all financial aspects of the emergency response.

Finance/Administration o ) o ) .
Section Chief The Finance/Administration Section Chief is responsible for the continuity

and maintenance of financial operations and records, claims and cost
analysts of the emergency.

Purchasing

Unit The Purchasing Unit negotiates and coordinates vendor contracts and
purchase requests that exceed established purchase order limits.

Time Keeping

Unit The Time Keeping Unit maintains records of all en-duty personnel,

including volunteers.
Compensation and

Claims Unit  The Compensation and Claims Unit accepts as the official agent for the

Town, all damz:jge and injury claims. This unit manages claims and
conducts related investigations.
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Training and Exercising

The Emergency Services Manager is responsible for developing and
providing all training required under the Standardized Emergency
Management System (SEMS) regulations.

The departments are responsible for providing training for all department
emergency responders, ensuring that all applicable laws are met, and
employees are familiar with and knowledgeable of department Standard
Operating Procedures (SOPs) and the Town’s emergency plan.

The Emergency Services Manager, in coordination with the Town
Manager, is responsible for developing and distributing an exercise
schedule, covering the exercises to be conducted throughout a given
calendar year. Each department is responsible for sending emergency
responders to these scheduled events pursuant to the exercise schedule
published by the Emergency Services Manager.
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Part Ii-- Initial Response Operations
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Concept of Operations

Town agencies, special districts, volunteer agencies, and segments of the
private sector will accomplish initial response operations.

During initial response operations, field responders will place emphasis on
saving lives, property, and the environment, controlling the situation, and
minimizing the effects of the emergency.

The Incident Command System will be used to manage and control the
response operations. The disaster/event may be controlled solely by Town
emergency responders or with other agencies through the mutuat aid
system. If the resources available at the field response level are not
sufficient to mitigate the situation, the Incident Commander may request
that the Town Emergency Operations Center (EOQC) be activated to
support the field operations.

Alerting and Warning

EOC Activation
Policy/Authority

Alerting and warning involves the notification of emergency response
personnel, as well as notifying the affected public. Fairfax utilizes an
Emergency Alert List to alert and activate its emergency response
personnel.

The Emergency Alert List is centered on the five SEMS functions. The
list includes personnel who are part of each SEMS function in the
Emergency Operations Center, as well as other technical employees of the
Town. .

Local law enforcement has the primary responsibility in alerting and
warning the public, with assistance from the Public Information Officer, as
deemed necessary. Alerting and warning the public may be accomplished
through the Emergency Alert System, special broadcasts, or simply
driving up and down the streets using the public address system.

The Fairfax EQC is activated when field response agencies need support.
Activation may involve partial or full staffing, depending upon the support
required.

The following personnel are authorized to request the activation of the
EOC:

o The Mayor or Vice Mayor if Mayor is unavailable

e The Town Manager or designee

o The Police Chief or designee

s The Fire Chief or designee
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Field Response
Introduction

This section of the Fairfax Emergency Operations Plan is designed for the
field responders’ initial response to emergencies, bridging the gap between
a routine emergency and a disaster. Experience has shown that the
outcome of many emergencies can be greatly affected by effective initial
response actions.

When the Town has jurisdiction over a multiple-agency incident, Town
emergency responders will organize the field response using the Incident
Command System (ICS). Additionally, the principles of ICS will be used
even for those incidents that begin as a single discipline response (i.e., all
fire or all law enforcement). Often the single discipline incident expands
to a multi-discipline event, which demands the use of ICS. During multi-
agency events, field responders will use the principles of Unified
Command to the extent possible.

In order for ICS to be used at all incidents, the first emergency responder
on scene who has single discipline management responsibility will always
take the following basic actions:

establish the Incident Command Post (ICP);

size up the incident;

determine the ICS organizational elements required;

request additional resources necessary to mitigate the incident;
 delegate authority within the ICS organizational structure; and

develop the Incident Action Plan, incorporating the incident
objectives and strategies.

By taking these basic actions, the change from a one-person response to a
multi-person response involves no change in the management system. The
built-in capability for modular development helps to shape the
organization based on the functional needs of the incident.

Coordination with Special Districts,
Private, and Volunteer

Agencies

The level of involvement of special districts, public utilities, private
organizations, and volunteer agencies will vary considerably depending
upon the kind of event. In general, special districts or other agencies that
have a statutory or jurisdictional responsibility with the incident should be
represented at the incident. The form of involvement for these districts and
agencies may be as part of the Unified Command or as an Agency
Representative who coordinates with a Town EOC Coordinator. The
emergency response role of special districts will be focused on their
normal services and functional area of responsibility.

A cooperating agency supplies assistance other than direct tactical
resources to the control effort. Pacific Bell, PG&E, water and sanitation
districts, the Marin InterAgency Disaster Coalition, and other private and
volunteer agencies could be cooperating agencies depending upon the type

- of event.
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Coordination With

Department Operations

Center (DOC) and
Town FOC

During disaster situations with multiple events occurring simultaneously,
an incident commander is assigned to each incident. The IC in the field
response system may or may not have a direct communications and
reporting relationship with a Department Operations Center (DOC), 1.e.: a
dispatch center or corporation yard. The DOC will then report directly to
the appropriate unit in the Town EOC, if it has been activated. If there is

no DOC, field response units report directly to the appropriate unit in the
Town EOC.

Incident Action Plans (1AP]

The Incident Action Plan (IAP) is the plan developed which contains
objectives reflecting the overall incident or event strategy, specific tactical
actions, and supporting information for the next operational period.

It is important that all incidents have some form of an JAP. The plan is
developed around a specified duration of time called an operational period,
and will state the objectives to be achieved and describe the strategy,
tactics, resources, and support required to achieve the objectives within the
time frame. Generally, the length of the operational period is determined
by the length of time needed to achieve the objectives.

The plan may be oral or written. Small incidents with only a few assigned .
resources may have a very simple plan, which may not be written. Small
incidents do not require elaborate Incident Action Plans. Most simple,
short-term, and single agency incidents do not require written JAPs. As
incidents become larger, or require multi-agency involvement, the action
plan should be written.

TAPs will vary in content and form depending upon the kind and size of
the incident or event. ICS provides for the use of a systematic planning
process, and provides forms and formats for developing the Incident
Action Plan. The general guideline for use of a written versus a verbal
action plan is when:

s fwo or more jurisdictions are involved,

e anumber of organizational elements have been activated,

¢ the incident continues into another planning or operational

period;
e itisrequired by agency policy.

For multi-agency events operating under a Unified Command, the IAPs
should be written. This provides all agencies with a clear set of objectives,
actions, and assignments. It also provides the organizational structure and
the communications plan required to manage the event effectively under

" Unified Command.
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There is no single format, which will fit all sitvations. Several ICS
forms are appropriate for use in IAPs. Sample IAPs are included in the
Appendix. TAPs have four main elements that should be included:

o Statement of Objectives - Statement of what is expected to be
achieved. Objectives must be measurable.

e Organization - Describes what elements of the ICS organization
will be in place for the next Operational Period.

s Tactics and Assignments - Describes tactics and control
operations, including what resources will be assigned. A field
Division or Group often does resource assignments.

o Supporting Material - Examples could include a map of the
event, a comimunications plan, medical plan, a traffic plan, weather
data, special precautions, and a safety message.

mwn Standard Operating Procedures (SOP]

For the Town Plan to be complete, each town department will develop
Standard Operating Procedures (SOP) for response operations.

These SOPs will contain, in detail, those actions that are necessary to
fulfill their SEMS functional responsibilities under this plan. Each SOP
includes generic as well as specific information.

Each SOP will be reviewed by the Emergency Operations Manager for
consistency with the Town Emergency Operations Plan. Inconsistencies
or overlaps between departmental actions will be addressed by the
departments or the Town Manager. :

Strict adherence to the SOP by departments is not required. Departments

may deviate from SOPs to respond to unique needs in a particular
TESpOnse.
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Generic Response SOP [for use Ly all departments)

Increased Readiness Develop procedure for reviewing and updating Department SOPs.

Initial Response
(Field) Operations

Identify the process and develop lists and procedures for checking eritical
facilities and equipment, including testing systems.

Develop procedure for mobilizing department personnel and pre-
positioning resources and equipment.

Develop procedures for responding to and managing emergency/disaster
incidents, taking into consideration the impact of hazards on the Town as
detailed in “Hazard Analysis” in Part [ of this plan.

Develop procedures for responding to and maintaining on-going
department responsibilities: i.e.: office space, client services, records,
staffing.

Encourage all personnel to be prepared to spend several days at the office:
stock drinking water, non-perishable foods, personal toiletries, flashlights.

Upon notification of potential emergency/disaster, adopt an increased
readiness posture by reviewing appropriate plans, guidelines, checklists
and mutual aid agreements.

Consider alerting/recalling off-duty personnel.

Refer all media inquiries to the Emergency Operations Manager.

Provide a department status report to Dispatch Center and the Emergency
Operations Manager. Provide periodic status reports to DOC or Dispatch
Center or appropriate section in the EOC as appropriate.

Conduct an internal damage assessment, including safety of personnel,
structural integrity, and communications.

As far as possible, assess the extent of the damage to your department
operations/responsibilities (i.e.: clients, facilities, etc). Relay initial
assessment of incident to responding units and to DOC or Dispatch
Center, as appropriate.

Assist other town departments/disciplines as appropriate and necessary.

Assess and determine necessity of specialized equipment and resources to
carry out department/EOC responsibilities.

Coordinate emergency public information with appropriate division.

Assign and alert department personnel assigned to the EOC.
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Extended Response
(EOC) Operations

Recovery Operations

If department personnel have duties in the EOC, develop the process and
concept of operations for transfer from department to EOC operations,
including the communication and coordination protocol between the DOC
and EOC personnel.

If personnel do not have assigned duties in the EOC, be prepared to
support the overall jurisdictional response and recovery efforts.

Be familiar with and use the EOC position checklists when operating in
the EOC.

Provide periodic status reports to DOC or Dispatch Center or appropriate
section in the EOC.

Ensure the safety of all personnel invelved with the incident.

Provide periodic status reports to DOC or Dispatch Center or section in
EQC as appropriate.

Refer all media questions to the PIO in the EQOC.

Once activated, coordinate all response actions and resource requests with
the appropriate Section of the EQC.,

‘Develop procedures for the organization and preparation of after-action

reports, including transmission of reports to the Recovery Operations
Team.

Consider the need for Critical Incident Stress debriefing for emergency
responders.

Refer all media questions to appropriate division,

Support and assist the Recovery Operations Team.
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Town Coumncil

Follow the General Response SOP checklists, and:

Increased Readiness Predetermine at least four convening locations, in order. Each location

Initial Response

Extended Response

should be removed from the area of the EOC to avoid an overwhelming
media presence interfering with the emergency operations. In addition,
each location should be structurally sound with adequate meeting space
and communication linkages,

Establish communications with the Town Manager and other Town
Council Members.

Receive an initial status report from the Town Manager or EOC Director.
Assess the need for immediate Council action.

Be prepared to convene when called.

If communications cannot be established, report to the pre-designated
meeting location. If facility is damaged, proceed to alternate location, in
order.

Receive status reports from the EOC Director.

Be prepared to declare a local State of Emergency, and enact emergency
legisiation and ordinances.

Be prepared to authorize expenditures.
Be prepared to speak with the local jurisdiction officials.
Be prepared to speak to the community and to individual victims.

Be prepared to speak to the press, when appropriate.
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Town Manager

Primary EOC Responsibility: Director
Supporting EOC Responsibility: PIQ inn absence of Town Clerk

Follow the General Response SOP checklists, and:

Increased Readiness

- Initial Response

Extended Response

In coordination with the Emergency Operations Manager, develop the
process and procedure for increasing public information efforts.

Be prepared to brief Town employees.

Be prepared to brief the Town Council Members.

Review the P10 procedures for dealing with crisis communications.
Be prepared to issue declarations in the absence of the Council.

Establish communications with the Mayor and Town Council Members.

Provide an initial status report to the Mayor and Town Council. Assist in
the assessment of the need for immediate Council action.

In coordination with the Emergency Operations Manager, develop
procedures for drafting and declaring a local emergency.

Be prepared to declare a Iocal State of Emergency in the absence of a
Town Council declaration.

Be prepared to authorize expenditures.
Be prepared to speak with the local jurisdiction officials.
Be prepared to speak to the cormmunity and to individual victims.

Be prepared to speak to the press, when appropriate.

Recovery Operations  In coordination with the Finance Department and the Emergency

Operations Manager, develop the procedures and processes used for
Tecovery operations.
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Emergency Operations Manager
In addition to the General Response SOP:

Primary EOC Responsibility: £OC Ceordinator
Supporting EQC Responsibility: To be defermined

Increased Readiness

Initial Response
(Field) Operations

Develop procedures to activate, operate and deactivate the EQC. Check
and expedite any repairs to the EOC and equipment, including testing
systems.

In coordination with the Dispatch Center, police and fire, develop
procedures to disseminate warnings, emergency public information, and
instructions to citizens.

Review and update processes and procedures for briefing Town Manager,
Council Members, and city employees of the impending disaster situation.

Coordinate with the Town Manager to review and revise the process and
procedures for increasing public information releases.

Coordinate the process and procedure for recruiting volunteers and
additional staff, including the procedure for registering them as Disaster
Service Workers.

Review maps of specific hazards (i.e. HazMat, dam inundation areas,
earthquake faults) to be used by the departments/emergency responders.

In coordination with fire and law enforcement, develop procedures to
disseminate warnings, emergency public information, and instructions to
citizens.

In coordination with Town Manager, develop procedures for drafting and
declaring a local emergency.

Recovery Operations Develop procedures for the organization and preparation of after-action

reports, including transmission of reports to the Marin Operational Area
Office of Emergency Services,

In coordination with the Finance Department and the Town Manager,
develop the procedures and processes used for recovery operations.

In coordination with the Public Works and Planning Departments, identify
the process for conducting and analyzing potential hazard mitigation
projects.
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Police Department
In addition to the General Response SOP:

Primary EOC Responsibility: Law, Care & Shelter, Safety & Security, Communications
Supporting EOC Responsibility: Assistant Director (Police Chief), Situation Analysis,

Increased Readiness

Initial Response
(Fireld) Operations

Demobilization, Personnel, Time Keeping

In coordination with the Dispatch Center, fire and Emergency Operations
Manager, develop procedures to disseminate warnings, emergency public
information, and instructions to citizens.

In coordination with the fire department, develop a process for managing
incidents at the field level, using the Incident Command System. Establish
Unified Command for all multi-agency responses.

Develop procedures for initiating:

perimeter management, including access control;

isolating the incident, and controlling access to the incident;
request for law enforcement mutual aid;

operations to safeguard evidence at all accidents; and
evacuations.

If appropriate, authorize activation of the Emergency Alert List to activate the
EOC.

If appropriate, activate the Marin Humane Society for animal control.

Conduct a windshield survey of assigned area, include but not limited to:
Essential service buildings (government/utilities)
Transportation routes

Schools, Hospitals/clinics

Other critical facilities as defined in predetermined Iists.

Consider the following when conducting a “Windshield Survey”

e Stay in your vehicle — This is an information-gathering task only!!

e At least two persons per vehicle — One to drive, one to take notes.

o Utilize predetermined lists of critical facilities.

» Gathering this information will determine the big picture, prioritization
of response, and the incidents requiring greatest allocation of
TEsources.

o The faster this is accomplished, the sooner resources can be allocated!!

Develop procedures for evacuations/movement operations and traffic and crowd
control operations, including the identification of evacuation routes, evacuation
reception areas, shelter locations, and security for area.

Take info consideration specific planning requirements that are identified in the
hazard analysis (Part I of this Plan). Ensure that al] items under the Americans
with Disabilities Act are covered for evacuations/movement operations.
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Fire Depariment

In addition to the General Response SOP:

Primary EOC Responsibility: Fire/Rescue, Medical/Health
Supporting EOC Responsibility: Situation Aunalysis, Demobilization, Time Keeping

Increased Readiness: Identify and plot hazardous materials sources in the town that are

potential risk areas in an emergency.

If appropriate, authorize activation of the Emergency Alert List to activate the town EOC.

Initial Response
(Field) Operations

In coordination with the Dispatch Center, police and Emergency
Operations Manager, develop procedures to disseminate warnings,
emergency public information, and instructions to citizens.

In coordination with the police department, develop a process for
managing incidents at the field level, using the Incident Command
System. Establish Unified Command for all multi-agency responses.

Develop procedures for initiating;
* needs assessment and subsequent requests for mutual aid;
= evacuation and rescue operations; and
* request for fire/rescue mutal aid; and
L ]

treatment for injured (in accordance with County Disaster
Medical Plan.)

Take into consideration specific planning requirements identified in the
hazard analysis (Part I in this Plan), in particular for hazardous materials
and dam safety elements.

Conduct a windshield survey of assigned area, include but not limited to:
* Essential service buildings (government/utilities).
e Schools, Hospitals/clinics.
* Other critical facilities as defined in predetermined lists.

Consider the following when conducting a “Windshield Survey”

® Stay in your vehicle — This is an information-gathering task
only!! '

s At least two persons per vehicle — One to drive, one to take
notes,

e Utilize predetermined lists of critical facilities.
Gathering this information will determine the big picture,
prioritization of response, and the incidents requiring greatest
allocation of resources.

e The faster this is accomplished, the sooner resources can be
allocated!!

Ensure that all items under the Americans with Disabilities Act are
covered for evacuations/movement operations.
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Pulfic Works (Maintenance) Department
Iy addition to the General Response SOP:

Primary EOC Responsibility:  Public Works/Logistics, Supply, Transportation, Facilities,
Resource Status
Supporting EOC Responsibility: Situation Analysis, Demobilization, Time Keeping

Increased Readiness Develop procedures for imitiating:
e printing and stockpiling building inspection placards;
» damape assessment operations for critical facilities, including infrastructure;
debris removal operations;
e repair and restoration activities for damaged facilities, utility systems, and
infrastructure;
flood fighting activities/actions and sand bagging operations;
levee reinforcement operations (if applicable);
hazardous waste clean up and disposal operations;
clearing and shoring operations for landslide areas;

e arrangements to obtain resources for demolition and materials recycling;
and

request for public works mutual aid.

Initial Response : '

(Field) Operations  Conduct a windshield survey of assigned area, include but not limited to:
* Essential service buildings (government/utilities)
e Roadways

Schools, Hospitals/clinics

Other critical facilities as defined in predetermined lists,

Consider the following when conducting a “Windshield Survey”
e  Stay in your vehicle — This is an information-gathering task only!!
®  Atleast two persons per vehicle - One to drive, one to take notes.
*  Utilize predetermined lists of critical facilities.
e  Qathering this information will determine the big picture, prioritization
of response, and the incidents requiring greatest allocation of
resources.

o  The faster this is accomplished, the sooner resources can be allocated!!

Develop and print a list of phone numbers and locations for various disaster
services available to Assessment Teams for handout while making inspections.

Recovery Operations In coordination with the Recovery Operations Team, identify the process for
conducting and analyzing potential hazard mitigation projects.
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Al Other Departments (Planning and Finance) as assione 1o EOC nesitions
In addition to the General Response SOP:

Primary EOC Responsibility: Planning and Finance respectively
Supporting EOC Responsibility: Planning to give support to Finance in Time Keeping

Increased Readiness Review the PIO procedures for dealing with crisis communications.

Prepare and maintain current and up-to-date media contact lists; Prepare
and maintain pre-scripted and generic media releases; Pre-arrange for
appropriate space/equipment/telephones for extended PIO operation.

Be prepared to register incoming EQC personnel, and arrange childcare for
BEOC workers if necessary.

Coordinate with EMERGENCY OPERATIONS MANAGER in order to
assure adequate status/media boards, maps and other display material are
available.

Develop and maintain contact lists for information gathering function, i.c.:
jurisdiction and special district phones, fax, EOC numbers.

Be prepared to advise the EOC Director and/or Council on legal
requirernents.

Develop the process and procedure for tracking employees’ time and
issuing paychecks during disaster operations.

Develop the process and procedure for town departments to track event-
related costs for possible reimbursement.

Develop procedures for registering volunteers and additional hires.
Develop the process for submitting Workman’s Compensation claims.
Ascertain status and functioning level of computer and telephone systems
in the city government system; check status of computer/telephone

systems in the EQC.

Develop lists of available transportation methods in the town, methods of
contact and general locations.

Develop procedures to address consumer complaints and enforce the State
Economic Stabilization Plan for price and rent stabilization and consumer
rationing,

Develop and compile a list of businesses/merchants who have done
business with the town in the past.

Part M Initial Response Operations Page 1 of 15



Faitfax Emergency Operations Plan

Initial Response
(Field) Operations:

Recovery Operations

Develop procedures to use local libraries as information resource and
referral points for the public.

In coordination with the Emergency Operations Manager, notify local non-
profit agencies of potential needs throngh the Marin Inter Agency Disaster
Coalition in the Marin Office of Emergency Services. (see information in
appendix).

In coordination with Law and Fire, determine potential for evacuations,
and notify appropriate parties (Red Cross, County Social Services, etc.).

Provide support for EOC telecommunications and information systems.

Ensure that all items under the Americans with Disabilities Act are
covered for evacuations/movement operations.

When establishing shelter sites, be sensitive to special needs such as:
cultural differences, ethnic groups, seniors, children, individuals with
special needs and pet welfare.

Coordinate with County Public Health and County Environmental Health
to determine public health hazards. ’

In coordination with the Emergency Operations Manager and or the EOC
PIO, issue immediate statements relating to public health hazards.

Prepare legal documents and provide legal services as required, maintain
legal documents, records and reports relative to the event.

Identify the process used by the Redevelopment Agency to rebuild
damaged areas under redevelopment laws and regulations.

Identify the process for rezoning damaged areas of the Town.

In coordination with the Recovery Operations Team, identify the process
for conducting and analyzing potential hazard mitigation projects.
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CONGEPT OF OPERATIONS

EOC SOP's -

During a disaster/femergency, the Fairfax EOC will activate to support
both the field response units and the EOC staff.

Emergency Operatiens Center-- Standard Operation Procedures

Infroduction

Primary and
Alternate Locations

Within Fairfax, normal day-to-day operations are conducted by the various
departments and agencies. The EOC is a location from which centralized
emergency management can be performed during a major emergency or
disaster. The level of EOC staffing will vary with the specific emergency
situation, enabling the efficient use of available Town staff.

The primary EOC is located in the Fire Warden’s Room, Second Floor,
Ross Valley Fire Station #21. The alternate EOC is located in the Town
Administrator’s Office at 142 Bolinas Road.

INSERT FLOOR DIAGRAMS OF Town EOC

EOC Activation
Policy/Authority

(See next page)

The Fairfax EOC is activated when field response agencies need support.
Activation may involve partial or full staffing, depending on the support
required.

The following Town personnel are authorized to request the activation of
the EOC:

¢ The Mayor or Vice Mayor if Mayor unavailable
» The Town Manager or designee

¢ The Police Chief or designee

¢ The Fire Chief or designee
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Major earthquake damage

EOC Activation
Levels Fairfax has established three levels of EOC activation. For each level, a
suggested minimum staffing guide has been developed, as depicted below.
Event/Situation Activation | Minimum Staffing
Level Suggested
Severe Weather Advisory EOC Director
Small incidents involving two or more town . . .
d Planning/Intelligence Section
epartments Chi
ief
Flood Watch One
Resource request from outside the town Logistics Section Chief
Representatives of
corresponding town
departments
Moderate Earthquake EQC Director
Major wildland fire affecting developed area _ _
Major wind or rain storm . All Section Chiefs
Two or more large incidents involving two or Two ) i
more town departments Units as appropriate for
Flood Warning the situation
Resources are requested from outside the town A .
ZENCy representatives as
appropriate
Major emergency impacting the town All EOC positions
Multiple departments with heavy resource
involvement Three

Partlil -- Extended Response
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Action Plans

The use of Action Plans in the EQC provides a clear and measurable
process for identifying objectives and priorities for a given event. Action
planning is an important management tool that involves:
* A process for identifying priorities and objectives for
CMErgency response or recovery efforts. ‘
= Plans which document the priorities and objectives, and the
tasks and personnel assignments associated with meeting the
objectives.

The action planning process should involve the EOC Director and Section
Chiefs (which includes the Chiefs of each Section), along with other EQC
staff, as needed, such as special districts, and other agency representatives.

The Planning/Intelligence Section is responsible for facilitating the action
planning meeting and completing and distributing the Action Plan. Action
Plans are developed for a specified operational period, which may range
from a few hours to 24 hours. The operational period is determined by first
establishing a set of priority actions that need to be performed. A
reasonable time frame is then established for accomplishing those actions.

The Action Plans need not be complex, but should be sufficiently detailed
to guide EOC elements in implementing the priority actions. Sample
Action Plan objectives are contained in the Appendix.

More information about Action Plans is contained under Incident Action
Plans in Part II- Initial Response Operations of this Plan.

Information and Resource

Management

An Initial Damage Estimate (IDE), other critical information and resource
requests from the town are submitted to the Marin Operational Area. They
are forwarded to the State through the Coastal Regional Office of
Emergency Services. The Marin Operational Area electronically files
information and requests using the Response Information Management
System (RIMS).

Emergency Alert
Systenr (EAS): 'The Marin Operational Area, through the County Sheriff’s

Communication Center and the Office of Emergency Services, is a
participant in the Bay Area Local Area Emergency Alert System (EAS)
plan. Emergency information regarding Fairfax may be submitted to either
the Communications Center or the County OES/EOC.

Radio Amateur Civil
Emergency Service

(RACES)

The Marin County RACES operates on radio amateur frequencies by
authority of the FCC in support of emergency communications. RACES
can angment existing systems, substitute for damaged or inoperable
systems, and establish communications links with otherwise inaccessible
areas. Fairfax utilizes RACES resources in the town EQC,
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Resources requests

Coordination
04 Member
Jurisdictions

Resource requests wiil be made through one of the following processes:

¢ General requests for additional resources will be made through the
Logistics Section of the Operational Area EQC.

* Discipline-specific mutual aid systems requests for resources that
are normally within the inventories of the mutual aid system will g0
from local coordinator to Operational Area Mutual Aid Coordinator
to the Regicnal Mutual Aid Coordinator.

Resources that are not available within the Town of Fairfax:

*  Assure that Fire/Law resources requests are routed through the
Fire/Law Mutual Aid Coordinators in the Operational Area EOC.

o Requests for external resources should be coordinated internally at
the Operational Area level before being forwarded to the regional
level.

» Wil be requested through the State's Coastal Region EQC, via RIMS
in the Marin Operational Area EOC.

* The Resource Status (ReStat) Unit Coordinator in the Logistic
Section is responsible for tracking mutual aid resource requests.

Direct communications and coordination can be established between Marin
Operational Area member jurisdictions' activated EOCs both directly and through
the Marin Operational Area EOC. Initially, communications will be established
by any means available and with whoever is available, regardless of his functional
EOC position. Ideally, communications and coordination with the Operational
Area jurisdictions will occur along functional lines.

Special Districis The emergency response role of special districts is generally focused on their

normal services or functional area of responsibility. During disasters, some types
of special districts will be more extensively involved in the CMErgency response
by directly coordinating, communicating, and assisting local governments.

In Marin County, overlapping boundaries complicates relationships with special
districts and the local governments. For the special districts that serve more than
one local government and/or serve the County unincorporated areas, they will
coordinate and communicate directly with the County EOC.

Representatives of Special Districts in the EOC will use the checklist for “Agency
Representatives”

Private and Volunteer

Agencies

Private non-profit community based organizations (CBOs) may be
important resources for emergency response and recovery services. Some
of these agencies are critical in the welfare of their clients who have
special needs. The Marin InterAgency Disaster Coalition MIDC)
provides countywide coordination and communication with non-
governmental agencies in Marin County. MIDC has an Agency
Representative in the Operational Area EOC.
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Damage Assessment

In the event of a disaster that impacts communications and movement of
resources, non-profit organizations within Fairfax may be of critical
assistance. Some may need help with their special clients. An inventory of
local CBOs indicating those with possible services and those that might
need help is in the Appendix. This is maintained by thé Emergency
Operations Manager.

And Situation Reporting

General

Safety
Assessments

When a disaster occurs, it is necessary to collect and analyze information
concerning the nature, severity, and extent of the situation, and to report
the information through established channels. The information will be
used to assess the extent of the disaster/event and determine the
appropriate level of response. )

Information needed to determine the operational problems and immediate
needs of the community are critical. The specific information on dollar
amounts of the damage and the economic consequences of the disaster are
also important, but must not be collected until the operational problems
and immediate needs are collected and analyzed.

An initial assessment, sometimes called a "windshield survey," will be
conducted by specific departments to get a quick picture of the incident.

Initial damage assessments are done by conducting ground surveys, which’
will require the observation and reporting of damage, casualties, and status
of affected areas. The ground survey should include the inspection of and
reporting on facilities essential to public welfare and safety.

It is imperative that assessments be reported to the EOC as quickly as
ground surveys are collected and analyzed. Detailed damage assessment
information will be used to plan for both short and long-range recovery,
which will be given highest priority as the Town emergency organization
transttions from response to recovery operations.

Once activated, the Damage Assessment Unit of the Town EQOC
Operations Section, in conjunction with law and fire units, will:
 begin safety assessments of the damaged facilities and follow
up, as necessary, with the field responders’ initial damage
assessment.

* coordinate safety inspections with the other Operation units
(law, fire, medical, health), searching for life/property-
threatening situations.

* manage and coordinate teams of qualified inspectors who are
either local inspectors or inspectors obtained through the
mutual aid system. These teams will include civil and structural
engineers who will inspect both public and private property.

Part Il - Extenied Response Pauebof 8



Fairfax Emergency Operations Plan

Initial Damage _ :
Estimates (IDE) As significant damages become apparent, an Initial Damage Estimate
(IDE) should be prepared and forwarded to the Marin Operational Area.

The IDE includes the location and description of the damages and
provides a rough estimate of the associated dollar loss. The IDE will be
used to justify an Operational Area Declaration of Emergency.

Detailed assessments of damage to public and private facilities, with more
precise dollar loss estimates, will be formulated and forwarded later, as
recovery operations begin.

The Planning/Intelligence Section will complete and transmit the various
situation reports to the Marin Operational Area EQOC. When no damage is
observed, a report will be submitted indicating no observed damage.

Emergency Declarations

Declaration of a Local

FEmergency If conditions of extreme peril to persons and property exist, the Town
Manager may issue a proclamation declaring that a local EMETgENcy exists.
The Town Council must approve this declaration within 7 days of issuance
and within 10 days of the disaster. They must review, at least every 14
days, the need for continuing the local emergency and make a
proclamation of termination at the earliest possible date.

When a declaration has been made, either by the Town Manager or the
Town Council, it is sent to the Marin Office of Emergency Services for
submission to and consideration by the Marin County Board of
Supervisors. If there is an Operational Area declaration, the Board of
Supervisors may request that the Director of the Governor’s Office of
Emergency Services, concur and provide assistance under the state Natural
Disaster Assistance Act. This Act provides financial assistance for the
permanent restoration of public real property other than facilities used
solely for recreational purposes when it is damaged or destroyed by a
natural disaster.

Other Purposes
of a Local

Declaration  The Declaration of'a Local Emergency gives legal immunities for
emergency actions taken by Town employees to both the Town and the
employees. It also enables the enactment of emergency laws and curfews.

A sample of each of the declaration forms is included in the Appendix.

Transition Info
Recovery Operations As the threat to life, property, and the environment dissipates, the EOC
: Director will consider deactivating the EOC. The EOC Director will direct
Section Chiefs to deactivate their sections, ensuring that each unit/section
provides its logs and files to the Recovery Team. The Recovery Team will
organize these materials so they can be archived and/or utilized for the
financial recovery process.
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The Recovery Team Coordinator will coordinate the recovery effort,
ensuring that all damaged public facilities and services are restored. In
coordination with the Emergency Operations Manager, the Recovery Unit
will prepare the afier-action report, submitting it to the State's Coastal
Region Office of Emergency Services within 60 days of the disaster/event.

Recovery Operations are discussed in Part V of this plan.

Part Il -- Extended Response Page8oi8



Fairfax Emergency Operations Plan

PART IV - Checklists
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Overview

The five SEMS functions in the EOC are: Management, Operations,
Planning/Intelligence, Logistics, and Finance/Administration. These functions are the
basis for structuring the EOC Organization.

¢ Management is responsible for overall emergency policy and
coordination through the joint efforts of governmental agencies and
private organizations.

e Operations is responsible for coordinating support for local government's
emergency response, coordinating inter-jurisdictional responses.

* Planning/Intelligence is responsible for collecting, evaluating, and
disseminating information, developing the County incident action plan in
coordination with other functions, and maintaining documentation.

» Logistics is responsible for providing facilities, services, personnel,
equipment, and materials to support the EMErgency response.

s Finance/Administration is responsible for financial and other
administrative activities.

The duties and responsibilities for these functions are depicted in the position checklists
which are provided for each SEMS function. The checklists are based on three phases:
Actrvation, Operational, and Deactivation. A Generic Checklist, for the Activation and
‘Deactivation phases is provided: These checklists apply to every position in the EQC. "
Some positions may have unique actions to take under these two phases, which will be
noted on their specific checklists.

3
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GENERIC CHECKLIST (to be used by all positions)

Activation Phase

e Check in with the Personnel Unit (in Logistics) upon arrival at the Town EQC.

o Report to EOC Director, Section Chief, Unit Coordinator, or other assigned Supervisor.
s Obtain situational and work briefing from assigned Supervisor.

s Set up your workstation and review your position responsibilities.

e Establish and maintain a position log, which chronologically describes your actions taken
during your shift. Message Forms and Resource Request forms may be logged by their
munber.

¢ Determine your resource needs such as a computer, phone, plan copies, and other
reference documents.

nemnmllzatmn Phase

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

e Complete all required forms, reports, and other documentation. All forms should be

submitted through your supervisor to the Planning/Intelligence Section, as appropriate,
prior to your departure.

e Be prepared to provide mput to the after-action report.

e If another person is relieving you, ensure they are thoroughly briefed before you leave
your workstation.

e Clean up your work area before you leave.

e [Leave a forwarding phone number where you can be reached.
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EOC DIRECTOR

+#+% Read This Entire Position Checklist Before Taking Action ****
Responsibilities

1. Establish the appropriate staffing level for the Town EOC and continuously monitor
organizational effectiveness, ensuring that appropriate modifications occur as required.

2. Exercise overall management responsibility for coordination within Town.

3. Ensure that Multi-Agency/Inter-Agency Coordination is accomplished effectively.

Activation Phase

® Determine appropriate level of activation based on situation as known.

Mobilize appropriate personnel for the initial activation of the EOC.

Respond immediately to EOC site and determine operational status.

Obtain briefing from whatever sources are available.

Ensure that the EOC 1s properly set up and ready for operations.

Ensure that an EOC check-in procedure is established immediately.

Ensure that an EOC organization and staffing chart is posted and completed.
Determine which sections are needed, assign Section Chiefs to Operations, Logistics,

Planning/Intelligence and Finance/Administration as appropriate and ensure that they are
staffing their sections as required.

¢ Determine which Management Section positions are required and ensure they are filled as
soon as possible.
’ o EOC Coordinator
o Public Information Officer
o Safety/Security Officer
o Legal Officer
s Establish communications with Town departments, response agencies, special districts,
neighboring jurisdictions.
Establish communications with the Operational Area.
Assign EOC Coordinator to assure Multi-Agency/Inter-Agency coordination and
communications.
e Schedule the initial Action Planning meeting.

Operational Phase

* Monitor EOC staff activities to ensure that all appropriate actions are being taken.

» In conjunction with the Public Information Officer, conduct news conferences and review
media releases for final approval, following the established procedure for information
releases and media briefings.

e Ensure that the EOC Coordinator is providing for and maintaining effective coordination.

» Based on current status reports, establish initial strategic objectives for the Town EOC.

e In coordination with Management Staff, prepare management function objectives for the
initial Action Planning Meeting.

o Convene the initial Action Planning meeting.

o Ensure that all Section Chiefs, Management Staff, and other key agency
representatives are in attendance.
o Ensure that appropriate Action Planning procedures are followed.

o Ensure the meeting is facilitated appropriately by the Planning Intelligence
Section.
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Once the Action Plan is completed by the Planmng/lntelh gence Section, review, approve
and authorize its implementation.

Conduct periodic briefings with the EOC staff to ensure strategic DbjCCthGS are current
and appropriate.
Conduct regular briefings for the Mayor and Town Council or their representatives.

Determine need for and issue Emergency Pr oclamanon for Town. Inform Marin County
Office of Emergency Services of such action.

Ensure all required documentation and records to support actions taken are kept.

Brief your relief at shift change, ensuring that ongoing actlvmes are identified and
follow-up requirements are known.

Bemohilization Phase

Authorize deactivation of sections, units, and units when they are no longer required.
Notify the Marin OES/EOC and other appropriate organizations of the planned
deactivation time.

Ensure that any open actions not yet completed will be handled after deactivation.
Ensure that all required forms or reports are completed prior to deactivation.

Be prepared to provide input to the after-action report.

Deactivate the EQC at the designated time, as appropriate.

Proclaim termination of the emergency and proceed with recovery operations.
Ensure activation and continuation of the Recovery Team.
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ECC COORDINATOR

*##* Read This Entire Position Checklist Before Taking Action *#*+*

RESI]DIISI]I“I[IBS

9

6.

Facilitate the overall functioning of the Town EOC.
Assist and serve as an advisor to the EOC Director and EOC Staff as needed, providing
information and guidance related to the internal functions of the EOC and ensure
compliance with Town emergency plans and procedures.
Establish and maintain contact with the Marin Operational Area, neighboring cities,
special districts and utilities.
Oversee all liaison activities, including

» coordinating outside agency representatives assigned to the Town EOC,

e handling requests from other EOCs for Town agency representatives, and

e establishing contacts with local businesses and employers.
Establish and maintain a central location for incoming agency representatives, providing
workspace and support as needed. Ensure that guidelines, policy directives, situation

reports, and a the EOC Action Plan is provided to Agency Representatives upon check-in
Ensure that deactivation is accomplished when directed by the EOC Director.

Activation Phase

Follow Generic Checklist, Activation phase.
Assist the EOC Director in determining appropriate staffing for the Town EOC.
Provide assistance and information regarding section staffing to all EOC staff.

Operational Phase

Assist the EOC Director and the EOC Staff in developing overall strategic objectives as
well as section objectives for the Incident Action Plan.

Advise the EOC Director on procedures for enacting emergency proclamations,
emergency ordinances and resolutions, and other legal requirements.

Assist the Planning/Intelligence Section in the development, continuous updating, and
execution of the Incident Action Plan.

Provide overall procedural gnidance to EOC Staff as required.
Provide general advice and guidance to the EOC Director as required.
Ensure that all notifications are made to the Marin Operational Area OES/EOC.

Assist the EOC Director in preparing for and conducting briefings with Mayor and City
Council, the media, and the general public.

Coordinate all EOC visits,

Coordinate activities with Marin Operational Area, neighboring jurisdictions, special
districts, and private employers.

Provide agency representatives from Town EOC to other EQCs, as required and
requested.

Contact Agency Representatives already on-site, ensuring that they:
o Have signed into the EOC,
o Understand their assigned functions,
o Know their work locations,
o Understand Town EOC organization and floor plan.

Determine if additional agency representation is required.
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¢ Request that Agency Representatives maintain communications with their agencies and
~ obtain siluation status reports regularly. '
¢ Maintain a roster of agency representatives located at the Town EOC.

Establish connections with Town businesses and employers, to determine their status and
potential needs.

* In conjunction with the EOC Director, establish and maintain a Multi-Agency/ Inter-
Agency Coordination Group comprised of outside agency representatives and executives
not assigned to specific sections within the EOC. Assist the EOC Director in conducting
regular briefings for this group.

¢ Provide assistance with shift change activity, as required.

Demohilization Phase
= FPollow Generic Checklist, Demobilization phase.
o Release agency representatives that are no longer required in the EOC.
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PUBLIC INFORMATION OFFIGER

||

ki Read This Entire Position Checklist Before Taking Action **%*

Responsihilities

1. Serve as the coordination point for all media releases for the Town. Represent the Town as
the lead Public Information Officer.

2. Ensure that the public within the Town receives complete, accurate, and consistent

information about life safety procedures, public health advisories, relief and assistance
programs and other vital information.

3. Coordinate media releases with Public Information Officers representing the Town and other
affected jurisdictions within Marin County.

4. Ensure that information 1s provided about businesses, services and resources that are
operational and available.

Activation Phase

Follow Generic Checklist, Activation phase.

Determine staffing requirements and make required personnel assignments for the Public
Information Office as necessary.

Onerational Phase

Obtain policy guidance from the EOC Director with regard to media releases.

In coordination with other EOC sections and as approved by the EOC Director, issue

ginelyba;pd consistent advisories and instructions Iigor life satety, health, and assistance for
e public.

Keep the EOC Director advised of all unusual requests for information and of all major

cr%tifal or unfavorable media comments. Recommend procedures to improve media

relations. _

Coordinate with the Situation Analysis Unit (Planning/Intelligence) and identify method

for obtaining and verifying significant information as 1t is developed.

Ensure that a rumor control function is established to correct false or erroneous

information.

Establish a Media Information Center, as required, providing necessary space, materials,

telephones, and electrical power. Maintain up-to-date status boards at the media

hlf(()ilfmation center. Provide adequate staff to answer questions from members of the

media.

Implement and maintain an overall information release program.

Interact with other EOC sections, units, and units to provide and obtain information

relative to public information operations.

Work with Operational Area PIO to develop content for state EAS releases.

Ensure that adequate staff is available at incident sites to coordinate and conduct tours.

Provide sufficient staffing and telephones to handle incoming media and public calls.

Ensure that announcements, emergency information, and materials are translated and

prepared for special populations (non-English speaking, hearing impaired, etc.).

Monitor broadcast media, to develop follow-up news releases and ramor control.

Ensure that file copies are maintained of all information received and released.

Prepare final news releases and advise media representatives of points-of-contact for

follow-up stories. Provide copies of all releases to the EQC Director.

Conduct shift change briefings in detail, ensuring that in-progress activities are identified

and follow-up requirements are known.

Bemohilization Phase

Follow Generic Checklist, Demobilization phase.
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SAFETY/SECURITY OFFICER

##4:+ Read This Entire Position Checklist Before Taking Action *++¥

Responsihilities

1.

Ensure that all buildings and other facilities used in support of the Town EOC are in safe
operating condition.

2. Monitor operational procedures and activities in the EQC to ensure they are being
conducted in a safe manner considering the existing situation and conditions.
3. Stop or modify all unsafe operations outside the scope of the EOC Action Plan, notifying
the EQC Director of actions taken.
4. Provide 24-hour security for the Town EOC.
5 Control personnel access to the Town EOC in accordance with policies established by the
EOC Director.
6. Ensure that procedures are taken to manage stress and to remove staff that appear to be
overstressed.
Activation Phase
e Follow Generic Checklist, Activation phase.
Gperational Phase
» Tour the entire EOC facility and evaluate conditions; advise the EOC Director of any
conditions and actions which might result in liability - e.g., oversights, improper response
actions, etc.
e Study the EOC facility and document the locations of all fire extinguishers, emergency
pull stations, and evacuation routes and exits.
s Be familiar with particularly hazardous conditions in the facility; take action when
necessary.
e Prepare and present safety briefings for the EOC Director and EOC Staff at appropriate
meetings.
e Ifthe event, which caused activation, was an earthquake, provide guidance regarding
actions to be taken in preparation for aftershocks.
o FEnsure that the EOC facility is free from any environmental threats - e.g., radiation and
other toxic exposure, air quality, water potability, etc.
» Keep the EOC Director advised of unsafe conditions; take action when necessary.
o Coordinate with the Finance/Administration Section in preparing any personnel injury
claims or records necessary for proper case evaluation and closure.
e Determine the current EOC security requirements and arrange for staffing as needed.
e Determine needs for special access to EOC facilities.
e Request that a mental health worker is available with each shift change for debriefing
and/or as needed for individual evaluation.
Provide executive and VIP security as appropriate and required.
Provide recommendations as appropriate to EOC Director.
Prepare and present security briefings for the EOC Director and EQC Staff at appropriate
meetings.
Bemohilization Phase

Follow Generic Checklist, Demobilization phase.
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OPERATIONS SECTION CHIEF

4% Read This Entire Position Checklist Before Taking Action *##*

Respo
1.

nsihilities

Ensure that the Operations Section Functions are carried out

2, Ensure that operational objectives and assignments identified in the Incident Action Plan
are carried out effectively.
3. Establish the appropriate level of unit organizations within the Operations Section.
4. Ensure that the Planning/Intelligence Section is provided with Status Reports from all
Operation Units.
5. Conduct periodic Operations briefings for the EQC Director, as required or requested.
6. Overall supervision of the Operations Section.
Activation Phase
* Follow the Generic Checklist, Activation phase.
* Ensure that the Operations Section is set up properly and that appropriate personnel,
equipment, and supplies are in place, including maps and status boards.
Obtain a preliminary sitvation briefing.
Obtain a current communications status briefing. )
Based on the situation, activate appropriate Units within the section. Designate Unit
Coordinators as necessary.
¢ Determine the need for Mutual Aid.
s Coordinate with the EOC Coordinator regarding the need for Agency Representatives in
the Operations Section. :
e Establish radio or cell-phone communications with Incident Commander(s) operating in
* the field.
Establish a link with the Operations Section at the Operational Area EQOC,
Based on the situation known or forecasted, determine likely future needs of the
Operations Section.
* . Identify key issues currently affecting the Operations Section; meet with Section
personnel to determine appropriate section objectives for the first operational period.
s Review responsibilities of units in section; develop an Operations Plan detailing
strategies for carrying out Operations objectives.
e Adopt a proactive attitude. Think ahead and anticipate situations and problems before
they occur.
Operational Phase

Ensure that all section personnel are maintaining their individual position logs.

Ensure that situation and resources information is provided to the Planning/Intelligence
Section on a regular basis or as the situation requires, including Major Incident Reports
and Damage Assessment and Status Reports from Agency Representatives.

Ensure that all media contacts are referred to the Public Information Officer.

Conduct periodic briefings and work to reach consensus among staff on objectives for
forth-coming operational periods.

Attend and participate in EOC Director's action planning meetings.

Provide the Planning/Intelligence Section Chief with the Operations Section's objectives
prior to each action planning meeting.

Work closely with each Unit Coordinator to ensure that the Operations Section
objectives, are addressed.
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» Ensure that the vnits coordinate all resource needs through the appropriate Mutual Aid
Coordinators or the Logistics Section. ‘

e Ensure that intelligence information from Unit Coordinators is made available to the
Planning/Intelligence Section in a timely manner.

e Ensure that fiscal and administrative requirements are coordinated through the
Finance/Administration Section (notification of emergency expenditures and daily time
sheets).

Brief the EOC Director on all major incidents.
Brief Unit Coordinators pericdically on any updated information you may have received.
Share status information with other sections as appropriate.

Demobilization Phase
e Follow the Generic Checklist, Demobilization phase.
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LAW ENFORCEMENT UNIT COORDINATOR

%% Read This Entire Position Checklist Before Taking Action #*+*+*

Responsihilities
1. Alert and notify the public of the impending or existing emergency in the town and contract
areas,

Coordinate movement and evacuation operations during a disaster in the town and contract
areas.

Coordinate law enforcement and traffic control operations during the disaster.

Coordinate site security at incidents.

Acquire mutual aid resources, as necessary, through the Operational Area.

Assist Marin County Coroner's Office as necessary.

Supervise the Law Enforcement Unit.

Activation Phase

* Follow the Generic Checklist, Activation phase.

o Based on the situation, activate the necessary Units within the Law Enforcement Unit:
e Provide an initial situation report to the Operations Section Chief.

o Based on the initial EOC strategic objectives, prepare objectives for the Law

Enforcement Unit and provide them to the Operations Section Chief prior to the first
Action Planning Meeting.

AR i

Operational Phase

o Ensure that Unit position logs and other appropriate files are maintained.

o Maintain current status on Law Enforcement missions being conducted in your
jurisdiction. .

¢ Provide the Operations Section Chief and the Planning/Intelligence Section Chief with an

overall summary of Law Enforcement Unit operations periodically or as requested.

Assess the impact on the Town Police Department operational capability.

Establish contact with the Law Unit at the Marin Operational Area EOC.

Provide support and assistance to the Marin County Coroner.

Evaluate and process all muotual aid requests through the Operational Area law mutual aid
coordinator, and the Logistics Section.

Begin notification and recall of key personnel and general employees.
Refer all contacts with the media to the Public Information Officer.

Inform field units of location of and provide security for shelters, first aid facilities, field
treatment sites, fatality collection points, and other pertinent facilities.
Initiate animal control activities as necessary through the Marin Humane Society.
Ensure that all fiscal and administrative requirements are coordinated through the
Finance/Administration Section (notification of any emergency expenditures and daily
time sheets). :

s Prepare objectives for the Law Enforcement Unit for the subsequent operations period;
provide them to the Operations Section Chief prior to the end of the shift and the next
Action Planning meeting.

¢ Provide your relief with a briefing of all ongoing activities, unit objectives for the next
-operational period, and any other pertinent information.

Bemohilization Phase
s Follow the Generic Checklist, Demaobilization phase.
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FIRE & RESCUE UKIT COORBINATOR

.

... .. **%* Read This Entire Position Checklist Before Taking Action ****

Responsibilities
Coordinate fire/rescue operations in the Town.
Acquire mutual aid resources, as necessary, through the Operational Area.

Implement the objectives of the Incident Action Plan assigned to the Fire & Rescue Unit.

1

2 ‘

3. Coordinate the mobilization and transportation of all resources through the Logistics Section.
4

5

Supervise the Fire & Rescue Unit.

Rctivation Phase

Follow the Generic Checklist, Activation phase.
Based on the situation, activate the necessary Units within the Fire & Rescue Unit:

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

Prepare objectives for the Fire & Rescue Unit; provide them to the Operations Section
Chief prior to the first action planning meeting.

Operational Phase

Ensure that Unit position logs and other files are maintained.

Maintain current status of Fire & Rescue missions being conducted in your area of
responsibility.

Establish contact with the Fire Section at the Operational Area EOC.

Assess the impact on the Ross Valley Fire Department’s operational capability.

Provide the Operations Section Chief and the Planning/Intelligence Section Chief with an
overall summary of Fire & Rescue Unit operations periodically or as requested .

Refer all contacts with the media to the Public Information Officer.

Evaluate and process all fire mutual aid requests through the Operational Area mutual aid
coordinator and the Logistics Section.

Begin notification and recall of key personnel and general employees.

Establish priorities for fire/rescue, search and rescue, medical support, hazardous
materials incidents.

Receive, process and prioritize non-fire resource requests.
Coordinate with the Law Unit and the Care & Shelter Unit to determine the status of

- gvacuations and shelter locations.

Ensure that all fiscal and administrative requirements are coordinated through the
Finance/Administration Section (notification of any emergency expenditures and daily
time sheets).

Prepare objectives for the Fire & Rescue Unit for the subsequent operations period;
provide them to the Operations Section Chief prior to the end of the shift and the next
action planning meeting.

Provide your relief with a briefing at shift change; inform him/her of all on going

activities, and unit objectives for the next operational period, and any other pertinent
information.

Demobhilization Phase

Follow the Generic Checklist, Demobilization phase.
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MEDICAL AND HEALTH SNIT COORDINATOR

*#%* Read This Entire Position Checklist Before Taking Action **¥* ]

Responsihilities

1. Determine the medical and health impact of the event on the Town population and medical
and health infrastructure, and ensure information is provided to the Operations Section Chief,
and other appropriate coordinating agencies.

2. Evaluate and prioritize requests from and determine level of support to neighborhood groups,
3. Coordinate the mobilization and transportation of all resources through the Logistics Section.
4. Implement the appropriate Action Plan objectives for the Medical and Health Unit.
Activation Phase

o Follow the Generic Checklist, Activation phase.

e Determine level of staff required for current operations as well as relief shifts.

o Prepare the initial medical and health situation report.

e Dstablish contact with the Operational Area EOC Medical and Health Unit.

s Prepare objectives for the Medical and Health Unit and provide them to the Operations
Section Chief prior to the first Action Planning Meeting.

Operational Phase

 Ensure that Medical and Health Unit and unit position logs and other necessary files are
maintained.

* Respond to requests for medical and health resources in coordination with the
Operational Area EOC Medical and Health Unit.

¢ In coordination with the Fire Unit Coordinator, monitor use of any locally created caches
of medical equipment.

e Monitor environmental, public health and mental health response operations.

» Ensure adequate environmental controls are initiated and maintained as required.

» Ensure that Operational Area public health and medical information updates are provided
to the Public Information Officer and that all media inquiries are referred to the PIO as
required.

o Ensure that Unit objectives are identified and reviewed as required to facilitate the action
planning process.

Demobilization Phase

e Follow the Generic Checklist, Demobilization phase.

» Ensure that public health information guidelines are issued to the PIO for periodic media
‘releases during the recovery phase.

Operations PageSof8



Fairfax Emergency Operations Pian [EOC checklists)
PUBLIC WORKS GNIT COORDINATOR

... ... %%+ Read This Entire Position Checklist Before Taking Action **+* |
Resnonsihilities

1. Survey all public and private facilities, evaluate their safety, assessing the damage to such
facilities and coordinating the repairs of damage to public facilities.

2. Assist other sections, units as needed.

3. Supervise the Public Works Unit.

Activation Phase

e Follow the Generic Checklist, Activation phase.

Based on the situation, activate the necessary units within the Pubhc Works Unit:
Assist with the coordination of mutual aid resources as necessary.

Provide an initial situation report to the Operations Section Chief.

Based on the initial EOC strategic objectives, prepare objectives for the Public Works
Unit and provide them to the Operations Section Chief prior to the first action planning
meeting.

Operational Phase

¢ Ensure that unit position logs and other necessary files are maintained.

e Maintain current status on all public works activities being conducted in your area of
responsibility.

* As soon as possible, complete the Initial Damage Estimate (IDE) Report and submit it to
the Marin Operational Area OES/EOC. (See form in Appendix)

» Request mutual aid as required. Ensure that requests for engineers specify type needed.

o Deternmine and document the status of transportation routes into and within the affected
areas. :

Coordinate debris removal services as required.

Inspect and make Safety Evaluations of all public and private structures in the impacted
area.

e Provide the Operations Section Chief and the Planning/Intelligence Section Chief with an
overall summary of the Public Works Unit operations periodically during the operational
period or as requested. ,

o Establish priorities for restoration of town essential services facilities (i.e. power, gas,
telephone, water, sanitary, etc.)

Refer all contacts with the media to the Public Information Officer.

Ensure that all fiscal and administrative requirements are coordinated through the
Finance/Administration Section (notification of any emergency expenditures and daily
time sheets).

o Prepare objectives for the Public Works Unit for the subsequent operations period, and
provide them to the Operations Section Chief prior to the end of the shift and the next
Action Planning meeting.

e Provide your relief with a briefing at shift change, informing him/her of all ongoing
activities, unit objectives, and any other pertinent information.

Demohilization Phase
o Follow the Generic Checklist, Demobilization phase.
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CARE & SHELTER UNIT COORDINATOR

It

##4% Read This Entire Position Checklist Before Taking Action **+*

]

Responsibilities

1.

Coordinate with volunteer agencies to ensure food, potable water, clothing, shelter and
other basic necessities are provided for the citizens of the Town affected by a
disaster/event.

Provide for a central registration and inquiry service to reunite families or respond to
inquiries from relatives or friends.

Be sensitive to special needs, cultural differences, ete.

Supervise the Care & Shelter Unit.

Activation Phase

Follow the Generic Checllist, Activation phase.

Operational Phase

Establish and maintain your position log and other necessary files.

Provide the Operations Section Chief and the Planning/Intelligence Section Chief with an

overall summary of Care & Shelter Unit Operations periodically during the operations

period or as requested. Summaries should include number of displaced persens; location,
space, census and type of each shelter; number of unsheltered persons needing foodstuffs,

meals, water, clothing and/or other basic necessities; and number and type of unmet
personal needs. _

Coordinate with the EOC Coordinator to request necessary Agency Representatives.
Coordinate with the Operational Area EOC Care & Shelter Unit.

Coordinate with the Marin InterAgency Disaster Coalition to establish communications
with other volunteer agencies to provide other necessities.

Initiate animal welfare protocols through the Marin Humane Society.

Coordinate with and oversee the American Red Cross in designating, opening, staffing
and managing congregate care shelters to the extent possible. Ensure that each activated
shelter meets the requirements as described under the Americans with Disabilities Act.
In coordination with the American Red Cross and The Salvation Army, activate an
inquiry re'gistry service to reunite families and respond to inquiries from relatives or
friends.

Work with the Medical/Health Unit to provide appropriate care and shelter for special
populations.

Prepare objectives for the Care & Shelter Unit for the subsequent operations period,;
provide them to the Operations Section Chief prior to the end of the shift and the next
Action Planning Meeting.

Refer all contacts with the media to the Public Information Officer.

Demonhilization Phase
Follow the Generic Checklist, Demobilization phase.
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AGENCY REPRESENTATIVES

*#+++ Read This Entire Position Checklist Before Taking Action *#¥*

Responsihilities

1. Agency Representatives should be able to speak on behalf of their agencies, within
established policy limits, acting as a liaison between their agencies and the Town. _

2. Agency Representatives may facilitate requests to or from their agencies, but normally do not
directly act on or process resource requests.

3. Agency Representatives are responsible for obtaining situation status information and
response activities from their agencies for the Town EOC.

Activation Phase

Follow Generic Checklist, Activation phase.

Check in with the EOC Coordinator and clarify any issues regarding your authority and
assignment, including the functions of others in the Town EOC organization.

Establish communications with your home agency; notify the Logistics Section
Communications Unit and the EQC Coordinator of any communications problems.
Unpack any materials you may have brought with you and set up your assigned station,
request through the EOC Coordinator and/or Logistics to obtain necessary materials and
equipment.

Obtain an EOC organization chart, floor plan, and telephone list from the EOC
Coordinator.

Contact the Operational Area EOC sections or units that are appropriate to your
responsibility; advise them of your presence and assigned work location in the EOC.

Operational Phase

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

Keep current on the general status of resources and activity associated with your agency.
Provide appropriate situation information to the Planning/Intelligence Section.
Represent your agency at planning meetings, as appropriate, providing update briefings
about your agency's activities and priorities.

Keep your agency executives informed and ensure that you can provide agency policy
guidance and clarification for the Town EOC Director as required.

On a regular basis, inform your agency of the Town EOC priorities and actions that may
be of interest.

Refer all contacts with the media to the Public Information Officer..
Maintain logs and files associated with your position.

Demohilization Phase

Follow Generic Checklist, Demobilization phase.

When deactivation is approved by the EOC Director, contact your agency and advise
them of expected time of deactivation and points of contact for the completion of ongoing
actions or new requirements.

Ensure that you complete all final reports, close out your activity log, and transfer any
ongoing missions and/or actions to the EOC Coordinator or other appropriate individual.
Ensure copies of all documentation generated during the operation are submitted to the
Planning/Intelligence Section.
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PLANNING/INTELLIGENCE SECTION CHIEF

#¥++ Read This Entire Position Checklist Before Taking Action **F*¥
Responsihilities

1. Ensure that the responsibilities of the Planning/Intelligence Section are carried out, to
include: .

collecting, analyzing, and displaying situation information;
e . preparing periodic Situation Status Reports;
e preparing and distributing the Incident Action Plan and facilitating the
action planning meeting;
conducting Advance Planning activities and report;
providing technical support services to the various EOC sections and
units;
e documenting and maintaining files on all EOC activities;
¢ conducting Recovery planning activities.
2. Establish the appropriate level of organization for the Planmng/lntelhgence Section,

and exercise overall responsibility for the coordination of unit activities within the
section.

3. Keep the EOC Director informed of significant issues affecting the
Planning/Intelligence Section.
4. Supervise the Planning/Intelligence Section.

Activation Phase

e Follow the Generic Checklist, Activation phase.

e Ensure that the Planning/Intelligence Section is set up properly and that
appropriate personnel, equipment, and supplies are in place, including computers,
maps and status boards.

» Based on the situation, activate units within the section as needed and designate
Unit Coordinators for each element.

e Meet with Operations Section Chief; and obtain and review any major incident
reports.

e Make a list of key issues to be addressed by Planning/Intelligence; in consultation
with section staff, identify objectives to be accomplished during the initial
Operational Period.

Keep the EOC Director informed of significant events.
Adopt a proactive attitude, thinking ahead and anticipating sifuations and
problems before they occur.

Operational Phase
¢ Ensure that Planning/Intelligence position logs and other necessary files are
maintained. -
e Ensure that the Situation Analysis Unit is maintaining current information for the
Situation Status Report.

e Ensure that major incidents reports and unit status reports are completed by the
Operations Section and are accessible to Planning.

e Ensure that a Situation Status Report is produced and distributed to all EOC

Sections and the Operatlonal Area at least once, prior to the end of the operational
period.
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e Ensure that all status boards and other displays are kept current and that posted
information is neat and legible. -

e Ensure that the Public Information Officer has 1mmed1ate and unhmlted access to
all status reports and displays.

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

» Facilitate the EOC Director's action planning meetings approximately two hours
before the end of each operational period.

o Ensure that objectives for each section are completed, collected, and posted in
preparation for the next action planning meeting.

e Ensure that the Incident Action Plan is completed and distributed prior to the start
of the next operational period.

¢ Ensure that the Advance Planning Unit develops and distributes a report which
highlights forecasted events or conditions likely to occur beyond the forthcoming
operational period; particularly those situations which may influence the overall
strategic objectives of the jurisdiction.

o Ensure that the Documentation/Display Unit maintains files on all activities
related to the event, and provides reproduction services for the EOC, as required.

¢ Provide technical services, such as energy advisors and other technical specialists
to all EOC sections as required.

¢ Ensure that fiscal and administrative requirements are coordinated through the
Finance/Administration Section.

» Ensure that the Recovery Planning unit collects all necessary information to pass
onto the Recovery Team once the EOC is deactivated.

Demohilization Phase
o Follow the Generic Checklist, Demobilization phase.
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SITURTION ANALYSIS UKIT COORDINATOR

|

##%% Read This Entire Position Checklist Before Taking Action *##*

RBS[IBIISI[]IIIIIBS

2
3.
4.
5.

6.

Oversee the collection, organization, and analysis of situation information.

Ensure that information collected from all sources is validated prior to posting on
status boards.

Ensure that Situation Status Reports are developed for dissemination to EOC staff
and the Operational Area EOC.

Ensure that an Incident Action Plan is developed for each operational period,
based on objectives developed by each EOC Section.

Ensure that all maps, status boards, and other displays contain current and
accurate information.

Supervise Situation Analysis Unit.

Activation Phase

Follow the Generic Checklist, Activation phase.

Ensure there are adequate staff available to collect and analyze incoming
information, maintain the Situation Status Report, and facilitate the action
planning process.

Prepare Situation Analysis Unit objectives for the initial Action Planning meeting.

Dperational Fhase

Ensure position logs and other necessary files are maintained.

Oversee the collection and analysis of all event or disaster related information
from all EOC Sections, schools, and Marin Operational Area EOC.

Oversee the preparation and distribution of the Sitnation Status Report. (See
Sitnation Report Form in Appendix).

Coordinate with the Documentation Unit for manual distribution and reproduction
as required.

Ensure that each EOC Section provides the Situation Analysis Unit with Unit
Status Reports on a regular basis.

Maintain information on weather conditions, current and forecasted. Keep up-to-
date weather information posted.

e - Prepare a situation summary for the EOC Action Planning meeting.

Ensure that each section provides their objectives at least 30 minutes prior to each
Action Planning meeting.

Convene and facilitate the Action Planning meeting following the meeting
process guidelines.

Following the meeting, ensure that the Documentation Unit publishes and
distributes the Action Plan prior to the beginning of the next operational period.
Ensure that Operations Section and Logistics Section provide information on
needs and resources available from Agency Representatives.

Ensure that adequate staff is assigned to maintain all maps, status boards, and
other displays. :

Demohilization Phase

Follow the Generic Checklist, Demobilization phase.
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DOCUMENRTATION/DISPLAY UNIT COORDINATOR

##++ Read This Entire Position Checklist Before Taking Action **#**

Responsihilities

1.

Collect, organize and file all completed event or disaster related forms, to include: all
EOC Position Logs, Situation Status Reports, Incident Action Plans, Damage
Assessments and any other related information, just prior to the end of each
operational period. '

2. Maintain a current situation display on status boards.

3. Provide documentation reproduction services to EOC staff.

4. Distribute the Situation Status Reports, Incident Action Plan, and other documents, as
required.

5. Maintain a permanent electronic archive of all Situation Status Reports and Action.

Plans associated with the event or disaster.

6. Assist the EOC Coordinator in the preparation and distribution of the After Action
Report.
7. Supervise the Documentation Unit.
Activation Phase

» Follow the Generic Checklist, Activation phase.
Operational Phase

e Maintain a position log.

* Meet with the Planning/Intelligence Section Chief to determine what EQC
materials should be maintained as official records.

e Meet with the Recovery Planning Unit Coordinator to determine what EOC
materials and documents are necessary to provide accurate records and
documentation for recovery purposes.

e Check the accuracy and completeness of records submitted for file.

¢ Initiate and maintain a roster of all activated EOC positions to ensure that position
logs are accounted for and submitted to the Documentation Unit at the end of each
shift.

» Display situational and operational information in the EOC using display boards,
maps and other visual aids.

e Reproduce and distribute the Situation Status Reports and Action Plans either
manually or electronically. Ensure distribution is made to the Operational Area
EOC.

e Keep extra copies of reports and plans available for special distribution, as
required.

e Set up and maintain document reproduction services for the EOC.

Nemohilization Phase

e Follow the Generic Checldist, Demobilization phase.
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ADVANCE PLANNING UNIT COORBINATOR

||

*44% Read This Entire Position Checklist Before Taking Action #%#%%* |

Responsibilities

1. Development of an Advance Plan consisting of potential response and recovery
related issues likely to occur beyond the next operational period, generally within 36
to 72 hours.

2. Review all available Situation Status Reports, Action Plans, and other significant
documents.

3. Determine potential future impacts of the event or disaster; particularly issues which
might modify the overall strategic EOC objectives.

4. Provide periodic briefings for the EOC Director and General Staff addressing
Advance Planning issues.

5. Supervise the Advance Planning Unit.

Activation Phase

Follow the Generic Checklist, Activation phase.

Operational Fhase

Maintain a position log.

Monitor the current Situation Status Report to include recent updates.

Meet individually with the General Staff and determine best estimates of the
future direction of the event or disaster.

Develop an Advance Plan identifying future policy related issues, social and
economic impacts, significant response or recovery resource needs, and any other
key issues likely to affect EOC operations within a 36 to 72 hour time frame.
Submit the Advance Plan to the Planning/Intelligence Chief for review and
approval prior to conducting briefings for the General Staff and EOC Director.
Review action planning objectives submitted by each section for the forthcoming
operational period. In conjunction with the General Staff, recommend a fransition

strategy to the EOC Director when EOC activity shifts predominantly to Recovery
Operations.

Demohilization Phase -
e Follow the Generic Checklist, Demobilization phase.
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DEMORBILIZATION UNIT COORDINATOR

[ #++* Read This Entire Position Checklist Before Taking Action *#+* |
Responsihilities

1. Develop a Demobilization Plan for the EOC based on a review of the pertinent
planning documents and status reports.

2. Supervise personnel assigned to the Demobilization Unit.

fictivation Phase

o Follow the Generic Checklist, Activation phase.

Operational Phase
e Monitor the current situation report to include recent updates.

s Meet individually with the general staff and administer the section/unit worksheet
for the demobilization plan.

¢ Meet with the EQC Director and administer the EOC Director’s worksheet for the
demobilization plan.

o Utilizing the worksheets, develop the Demobilization Plan and circulate to the
EOC Director and General Staff for review.

e Formalize the Demobilization Plan for the EOC Director.

e Demobilization planning must occur at least once during the operational period
for as long as EQC Sections are formally staffed.

e Advise all Section Chiefs to ensure that demobilized staff complete all reports,
timesheets, and exit surveys in coordination with the Personnel Unit prior to
leaving the EOC.

Nemohilization Phase
e Follow the Generic Checklist, Demobilization phase.
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RECOVERY PLANNING UNIT COORDINATOR

I **%* Read This Entire Position Checklist Before Taking Action **** I
Responsihilities
1. Collect and maintain documentation of all disaster information for reimbursement
from (FEMA) and/or the Governor’s Office of Emergency Services, and transfer
of documentation to the Recovery Team when the EOC is deactivated.
2. Provide periodic briefings for the EOC Director and General Staff addressing
Recovery Planning issues.
3. Supervise the Recovery Unit and all recovery operations until EOC is deactivated.

fictivation Phase

e Follow the Generic Checklist, Activation phase.
Operational Phase
Maintain a position log,.
Monitor the current Situation Status Report including recent updates.
Work with Documentation/Display Unit to collect reports for Recovery Team.
Work with Finance/Administration to ensure the following steps:
= In conjunction with the Auditor/Finance office, compute costs for use of
equipment and facilities owned, rented, donated, or obtained through
mutual aid.
= (Obtain information from the Resources Status Unit regarding equipment
use times.
= Ensure that the Auditor/Finance office establishes a disaster accounting
system, to include an exclusive cost code for disaster response.
= Ensure that each section is documenting cost recovery information from
the onset of the event or disaster; collect required cost recovery
documentation daily, at the end of each shift.

e Meet with Documentation Unit Coordinator, review EQC position
logs, journals, all Reports, Action Plans to determine additional
cost recovery items that may have been overlooked.

e Act as the liaison with the Marin County OES, state/federal
disaster assistance agencies, to coordinate the cost recovery
process. .

» Prepare all required county, state and federal documentation as
necessary to recover all allowable disaster response and recovery
costs.

e Review action planning objectives submitted by each section for
the coming operational period. In conjunction with the general
staff, recommend a transition strategy to the EOC Director when
activity shifts predominantly to Recovery.

Demobilization Phase
o Follow the Generic Checklist, Demobilization phase.

e Prepare and maintain a cost report for the Finance Chief, EOC Director. The
report should provide cumulative analyses, summaries, and total expenditures for
the Town (for information purposes).

Organize and prepare records for final audit.

Assist the EOC Coordinator and Planning/Intelligence Section with preparation of
the After-Action Report.

e Arrange for transfer of information to the Recovery Team.

Planning/intellinence Paneleof?
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LOGISTICS SEGTION CHIEF

####* Read This Entire Position Checklist Before Taking Action #¥++*
Resnonsihilities
1. Ensure the logistics function is carried out in support of the EQOC. This function
includes providing communication services, and resource tracking; acquiring
equipment, supplies, personnel, facilities, and transportation services; as well as
arranging for food, lodging, and other support services as required.

2. Establish the appropriate level of Unit staffing within the Logistics Section,
continuously monitoring the effectiveness of the organization and modifying as
required.

3. Ensure section objectives, as stated in the EOC Action Plan are accomphshed
within the operational penod or within the estimated time frame.

4. Coordinate closely with the Operations Section Chief to establish priorities for

resource allocation within the jurisdiction.
5. Keep the EQC Director informed of all significant issues relating to the Logistics

Section.
6. Supervise the Logistics Section.
Activation Phase

o Follow the Generic Checklist, Activation phase.

» Ensure the Logistics Section is set up properly and that appropriate personnel,
equipment, and supplies are in place, including maps, status boards, vendor
references, and other resource directories.

 Based on the situation, activate Units within the Section as needed and demgnate
Unit Leaders for each element:

Mobilize sufficient Section staffing for 24-hour operations.
Establish communications with Logistics Sections in the Marin Operational Area
EOC and activated EOCs within the county, as needed.

e Meet with the EOC Director and General Staff and identify immediate resource
needs.

o Meet with the Fmance/Ademstratlon Section Chief and determine level of
purchasing authority for the Logistics Section.

e Assist Unit Leaders in developing objectives for the section as well as plans to
accomplish their objectives within the first operational period, or in accordance
with the action plan.

s Provide periodic Section Status Reports to the EOC Director.

¢ Adopt a proactive attitude, thinking ahead and anticipating situations and problems before

they occur.

Operational Phase
s Ensure that Logistics Section position logs and other necessary files are

maintained.

o Meet regularly with Section staff and work to reach consensus on section
objectives for forthcoming operational periods.

e Provide the Planning/Intelligence Section Chief with the Logistics Section
objectives at least 30 minutes prior to each Action Planning meeting.
e Attend and participate in EOC Action Planning meetings.
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Ensure that the Supply/Procurement Unit coordinates closely with the Payable
Unit in the Finance/Administration Section, and that all required documents and
procedures are completed and followed.

Ensure that transportation requirements, in support of response operations, are
met.

Ensure that all requests for services, materials, facilities and facility support are
addressed.

Ensure that personnel requests are being met in a timely manner.

Ensure that all Town resources are tracked and accounted for, as well as resources
ordered through Mutual Aid.

Provide section staff with information updates as required.

BDemobilization Phase

Follow the Generic Checklist, Demobilization phase.
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COMMUNICATIONS UNIT MANAGER

L

##+* Read This Entire Position Checklist Before ﬂdng Action e [

Responsihilities

Ensure radio, telephone, and computer resources and services are provided to EOC
staff as required.

Oversee the installation of communications resources within the EOC. Ensure that a
communications link is established with the Operational Area.

Provide space for and coordinate with Radio Amateur Civil Emergency Services
(RACES) personnel.

Determine specific computer requirements for all EOC positions.

Develop and distribute a Communications Plan which identifies all systems that are in
use and lists specific frequencies allotted for the event or disaster.

Supervise the Communications Unit.

1.
2.
3.
4,
5

6.

Alctivation Phase

Follow the generic Activation Phase Checklist,

Based on the situation, activate the necessary units within the Communications
Unit:

Prepare objectives for the Communications Unit; provide them to the Logistics
Section Chief prior to the initial Action Planning meeting.

Gnerational Phase

Ensure that Communication Unit position logs and other necessary files are
maintained.

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

Coordinate with all EOC sections/units regarding the placement and operating
procedures for use of all communication systems.

Ensure that the local dispatch is activated to receive and direct all event or disaster
related communications to appropriate destinations within the EOC.

Ensure that communications links are established with the Operational Area.
Continually monitor the operational effectiveness of EOC communications
systems. Provide additional equipment as required.

Ensure that technical personnel are available for communications equipment
maintenance and repair. :

Keep the Logistics Section Chief informed of the status of the communications
systems.

Prepare objectives for the Communications Unit, and provide them to the
Logistics Section Chief prior to the next Action Planning meeting,

Refer all contacts with the media to the Public Information Officer.

Bemehilization Phase

Follow the generic Demobilization Phase Checklist.
Recovery equipment from relieved or released units.
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PERSONNEL UNIT COORDINATOR

<+ Read This Entire Position Checklist Before 'I‘akmg Actlon HRekE

Besnansmlllues
Provide personnel resources as requested in support of the EOC and Field

Operations.
2. Maintain communications sources for all town employees to get updated
. information.
3. Work with community resources to identify, recruit, and register volunteers as
required.

4. Develop an EOC organization chart.
5 Supervise the Personnel Unit.

Activation Phase
o Follow the Generic Checklist, Activation phase.

Operational Phase
¢ Establish and maintain position log and other necessary files.

» 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.

¢ To minimize redundancy, coordinate all requests for personnel through the EOC

Operations Section prior to acting on the request.
¢ Develop a method for city employees to contact their departments and obtain
updated information on the status of the emergency and their role.

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

o Coordinate with the Safety Officer to ensure that all EOC staff, including
volunteers, receive a current safety briefing upon check in.

* Coordinate with the Security Officer to ensure access and proper directions for
responding personnel upon arrival at the EOC.,

» Maintain a status board or other reference to keep track of incoming personnel

Tesources.

¢ Determine the need for crisis counseling for emergency workers; acquire a mental
health specialist as needed.

» Arrange for child care or other family support services for EOC personnel as
required.

o [Establish registration locations with sufficient staff to register volunteers and
issue them Disaster Service Worker identification cards.

» Keep the Logistics Section Chief informed of significant issues affecting the
Personnel Unit.

Demebilization Phase
s Follow the Generic Checklist, Demobilization phase.
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SUPPLY/PROCUREMENT UNIT COORDINATOR

K *++4* Read This Entire Position Checklist Before Taking Action ****

Resnonsihilities

1. Oversee the procurement and allocation of supplies and material not normally
provided through mutual aid channels.

2. Coordinate procurement actions with the Finance/Administration Section.

3. Coordinate delivery of supplies and material as required.

4. Supervise the Supply/Procurement Unit.

Activation Phiase
o Follow the Generic Checklist, Activation phase.

Operational Phase

* Establish and maintain a position log and other necessary files.

* Maintain an inventory of resources, supplies and equipment.

e Determine if the requested types of supplies and material are available in the town
warehouses and storercoms, along with inventory levels.

o Determine procurement spending limits with the Payable Unit in
Finance/Administration. Obtain a list of predesignated emergency purchase
orders.

« Whenever possible, meet personally with the requesting party to clarify types and
amounts of supplies and materials. Also, verify that the request has not been
previously filled through another source.

* In conjunction with the Resource Status Unit, maintain a status board or other
reference depicting procurement actions in progress and their current status.

s Determine if the procurement item can be provided without cost from another
jurisdiction or organization within the Operational Area.

» Determine unit costs of supplies and material, from suppliers and vendors, and if
they will accept purchase orders as payment, prior to completing the order.

» Orders exceeding the purchase order limit must be approved by the
Finance/Administration Section before the order can be completed.

» If vendor contracts are required for procurement of specific resources or services
refer the request to the Finance/Administration Section for development of
necessary agreements.

o Ensure that all paperwork for rentals and supplies contracts are processed and
forwarded to the Finance section.

¢ Determine if the vendor or provider will deliver the ordered items. If delivery
services are not available, coordinate pick up and delivery through the
Transportation Unit.

¢ Make provisions for food and lodging for EOC staff and volunteers. Assist the
field level with food services at camp locations.

® Keep the Logistics Section Chief informed of significant issues affecting the
Supply/Procurement Unit.

El

Demohilization Phase
o Follow the Generic Checklist, Demobilization phase.
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TRANSPORTATION URIT CODRDINATOR

II

*#++ Read This Entire Position Checklist Before Taking Action #*+*

Responsibilities

1.

2.
3.
4.

In coordination with the Public Works Unit Coordinator, and the Situation
Analysis Unit, develop a Transportation Plan to support EOC operations.
Ensure transportation for workers, victims and impacted citizens.

Arrange for the acquisition or use of required transportation resources.
Supervise the Transportation Unit.

Activation Phase

Follow the Generic Checklist, Activation phase.

Operational Phase

Establish and maintain a position log and other necessary files.

Routinely coordinate with the Situation Analysis Unit to determine the status of
transportation routes in and around the jurisdiction.

Routinely coordinate with the Public Works Unit Coordinator to determine
progress of route recovery operations.

Develop a Transportation Plan which identifies routes of ingress and egress, thus
facilitating the movement of response personnel, the affected population, and
shipment of resources and material.

Develop and maintain a local resource list of equipment transport vehicles (heavy
equipment, light trucks, heavy trucks, buses, boats and cars),

Develop and maintain a resource list to transport victims, workers and affected

.citizens.

Establish contact with local transportation agencies and schools to establish
availability of equipment and personnel resources for use in evacuations and
other operations as needed.

Establish contact with the Operational Area logistics section — Transportation
Unit, to request additional out-of-jurisdictional transportation resources.

As required, provide transportation for victims, workers and affected victims.

Keep the Logistics Section Chief informed of significant issues affecting the
Transportation Unit.

Demohilization Phase

Follow the Generic Checklist, Demobilization phase.
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FACILITIES UNIT COORDINATOR

*##* Read This Entire Position Checklist Before Taking Action **¥*

Resnonsibilities

1.

2.

3.

Ensure that adequate essential facilities are provided for the response effort;

Including reception areas for outside help, incoming resources and victims.
Including securing access to the facilities and providing staff, furniture, supplies
and materials necessary to configure the facilities in a manner adequate to
accomplish the mission.

Ensure acquired buildings, building floors, and/or workspaces are returned to
their original state when no longer needed.

Supervise the Facilities Unit.

?

Activation Phase

Follow the Generic Checklist, Activation phase.

Unerationai Phase

Establish and maintain a position log and other necessary files.

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

Coordinate with branches and units in the Operations Section to determine if
assistance with facility acquisition and support is needed at the field level.
Arrange for continuous maintenance of acquired facilities, to include ensuring that
utilities and restrooms are operating properly.

If facilities are acquired away from the EOC, coordinate with assi gned personnel
and designate a Facility Manager.

Develop and maintain a status board or other reference that depicts the focation of
each facility; a general description of furnishings, supplies, and equipment at the
site; hours of operation, and the name and phone number of the Facility Manager.
As facilities are vacated, coordinate with the Facility Manager to return the
location to its original state. This includes removing and returning furnishings and
equipment, arranging for janitorial services, and locking or otherwise securing the
facility.

Keep the Logistics Section Chief informed of significant issues affecting the
Facilities Unit.

Demehilization Phase

Follow the Generic Checklist, Demobilization phase.
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RESOURCE STATUS UNIT COORBINATOR

**¥* Read This Entire Position Checklist Before Taking Action ****

Responsibilities

1.

[y

3.

Coordinate with the other units in the Logistics Section to capture and centralize
resource status information.

Develop and maintain resource status boards in the Logistics Section.

Supervise the Resource Status Unit.

Activation Phase

Follow the Generic Checklist, Activation phase.

Onerational Fhase

Establish and maintain position log and other necessary files.
Coordinate closely with all units in the Logistics Section, particularly
Supply/Procurement, Personnel, and Transportation.
As resource requests are received in the Logistics Section, post the request on a
status board and track the progress of the request until filled.
Status boards should track requests by providing at a minimum, the following:
* contact person with phone number or radio link;
" date & time of the request;
* items requested;
* . priority designation;
" time the request was processed and
* estimated time of arrival or delivery to the requesting party.

Work closely with other logistics units and assist in notifying requesting parties
of the status of their resource request. This is particularly critical in situations
where there will be delays in filling the request.

An additional status board may be developed to track resource use by the
requesting party. Information categories might include the following: actual
arrival time of the resource, location of use, an estimate of how long the
resource will be needed, and maintenance schedule.

Keep in mind that it is generally not necessary to track mutual aid resources
unless they are ordered through the Logistics Section.

Demobilization Phase

Follow the Generic Checklist, Demobilization phase.
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FINANCE/ADMINISTRATION SECTION CHIEF

Respo
1.

2.
3.

4.

g,
9.

10.
11.

*+++ Read This Entire Position Checklist Before Taking Action *¥##
e~ ~ead 1s tntire Position Checklist Before Taking

nsililities

Ensure that all financial records are maintained, and cost analysis is provided throughout
the event or disaster.

Ensure that all on-duty time is recorded for each person staffing the EOC,

Ensure that all on-duty time sheets are collected from Field Level Supervisors or Incident
Commanders and their staff,

Ensure that there is a continuum of the payroll process for all city employees responding
to the event or disaster.

Determine purchase order limits for the procurement function in Logistics.

Ensure that workers’ compensation claims, resulting from the response to the event or
disaster by city employees, are processed within a reasonable time, given the nature of the
situation.

Ensure that all travel and expense claims are processed within a reasonable time, given
the nature of the situation.

Provide administrative support to the EOC Sections as required, in coordination with the
Personnel Unit.

Activate units within the Finance/Administration Section as required; monitor section
activities continuously and modify the organization as needed.

Ensure that all recovery documentation is accurately maintained during the response.
Supervise the Finance/Administration Section.

Activation Phase

Follow the Generic Checklist, Activation phase.

Ensure that the Finance/Administration Section is set up properly and that appropriate
personnel, equipment, and supplies are in place. '

Based on the situation, activate units within the Section as needed and designate Unit
Coordinators for each element:

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 Logistics Section.

Meet with all Unit Coordinators and ensure that responsibilities are clearly understood,
In conjunction with Unit Coordinators, determine the initial action planning objectives
for the first operational period.

Notify the EOC Director when the Finance/Administration Section is operational.
Adopt a proactive attitude, thinking ahead and anticipating situations and problems
before they occur.

Operational Phase

Finance

Ensure that Finance/Administration position logs and other necessary files are maintained.
Ensure that displays associated with the Finance/Administrative Section are current and
that information is posted in a legible and concise manner.

Participate in all Action Planning meetings.

Brief all Unit Coordinators and ensure they are aware of the EOC objectives as defined in
the Action Plan.

Ensure that all financial obligation documents are prepared and completed.

Keep the EOC Director and General Staff aware of the current fiscal situation and other
related matters, on an on-going basis.
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Ensure that the Recovery Unit maintains all financial records throughout the event or

Ensure that the Time Keeping Unit tracks and records all agency staff time.

In coordination with the Logistics Section, ensure that the Purchasing Unit processes
purchase orders and develops contracts in a timely manner,

Ensure that the Compensation & Claims Unit processes all workers’ compensation claims
resulting from the disaster, in a reasonable time frame, given the nature of the situation,
Ensure that the Time Keeping Unit processes all time sheets and travel/expense claims
promptly through city budget and payroll office.

Ensure that the Finance/Administration Section provides administrative support to other
EOC Sections as required.

Coordinate with Recovery Unit Leader in Planning to ensure that all recovery
documentation is accurately maintained and filed during the response.

Demohilization Phase

finance

Follow the Generic Checklist, Demobilization phase.
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TIME KEEPING UNIT COORDIKATOR

L

*++% Read This Entire Position Checklist Before Taking Action **+¥ |

Responsibilities

1.

Track, records and report all on-duty time for personnel working during the event or
disaster. '

2. Ensure that personnel time records, travel expense claims, and other related forms are
prepared and submitted to city budget and payroll office.
3. Supervise the Time Keeping Unit.
Activation Phase
» Follow the Generic Checkiist, Activation phase.
Operational Phase

 Establish and maintain position logs and other necessary files.

* Initiate, gather, and update time and travel reports and travel expenses from all town
personnel, include volunteers assigned to each shift; ensure that time records are accurate
and prepared in compliance with town policy. :

» Obtain complete personnel rosters from the Personnel Unit. Rosters must include all EOC
Personnel as well as personnel assigned to the field level.

* Provide instructions for all supervisors to ensure that time sheets and travel expense
claims are completed properly and signed by each employee prior to submitting them.

* Establish a file for each employee or volunteer within the first operational period;

. maintain a fiscal record for as long as the employee is assigned to the response.

* Keep the Finance/Administration Section Chief informed of significant issues affecting
the Time Keeping Unit. '

Demohilization Phase

» Follow the Generic Checklist, Demobilization phase.
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COMPENSATION AND CLAIMS UNIT COORDINATOR

L

###* Read This Entire Position Checklist Before Taking Action **** ]

Responsihilities

1.

2.
3.

4.

Oversee the investigation of injuries and property/equipment damage claims involving
the city and arising out of the event or disaster.

Complete all forms required by worker's compensation program and city policy.
Maintain a file of injuries and illnesses associated with the event or disaster, which
includes results of investigations.

Supervise the Compensation and Claims Unit.

Activation Phase

Follow the Generic Checklist, Activation phase.

Operational Phase

Establish and maintain a position log and other necessary files.

Maintain a chronological log of injuries and illnesses, and property damage reported
during the event or disaster. :

Investigate all injury and damage claims as soon as possible.

Prepare appropriate forms for all verifiable injury claims and forward them to Workers’
Compensation within the required time frame, consistent with city Policy and Procedures.
Coordinate with the Safety Officer regarding the mitigation of hazards.

Keep the Finance/Administration Chief informed of significant issues affecting the
Compensation and Claims Unit.

Forward all equipment or property damage claims to the Recovery Unit.

Demohilization Phase

Finance

Follow the Generic Checklist, Demobilization phase.
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PURCHASING UNIT COORDIRATOR

L

k+++ Read This Entire Position Checklist Before Taking Action *¥+*

Responsibilities

1.

2.

3.

Coordinate vendor contracts, not previously addressed by existing approved vendor
lists.

Coordinate with Supply/Procurement Unit on all matters involving the need to exceed
established purchase order limits.

Supervise the Purchasing Unit.

Activation Phase

Follow the Geneﬁc Checklist, Activation phase.

Operational Phase

Establish and maintain position logs and other necessary files.

Review the city emergency purchasing procedures.

Prepare and sign contracts as needed; obtain concurrence from the
Finance/Administration Section Chief, per city policy and procedures.
Ensure that all contracts identify the scope of work and specific site locations.

Negotiate rental rates not already established, or purchase price with vendors as required.

Admonish vendors as necessary, regarding unethical business practices, such as inflating
prices or rental rates for their merchandise or equipment during disasters.

Finalize all agreements and contracts, as required.

Complete final processing and send documents to city Budget and Payroll for payment.
Verify costs data in the pre-established vendor contracts and/or agreements,

In coordination with the Logistics Section, ensure that the Supply/Procurement Unit
processes purchase orders and develops contracts in a timely manner.

Keep the Finance/Administration Section Chief informed of all significant issues
involving the Purchasing Unit.

Demohilization Phase

Finance

Follow the Generic Checklist, Demobilization phase.
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Fairfax Emergency Operations Plan
Concent of Operations

Recovery Operations In the aftermath of a disaster, many citizens will have specific
needs that must be met before they can pick up the thread of their
pre-disaster lives. Typically, there will be a need for such services
as:

o assessment of the extent and severity of damages to homes
and other property;

e restoration of services generally available in the community
- water, food, and medical assistance;

o repair of damaged homes and property; and

o professional counseling when the sudden changes resulting
from the emergency create mental anguish and inability to
cope.

The Town will help individuals and families recover by ensuring
that these services are available and by seeking additional resources
if the community needs them. Special districts serving Fairfax
residents have the responsibility for restoration of services to their
customers.

Recovery occurs in two phases. Short-term recovery operations are
coordinated from within the Emergency Operations Center. These
activities begin during the response phase of the emergency. Long-
term recovery addresses the rebuilding process that may last years.

SHORT-TERM The goal of short-term recovery is to restore local government services to
RECOVERY at least minimal capacity. Short-term recovery includes:

o utility restoration;
e expanded social, medical and mental health services;
e re-establishment of Fairfax government operations;
= transportation route restoration;

e debris removal and clean-up operations;
» building safety inspections; and
» abatement and demolition of hazardous structures.

Emergency actions may be taken to address specific conditions such as:

e suspension of evictions;

o request utilities to provide bill relief;

o waiver of permit fees for damage repairs;

o need for temporary housing and business space; and
o change or alter traffic patterns.

Short-term recovery operations will include all the agencies
participating in the Town's disaster response.
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LONG-TERM
RECOVERY

Fairfax will coordinate with special district and private utility companies
on all efforts to restore uiility systems and services during recovery
operations. The Marin County Community Mental Health Services
Division will be requested to coordinate and conduct Critical Stress
Debriefings for emergency response personnel and victims of the
disaster/event.

In coordination with the Marin County Division of Social Services and
the American Red Cross, the Town will provide sheltering for disaster
victims until housing can be arranged. The Town will ensure that debris
removal and clean-up operations are expedited.

For federally-declared disasters, tele-registration centers may be
established by the Federal Emergency Management Agency (FEMA) to
assist disaster victims and businesses in applying for individual assistance
grants and Small Business Administration loans. In coordination with the
Marin County Office of Emergency Services, the Town may establish a
Local Assistance Center to house representatives of public and private
agencies offering services and resources to residents.

The goal of long-term recovery is to restore facilities and community
resources to pre disaster condition. Long-term recovery includes:

hazard mitigation activities;

restoration and reconstruction of public facilities;

restoration of economic, social and institutional activities; and
disaster response cost recovery.

The major objectives of long-term recovery operations include:

o coordinated delivery of long-term social and health
services;

improved land use planning;

an improved Fairfax Emergency Operations Plan;
re-establishment of the local economy to pre-disaster levels;
recavery of disaster response costs; and

the effective integration of mitigation strategies into
recovery planning and operations.

Fairfax will handle long-term recovery activities on its own,
separate from the Marin Operational Area. Changes to the Plan
will be coordinated with all participating departments and agencies.
Structures that present public safety threats will be demolished and
abated during short-term recovery operations.

Hazard mitigation actions will need to be coordinated and employed in
all activities by the Town and special districts in order to ensure a
maximum reduction of vulnerability to future disasters. The Town and
special districts will strive to restore essential facilities to their pre-
disaster condition by retrofitting, repairing or reconstructing them during
long-term recovery operations. In addition, consideration might be given
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to other mitigation activities such as zoning variances, building codes,
plan reviews, seismic safety elements, and other land use planning
techniques.

With public safety a primary concern, rapid recovery may require
adjustments to policies and procedures to streamline the recovery
process. The Building Department will be responsible for procedures
that expedite the permit process for repair and rebuilding of residential
and commercial properties

Recovery programs will also be sought for individual citizens and private
businesses. Strategic planning will include input from and participation
by businesses, citizens and non-profit organizations. The Town's
Planning Department will play a vital role in rebuilding the commercial
areas of Fairfax.
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Crganization

Recovery operations for the Town of Fairfax will be managed by a Recovery
Operations Team, under the direction of the Town Manager. Recognizing that it is
important to assess and take steps to reduce the impact of future events, every
member of a recovery operations organization should be responsible for -
documenting and reporting possible mitigation actions. Recovery issues involving
other jurisdictions and/or special districts will be coordinated and managed between
the Town Manager, or designee, and their designated representatives. On a
regularly scheduled basis, the Town Manager, or designee, will convene meetings
of the Recovery Operations Team. These meetings may include other key staff and
individuals, as well as representatives from affected jurisdictions and special
districts. These meetings will be held to collectively make policy decisions and to
gather and disseminate information regarding completed and ongoing recovery
operations. The Town Emergency Operations Manager will assist the Town
Manager in facilitating and leading the recovery process. All Town departments
may need to take responsibility for certain functions throughout the recovery

process.
Recovery Management
Operations Planning Logistics Finance
Fairfax Recovery Operations Team

Government Land Use & Clean-up Town Finance
Operations Zoning

Bldg Regulations
Community Redevelopment & Codes Public Assistance
Relations Planning

Inspections Recovery Status
Personnel Business/

Commercial Procurement
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Depariment Functional Matrix

P = Primary Responsibility S = Supporting Responsibility

Town
Council
Town
Manager
Town Clerk
Police Chief
Fire Chief
Public
Works
Director
Building
Inspector
Planning
Director
Finance
Director

MANAGEMENT

Director P

Public Information P S

OPERATIONS

Government Operations P 5 S S 5

Community Relations P S 5

Personnel S P S S s

PLANNING

Land Use & Zoning S 1y

Redevelopment : S P
Planning

Business/Commercial P S

LOGISTICS

Clean-up S S P

Bldg Regulations & S P )
Codes

Inspections S P

Procurement s s r

FINANCE

Town Finance P

Public Assistance 8 5 S

Recovery Status 5 p
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Resnonsibilities

Town departments and key personnel have specific assigned responsibilities as a part of the Fairfax
Recovery Operations Team. Effective fulfillment of these responsibilities is critical for a timely and
successful physical, economic and social recovery.

MANAGEMENT
Director

o Coordinate the development of procedures and processes to be used in recovery operations.

e Provide overall management of the political processes with the Town Council and
comimissions to facilitate changes in ordinances, laws and codes, and to expedite recovery
planning and financing,

e (Coordinate interdepartmental matters pertaining to recovery operations.

o Direct the business/comimercial redevelopment process.

e Provide leadership in the development of all policies related to the recovery process.
Public Information

o Coordinate the release and dissemination of all public information.

OPERATIONS
Government operations
» Restore/adapt/replace Town communications systems.
e Acquire temporary and/or replacement space for Town operations.

¢ Coordinate/manage construction repairs and replacement of Town facilities.
Community Relations

e Assure that resources for citizen emotional and financial support are accessible and known to
the community.

o Coordinate efforts to find/create temporary housing for persons in shelters.
Coordinate the process of creating permanent replacement housing.

¢ Liaison with private non-profit agencies providing human services.
o Liaison with government agencies that are providing community assistance.
o Facilitate and coordinate, with the Marin County Office of Emergency Services, the
establishment and operation of a Local Assistance Center.
Personnel

e Coordinate the reassignment of personnel needed for recovery operations.
o Facilitate/expedite position vacancies to assure adequate recovery personnel.

e Facilitate/expedite filling temporary and permanent positions to assure continuity of
ongeing government and recovery operations.
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PLANNING
Land use and zoning variance
¢ Propose/process zoning variances, as appropriate, which will facilitate repairs, replacement
or accommodate changed use such as temporary commercial space

» Examine the need for changes in the Master Plan to address needs that emerge from the
impact of a disaster. :

* Serve as a planning resource to redevelopment efforts in matters relating to land use.

¢ Propose land use/zoning changes for hazard mitigation in impacted areas.
Redevelopment planning

e Direct need assessment process.
¢ Identify the process used to rebuild damage areas under redevelopment laws and regulations.

» Design procedures for business and community participation in planning development.
» Create/develop proposals for hazard mitigation.

Business/Commercial
» Assist in locating or creating temporary business and commercial space for existing
enlrepreneurs.
o Facilitate zoning variances, as appropriate, to accommodate business/commercial repairs and
replacements.
o Liaison with agencies providing assistance for impacted businesses.
LocisTiCcs
Clean-up

» Coordinate all aspects of structural demolition.
» Expedite and direct debris removal on public property and/or in locations that present a
public hazard.
Building regulations and codes
¢ Review/revise codes for hazard mitigation in impacted areas.
» Utilize permit requirements and controls to reduce loss risks for new development.
* Strictly enforce permit requirements for repairs and replacements to mitigate hazards.
* Make revisions to expedite permit process for repairs and replacements
Inspections
¢ Carry-out safety inspections of the municipal infrastructure.
o Conduct inspections of locations at risk of violating environmental safety.
» Coordinate continued initial and follow-up structural and service safety inspections of all
buildings, public and private.
Procurement
o Coordinate ordering of supplies and equipment for recovery operations.
» Coordinate procurement of vehicles for recovery operations.

¢ Coordinate replacements of damaged/destroyed supplies and equipment needed for
govemment operations.
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Finance
Government finance

» Assure ongoing liquidity to allow the Town to meet its financial obligations.

» Review/revise current fiscal year budget to reflect the impact of the disaster.

e Sign leases and contracts for recovery operations.

e Oversee the processing of disaster related claims.

e Oversee insurance settlements for Town disaster related losses.

e Examine the burden and collection of fees and taxes on individuals and businesses impacted
by the disaster. Consider special considerations for hardships and changes to reflect
temporary and permanent losses.

Publie assistance
o Coordinate the preparation of a budget for recovery expenses.

o Manage accounting systems to keep a clear and separate record of all disaster related
response and recovery expenses.

o C(Clearly identify all costs for emergency work.
e Coordinate the preparation and submission of applications for public assistance.

e Liaison with state and federal public assistance agencies throughout the recovery period.
Recovery status

» Coordinate the preparation and submission of an After-Action Report.

» Coordinate with Public Works on the identification of the process for analyzing and
conducting potential hazard mitigation projects. '

e Prepare periodic status reports of recovery actions and activities.
e Collect all records and documents and maintain files that relate to recovery operations.
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Damage/Safety Assessment

Documentation

NDAA requirements

Under the Fairfax Emergency Operations Center's Standard Operating Procedures, an
Initial Damage Estimate is developed during the emergency response phase to support

a request for gubernatorial proclamation and for the State to request a presidential
declaration.

This is followed by a detailed assessment of damage during the recovery phase by the
Town 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.

In coordination with Marin County QES, the Public Works Department will complete
the detailed damage/safety assessment. Administrative and operational divisions of
special districts will, in most cases, complete their own detailed damage/safety
assessment.

Documentation is the key to recovering emergency response and recovery costs.
Damage assessment documentation will be critical in establishing the basis for
eligibility of disaster assistance programs.

Under the State Natural Disaster Assistance Act (NDAA), documentation is required
for damage sustained to public buildings, levees, flood control works, irrigation works,
county roads, town streets, bridges, and other public works.

Federal requirements Under federal disaster assistance programs, documentation must be obtained regarding

Debris removal

damage sustained to:

roads;

water control facilities;

public buildings and related equipment;
public utilities;

facilities under construction;
recreational and park facilities;
educational institutions; and

certain private non-profit facilities.

Debris removal and emergency response costs incurred by the affected entities should
also be documented for assistance purposes under the federal programs. It will be the
responsibility of the Town and special districts to collect documentation of these
damages.

The documented information should include the location and extent of damage, and
estimates of costs for debris removal, emergency work, and repairing or replacing
damaged facilities to pre-disaster condition.
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Building codes 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.

Documentation will be the key to recovering expenditures related to emergency
response and recovery operations. For Fairfax, documentation must begin at the field
response fevel and continue throughout the operation of the Emergency Operations
Center as the disaster unfolds.

fAfter-Action Report

Standardized Emergency Management System (SEMS) regulations require the Town
to complete an after-action report following a locally declared emergency for which
the governor proclaims a state of emergency. This report must be transmitted to the
Coastal Region OES, via the Marin County Office of Emergency Services within (90)
days of the close of the incident period.

The after-action report will provide, at a minimum;
response actions taken;
application of SEMS;

- suggested modifications to SEMS;
necessary modifications to plans and procedures;
identified training needs, and
recovery activities to date.

The after-action report will serve as a source for documenting emergency response
activities, identifying areas of concern and successes. It will also be utilized to develop
and describe a work plan for implementing improvements.

An after-action report will be a composite document for all SEMS levels, providing a
broad perspective of the incident, referencing more detailed documents, and addressing
all areas specified in regulations. It will include an overview of the incident, including
enclosures, and addressing specific areas if necessary.

It will be coordinated with, but not encompass, hazard mitigation. Hazard mitigation
efforts may be included in the “recovery actions to date” portion of the after-action
report.

The Fairfax Town Manager, with the assistance of the Emergency Services Manager,
will be responsible for the completion and distribution of the Fairfax after-action
report, including submission to the Marin County Office of Emergency Services for
the Coastal Region Office of Emergency Services within the required 90 day period.
Completion of the after-action report may be coordinated with the Operational Area
and special districts to incorporate information from them for the report.
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For Fairfax, the after-action report’s primary audience will be Town management and
employees. As public documents, they are accessible to anyone who requests a copy.
The Town will make copies available through the Marin County library system.

The after-action report will be written in simple language, well-structured, brief, well-
presented and geared to multiple audiences.

Data for the after-action report will be collected from a questionnaire, Response
Information Management System (RIMS) documents, other documents developed
during the disaster response and interviews of emergency responders. The most recent
After-Action Report Instructions and Report Form are available on RIMS.

Disaster Assistance Programs

Introduction

Non-Profits

When requesting disaster assistance, some key areas of concern must be adequately
addressed. These areas include the needs of distinct groups, disaster assistance
available at each level of declaration, and the level of detail required on each request
for disaster assistance.

The disaster assistance programs have been developed for the needs of four distinct
groups:

individuals;

businesses (including agriculture interests);
governments; and

» non-profit orgamizations.

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

Business Loans for many types of businesses are often made available through the
United States Small Business Administration, assisting with physical and economic
losses as a result of a disaster or an emergency.

Agriculture  Programs exist for agricultural or other rural interests through the United
States Department of Agriculture, including assistance for physical and production
losses, repair, and reconstruction.

Government Funds and grants are available to government and qualifying non-profit
organizations to mitigate the risk of future damage.

Assistance funds may be available for specific facilities of qualifying private non-
profit organizations that perform services of a government nature,
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Type of Emergency Declaration

State of Emergency
Proclamation

A state grant program is available to local governments to respond to and recover from
disasters. Federal grant programs are available to assist governments and certain non-
profit organizations in responding to and recovering from disasters. At each level of
emergency declaration, various disaster assistance programs become available to
individuals, businesses, governments, and non-profit organizations. Under local
emergency declarations, Fairfax may be eligible for assistance under the Natural
Disaster Assistance Act (with concurrence of the Director of the Governor’s OES).

Businesses and individuals may be eligible for local government tax relief, low-
interest loans from the United States Small Business Administration, and relief
programs under the United States Department of Agriculture.

Under a State of Emergency Proclamation by the Governor, the

Town, special districts, individuals, and businesses may be eligible, in addition to the
assistance available under a local emergency declaration, for services from the
following agencies:

¢ Contractor's License Board;

o Department of Insurance;

e - Department of Social Services;

e Franchise Tax Board Tax Relief;

s Department of Motor Vehicles;

e Department of Aging State Board of Equalization; and
¢ Department of Veteran's Affairs (CALVET).

Availability of services will be announced by the State OES following the
emergency.

Presidential Declaration

Under a Presidential Declaration, the Town, special districts, individuals, and
businesses may be eligible for the following disaster assistance programs and services:

o Cora Brown Fund;

o Crisis Counseling Program;

Disaster Unemployment;

Temporary Housing Program;
Individual and Family Grant Program,;
e Internal Revenue Service Tax Relief}
o Public Assistance;

e Hazard Mitigation;

o Veteran's Affairs Assistance; and

o Federal Financial Institutions.

Federal assistance is coordinated through the Federal Emergency Management
Agency (FEMA)
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Public Assistance Program Resnonsibilities
Each entity has the responsibility for the completion and Subm15510n of the reqmred

documents for both state and federal public assistance programs for their jurisdiction,
agency, or company.

For Fairfax, the Public Works Department will complete the necessary public
assistance program application and supporting materials. Police and Fire Depariments
will assist providing supporting materials as needed. The Public Works Department
will be the primary contact for state and federal field representatives. Copies of current
state and federal forms are included in the Appendix.

Special districts will be responsible for making public assistance application and
coordinating with state and federal representatives on projects within their jurisdiction.

Individual Assistance Pragram Responsihilities

Individuals are expected, whenever possible, to provide for themselves and direct their
own personal recovery. However, many individuals will expect the Town to deliver
assistance to them well after the disaster.

Fairfax will assist the individuals to the maximum extent possible, including providing
them with the Federal Emergency Management Agency’s (FEMA) hotline number for
individual assistance. The Town may establish or coordinate a Local Assistance Center
to facilitate access by residents to the services and resources of pubhc and private
agencies.

A sequence of delivery guide has been developed by FEMA to assist individuals and
local governments in determining the flow of individual assistance. Fairfax’s objective
is to provide the citizens of their community with all the necessary information to help
themselves recover from the disaster. The sequence of delivery appears as follows:
» individual actions for assistance (family, friends, volunteer
organizations, churches, etc.);
e Trecovery/assistance from private insurance carrier;
» FEMA disaster housing assistance; United States Small Business
Administration assistance;
e individual and Family Grant Program assistance; and
e Cora Brown Fund Assistance.

Hazard Mitination Grant Program Responsihilities
Within locally declared areas, the Town Manager and the management of special
districts are responsible for identifying projects that will substantially reduce the risk of
future damage, hardship, loss, or suffering from a disaster.

These agencies must ensure that each identified project is cost effective and meets

basic project eligibility. These agencies will be the primary contact and coordinator for
each funded project until completion.
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Appendix A

Loecal Resolutions and Ordinances

Authority to Implement the Emergency Operations Plan ... 2
Authority Integrating NIMS into the Emergency Management System............... 2
Authority for Town Council to Proclaim a Local Emergency......ccoceeerenvsniciinnnen 3
Authority for Town Manager to Proclaim a Local Emergency ......c.cooconvcinciinn. 3
Sample Emergency Resolutions
Resolution Proclaiming Existence of a Local Emergency............ooooiiiin i 4
(by Town Council)
Resolution Proclaiming Existence of a Local Emergency..........ocooiiiiieniniii 5
(by Town Manager)
Resolution Confirming Existence of a Local EMergency........cooveieinnicencnninnen. 6
(by Town Council)

Resolution Proclaiming Termination of Local Emergency........cooooiiiieiiniiiii 7
Town Department Phone Contact List........oooviiiiii e, 8
BN 13 A T AU OO O OO OO POTOU O SOP USRS YOPSION 9
IMIEPIS ccn et et e e e s s e sas s s s o r e e e s b e se s S eb e R e n e R e R e bR d et 10
Sample - Action Plan ObJECHVES «..ovivvrreiieniri et s 11
Marin Operational Area EOC Contact List. .ot 12
RESOUITE LIS e uiiriiersiieiceeisteeasreessesereeaestaeseeeseeseae e estas s e s s sa e s srerresa s bbb s s s e b e e s aensanaueaasnesravantren 13
Marin InterAgency Disaster Coalition Directory.....ouvcrimneeiciiniirncne e 14
Local Non-Profit Agencies INVEntory ...t 15
Reports and Forms

Emergency Operations Center Message FOrm.......ooiiinininniesenccnceacns 16
Resource Request 0 LOZIStICS .ueeieiiiiiiiiiiireiesi et naas s e et esias 17
Emergency Operations Center Management Situation Report ..o 18
Section/Unit ACHVILY LOZ..covrieceirerermeniiciiiiitcsinn s n s ss e et sen s s seens 20
Scheduled BrifiNES ......ceeerieriseereeeneinremirstinsseesmsirreernesasa s s e ssss s ssassn e snsonsanssaesaas 22
Situation Report to Marin Operational AT@a.........ocoeemieniiinnenentnececnn e 23
Initial Damage Estimate Report to Marin Operational Area.........coceeeermiorenencnnecan 25
Notice of INterest (INOIL) ...ovveveerereerercererrmrinisss e s rs s sa s s e sne s saessenessnnes 26
Designation of Applicant’ s Agent Resolution ... 27
List of Projects (EXIIBIt B) c.crceriemiiniiiiieni ettt 28
GLOSSATY OF TEITIS .1 cvecuevsecrrireereeceiiestsie s st resas s st s e e sb st a a2 s et sm b nis 29
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AUTHORITY TO IMPLEMENT THE EMERGENCY OPERATIONS PLAN
AUTHORITY INTEGRATING THE NATIONAL INCIDENT MANAGEMENT SYSTEM INTO '
THE EMERGENCY MANAGEMENT SYSTEM

Insert Copy of Council Resolutions
RESOLUTION NO. 2050 (next page)
RESOLUTION NO. 2429 (next page)
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AUTHORITY FOR TOWN COUNCIL TO PROCLAIM A LOCAL EMERGENCY
AUTHORITY FOR TOWN MANAGER TO PROCLAIM A LOCAL EMERGENCY

Insert Copy of Council Ordinance
ORDINANCE NO. 379 and TOWN CODE
CHAPTER 2.52 (next several pages)
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Town of Fairfax
RESOLUTION NO. PROCLAIMING EXISTENCE OF A LOCAL EMERGENCY
{(by the Town Council)

WHEREAS, Ordinance No. 379 of the Town of Fairfax empowers the Town Council to proclaim the

existence of a local emergency when said town is affected or likely to be affected by a public calamity;
and

WHEREAS, said Town Council does hereby find:
'That conditions of extreme peril to the safety of persons and property have arisen within said
county caused by commencing
(fire, flood, epidemic, riot, earthquake, energy shortage, or other causes)
onorabout_ _.m. on the day of , ; and

That the aforesaid conditions of extreme peril warrant and necessitate the proclamation of the
existence of a local emergency;

NOW, THEREFORE, IT IS HEREBY PROCLAIMED that a local emergency now exists throughout said
town; and

IT IS FURTHER PROCLAIMED that a local emergency now exists f:hroughout said town as prescribed
by state law, by ordinances and resolutions of this town, and by the Town of Fairfax Emergency -
~'Operations Plan, as approved by the Town Council on , 19

Dated:

By:

Mayor, Town of Fairfax

ATTEST:

Fairfax Town Clerk

Submit to the Marin Operational Area Office of Emergency Services

A local emergency must be declared within ten days of the disaster occurrence to qualify for assistance
under the Natural Disaster Act.
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Town of Fairfax
'RESOLUTION NO. PROCLAIMING EXISTENCE OF A LOCAL EMERGENCY
{By the Town Manager)

WHEREAS, Ordinance No. 379 of the Town of Fairfax empowers the Town Manager to proclaim the
existence of a local emergency when said town is affected or likely to be affected by a public calamity
and the Town Council is not in session: and

WHEREAS, the Town Manager does hereby find:
That conditions of extreme peril to the safety of persons and property have arisen within said
county caused by ; and
(fire, flood, epidemic, riot, earthquake, energy shortage, or other causes)
That the Fairfax Town Council is not in session (and cannot immediately be called into session);

NOW, THEREFORE, IT IS HEREBY PROCLAIMED that a local emergency now exists throughout
said town; and :

IT IS FURTHER PROCLAIMED AND ORDERED that during the existence of said local emergency
the powers, functions, and duties of the emergency organization of this county shall be those prescribed
by state law, by ordinances and resolutions of this town, and by the Town of Fairfax Emergency
Operations Plan, as approved by the Town Council on , 19

Dated:

“ By:

Fairfax Town Manager

Copy to Marin Operational Area Office of Emergency Services

This form may be used when the Town Administrator is authorized by ordinance to issue such a proclamation. It
should be noted that Sec. 8630 of the Government Code reads:

“Whenever a local emergency is proclaimed by an official designated by ordinance, the local emergency shall not
remain in effect for a period in excess of seven days unless it has been ratified by the governing body.”

The “Resolution Confirming Existence of a Local Emergency” may be used for this purpose.
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Town of Fairfax
RESOLUTION NO. CONFIRMING EXISTENCE OF A LOCAL EMERGENCY

(by the Town Council)

WHEREAS, Ordinance No. 379 of the Town of Fairfax empowers the Town Council to proclaim the

existence of a local emergency when said town is affected or likely to be affected by a public calamity;
and

WHEREAS, said Town Council has been requested by the Town Administrator of said town to proclaim
the existence of a local emergency therein; and

WHEREAS, said Town Council does hereby find:
That conditions of extreme peril to the safety of persons and property have arisen within said
county caused by commencing
(fire, flood, epidemic, riot, earthquake, energy shortage, or other causes)
onorabout  .m. onthe day of , ; and
That the aforesaid conditions of extreme peril warrant and necessitate the proclamation of the
existence of a local emergency;

- NOW, THEREFORE, IT IS HEREBY PROCLAIMED that a local emergency now exists throughout said
town; and o

IT IS FURTHER PROCLAIMED that a local emergency now exists throughout said town as prescribed
by state law, by ordinances and resolutions of this town, and by the Town of Fairfax Emergency
Operations Plan, as approved by the Town Council on , 19

Dated:

By:

Mayor, Town of Fairfax

ATTEST:

Fairfax Town Clerk
Submit to the Marin Operational Area Office of Emergency Services
This form may be used when the Town Administrator is authorized by ordinance to issue such a

proclamation. It should be noted that Sec. 8630 of the Government Code reads:

“Whenever a local emergency is proclaimed by an official designated by ordinance, the local emergency

shall not remain in effect for a period in excess of seven days unless it has been ratified by the governing
- body.”
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Town of Fairfax
RESOLUTION NO. PROCLAIMING TERMINATION OF LOCAL EMERGENCY

WHEREAS, a local emergency existed in the Town of Fairfax in accordance with the resolution thereof
by the Town Council on the  day of , , or by the Town Administrator on the
_ dayof , 19 , and its ratification by the Town Council on the ___ day of

,19 , as aresult of conditions of extreme peril to the safety of persons and property

caused by
: ; and
(fire, flood, epidemic, riot, earthquake, energy shortage, or other causes)

WHEREAS, the situation resulting from said conditions of extreme peril is now deemed to be within the

control of the normal protective services, personnel, equipment, and facilities of and within said Town
of Fairfax;

NOW THEREFORE, the, Fairfax Town Council, Marin County, State of California, does hereby
proclaim the termination of said local emergency.

Dated:

Mayor of Fairfax

ATTEST:
Fairfax Town Clerk
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TOWN COUNCIL DEPRRTMENT PHONE LIST

Confidential
Insert Copy
In Final Document
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EMERGENCY GPERATIONS ALERT LIST

Rnpendix

Insert Copy
(See next page)
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MAPS OF Faitfax

Zoning map
Run book maps

¥lood map
Street map

Appendix

Inserted Listing
of Maps and
Where Each is
Located

Planning Department
Topographical map Planning Department

Dispatch

EOC, Planning Department

EOC
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SAMPLE: AGTION PLAN OBIECTIVES

FIRST OPERATIONAL PERIOD

Protect Life, Property, and the Environment.

Conduct initital damage assessment and report results to EOC Plans.

Assess requirements for mutval aid and make requests through OES channels.

Prepare plans to provide expanded and streamlined services to public.

Account for all Town employees and inspect all Town buildings.

Establish and coordinate staging areas.

Assess need for mass care shelters.

Revise and adapt work schedules and locations as necessary.

Clean up all work areas and dispose of damaged equipment. Take photographs of areas and
equipment first.

Draft seventy-two hour ACTION PLAN.

Draft seven day ACTION PLAN.
Maintain logs of all actions and decisions.

Maintain records of all hours worked.
Provide daily information to media, Town Council, and County.
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Marin Operational Area EOC Contact List

FUNCTION

Position

phone number

MAIN NUMBER

FAX NUMBER

MANAGEMENT

Command; OES/PIO

PIO (ANNEX)

Reception/Operator

OPERATIONS

Fire

Law

CHP

Health

Medical

DPW

CalTrans

Utilities

RACES

PLANNING

Planning
Data Input

LOGISTICS
(ANNEX)

Logistics

Transportation

Care & Shelter: Social Services

Schools

Red Cross

InterAgency Coalition

Purchasing

Appesdi
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Glossary offerms

"Action Plan" means the plan prepared in the EOC containing the emergency response objectives of
that SEMS level reflecting overall priorities and supporting activities for a designated period. The
plan is shared with supporting agencies.

"Disaster" means a sudden and extraordinary misfortune; a calamity which threatens or effects
extraordinary loss of life or property.

"Emergency" means a condition of disaster or of extreme peril to the safety of persons and property
within the state caused by such conditions as air pollution, fire, flood, hazardous material incident,
storm, epidemic, riot, drought, sudden and severe energy shortage, plant or animal infestations or
dlsease the Governor s warning of an earthquake or volcanic prediction, or an earthquake or other
conditions, other than conditions resulting from a labor controversy.

"Emergency Operations Center" means a location from which centralized emergency management
can be performed.

"Emergency Response Agency" means any organization responding to an emergency, whether in
the field, at the scene of an incident, or to an EQC, in response (o an emergency, or providing
mutual aid support to such an organization.

"Emergency Response Personnel” means personnel involved with an agency's response to an emergency.
"Incident”" means an occurrence or event, either human-caused or by naturai phenomena, that
requires action by emergency response personnel to prevent or minimize loss of life or damage to
property and/or natural resources.

"Incident Action Plan" means the plan developed at the field response level which contains
objectives reflecting the overall incident strategy and specific tactical actions and supporting
information for the next operational period. The plan may be oral or written.

"Incident Commander" means the individual responsible for the command of all functions at the
field response level.

"Incident Command System (ICS)" means a natlonally used 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. ICS is the field Ievel component of SEMS. It is the combination of
facilities, equipment, personnel, procedures, and communications operating within a common
organizational structure, with responsibility for the management of resources to effectively
accomplish stated objectives pertinent to an incident.

"Local Government" means local agencies as defined in Government Code §8680.2 and special
districts as defined in California Code of Regulations, Title19, Division 2, Chapter 5, NDAA,
§2900(y).

"Master Mutual Aid Agreement" means the California Disaster and Civil Defense Master Mutual
Aid Agreement made and entered into by and among the State of California, its various departments
and agencies, and the various political subdivisions of the State. The agreement provides for support
of one jurisdiction by another.

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

"Mutual Aid" means voluntary aid and assistance in the event that a disaster should occur, by the
interchange of services and facilities, including, but not limited to: fire, police, medical and health,
communication, and transportation services and facilities, to cope with the problems of rescue,
relief, evacuation, rehabilitation, and reconstruction which would arise in the event of a disaster.
Mutual aid is designed to ensure that adequate resources, facilities, and other support are provided
to jurisdictions whenever their own resources prove to be inadequate to cope with a given situation.
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"Mutual Aid Region" means a subdivision of the state emergency services organization, established
to facilitate the coordination of mutual aid and other emergency operations within an area of the
state, consisting of two or more county Operational Areas. R o
“National Incident Management System (NIMS)” refers to the comprehensive, national approach to
incident management that is applicable at all jurisdictional levels and across functional disciplines.
(Established as a result of Homeland Security Presidential Directive — 5.) It is applicable across a full
spectrum of potential incidents and hazard scenarios, regardless of size or complexity, and improves
coordination and cooperation between public and private entities in a variety of domestic incident
management activities.

"Operational Area" means an intermediate level of the state emergency services organization,
consisting of a county and all political subdivisions within the county area. The Operational Area is
a special purpose organization created to prepare for and coordinate the response to emergencies
within a county area. Each county is designated as an Operational Area. An Operational Area may
be used by the county and the political subdivisions comprising the Operational Area for the
coordination of emergency activities and to serve as a link in the system of communications and
coordination between the state's emergency operating centers and the operating centers of the
political subdivisions comprising the operational area. The Operational Area augments, but does not
replace, any member jurisdiction.

"Political subdivision" means any city, county, district, or other local governmental agency or
public agency authorized by law.

"Standardized Emergency Management System (SEMS)" means that consistent set of rules and
procedures governing the overall operational control or coordination of emergency operations
specified in regulations (CCR Title 19, Division 2, §2400 et sec). It identifies at each level of the
statewide emergency organization, the direction of field forces and the coordination of joint efforts
of government and private agencies. ICS is the field level component of SEMS.

"State of Emergency"” means the duly proclaimed existence of conditions of disaster or of extreme
peril to the safety of persons and property within the state caused by such conditions as air pollution
fire, flood, storm, epidemic, riot, drought, sudden and severe energy shortage, plant or animal
infestation or disease, the Governor’s warning of an earthquake or volcanic prediction, or an
earthquake or other conditions, other than conditions resulting from a labor controversy or
conditions causing a “state of war emergency”, which conditions are or are likely to be beyond the
control of the services, personnel, equipment, and facilities of any single county or city and require
the combined forces of a mutual aid region or regions to combat, or with respect to regulated energy
utilities, a sudden and severe energy shortage requires extraordinary measures beyond the authority
vested in the California Public Utilities Commission.
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