DIRECTION AND CONTROL ANNEX

APPENDIX #4
EMERGENCY OPERATIONS CENTER OPERATIONS
GENERAL

A.
Purpose--To define activating and operating procedures for the Wheeling-Ohio County Emergency Operations Center (EOC) for disaster response and recovery operations and to prescribe duties of personnel of the Emergency Management Agency and Agencies assigned to the Operations Group and other groups as assigned.  The Emergency Operations Center is designed to provide a central location where government at any level is able to provide inter-agency coordination, executive decision making for managing response and recovery, and implementation of actions at the local level to save lives, preserve property, and alleviate human suffering during periods of natural and manmade emergencies or disasters.

The EOC is the Voice of Government to keep the people unharmed, save lives, protect property, return the community to normalcy, and rehabilitate its citizens.

1.
The Wheeling-Ohio County Emergency Operations Plan (WOCEOP) defines responsibilities of local response agencies for natural and manmade disasters.

2.
The Wheeling-Ohio County Emergency Operations Plan defines general responsibilities of local response agencies for war, nuclear attack, and attacks of terrorism.

3.
The Wheeling-Ohio County Emergency Operations Plan provides in operational format, checklists of tasks to be performed in all types of disasters.

B. 
Functions

1)
Direction and Control

2)
Information collection, evaluation, and display.

3)
Coordination

4)
Establishment of priorities

5)
Resource Management

C.

Activities

1)
Activation

2)
Administration and Documentation

3)
Information Management

4)
Resource Management

5)        Disaster Analysis

 6)         Decision making

 7)         Recovery

The Wheeling-Ohio County Emergency Operations Center shall function using the Integrated Emergency Management System (IEMS).  The IEMS is a long term, all hazard concept for managing a major Incident or groups of incidents at the local level while allowing capability of escalating to a state and federal level.  The organizational structure is adaptable to any incident or disaster, is applicable and acceptable to users throughout the community and region, and capable of expansion in a logical manner from initial notification to recovery.

The system is comparable with the Incident Command System (ICS) used by local response agencies throughout the region and required by law and operating procedures.  Both systems utilize common elements of organization, terminology, and procedures.

This Annex and the entire County Emergency operations Plan is designed to function under the National Incident Management System as directed by Homeland Security Presidential Directive (HSPD #5).

D.

Location - The Wheeling-Ohio County Emergency Operations Center is located in the basement of the City-County building, 1500 Chapline St., Wheeling, West Virginia.  It is a fully self sustained center with dedicated power supply, HVAC systems, and water system.  It was designed and built using standards of the Federal Emergency Management Agency (FEMA).

E.
Authority - West Virginia Code, Chapter 15, Article 5, and, Governor's Executive Order 10-78, June 5, 1978.

PERSONNEL

A.
The Director of the Emergency Management Agency is responsible for overall coordination of emergency activities of the various response agencies during an emergency or disaster and any other Agencies as requested by the Director of the E.M.A.

B)
Agencies representatives working in the EOC will remain responsible to their agency director; however, they will function under the supervision of the EOC Duty Officer.


C)
The Public Information Officer is responsible for all media briefings and all information released to the public.  The P.I.O. shall be responsible for opening and operating the Public Information Center.  This duty is delegated to the City of Wheeling Police Department’s Public Information Officer.


D)
The Planning Group Officer shall be responsible for the collection, evaluation, and dissemination of tactical information about the incident.  The section maintains information on the current and forecasted situation, and on the status of resources assigned to the incident.  The officer is also responsible for the preparation and documentation of action plans.  The Planning Group shall be assigned from within the Executive Group.


E)
The Logistics Group Officer shall be responsible for providing all support needs to the incident.  The logistics group will order all resources for all incident locations.  The officer will work closely with the military liaison and coordinate requests with the state and federal response agencies.


F)
The Financial Group Officer shall be responsible for providing City and County administrators and executives with financial information necessary with managing the incident.  The group shall also provide for vouchers, contracts, etc. necessary with the procurement of resources to handle the incident. . The group shall be located within the appropriate offices of the City & County Building.

G)
The Military Liaison Officer shall coordinate all military activities with the EOC staff.  The Military Liaison Officer shall be appointed by the W.VA. National Guard.

H)
The Administrative Group is made up of clerical and support staff assigned in accordance with the needs determined by the EOC Duty Officer.  The County Administrator and City Manger shall be responsible for assuring adequate support staff is available to meets the demands on the EOC.

I)
The EOC staff shall be assigned 12 hour operational periods.  The schedule during EOC activation shall be 0800 to 2000 hours and 2000 hours to 0800 hours.

E.O.C. ACTIVATION

A)
ACTIVATING THE E.O.C.

The Director of the Wheeling – Ohio County Emergency Management Agency has the responsibility of activating the Emergency Operations Center.  Upon notification of an actual or impending emergency/disaster, the Director will determine the level of activation required and order an EOC activation.

In the event that an incident is occurring that any city or county response agencies chief/administrator determines that it 'is beyond the capability of the agency and EOC activation would be beneficial in the mitigation and recovery of the Incident, the administrator shall (through the E.M.A. Director) request EOC activation.

Upon the decision to activate the EOC, the Director will notify the President of the Ohio County Commission and the State Emergency Management Agency.

B)
E.O.C. ACTIVATION LEVELS

Activation of the EOC will be based on one of the four conditions:

LEVEL O – ALERT CONDITION OR A SITE EMERGENCY CONDITION - A situation where activity is such that requires the E.M.A. Director to establish a Mobile Emergency Operations Center or Command Post at the scene of the disaster or emergency event.  Example – Facility Site Emergency, Haz. Mats. Incident without release, Mine Incident.

LEVEL I – ENHANCED WATCH -- A situation where activity is such that the E.M.A. Director can perform his/her duties at home or requires the E.M.A. Director and Command Staff to physically move to the E.O.C. to carry out emergency operations.  This is a partial mobilization and serves to put the Co. Emergency Management Agency in an advanced readiness posture.  Example--creeks reaching flash flood levels.

Level I activation can occur when an impending incident occurs that necessitates the activation of the Public Information Center by a request of the Director of the 911 Communications Center.  This activation will be agreed upon by the Public Information Officer.

Level I activation may also be required in the event of catastrophic failure of the 911 Dispatch Center.  In the event that the center is rendered inoperative, the 911 emergency telephone lines will be transferred to dedicated lines in the EOC Communications Room and all public service dispatching will take place from the EOC.  The Dispatch Center personnel will follow department procedures for this intervention.

LEVEL II – PARTIAL ACTIVATION - A situation where activity is such as to require activation of the Operations Group of the Emergency Operations staff and this representation places the E.O.C. in a 24 hour emergency operation.  This condition recognizes a potential serious situation and serves to put the City and County in a mitigation posture.  Example - Haz.  Mats.  Incident with Plume Dispersion or a Flash Flood.  Activation will depend on the Emergency Support Functions that the Command Staff have decided to fulfill.
LEVEL III – FULL ACTIVATION - A situation where activity is such as to require total mobilization of all available resources of County government and its towns and municipalities.  This level results in the activation of the Executive Group of the E.O.C. ALL City and County Agency Representatives will report to the E.O.C. for 24 hour emergency duty.  Example - Disruption in Water Supply or Terrorism Activity.

Phase Up or Down of the E.O.C. activation will be carried out by the Director of the Emergency Management Agency in agreement with the County Administrator and City Manager.


C)
E.O.C. CALL LIST


1)
Any time a situation arises that requires activation of the E.O.C.; the Director shall order the activation.


2)
The E.M.A. Director shall determine the level of activation based upon the type of incident and it’s potential.  Assignments shall be determined by the incident: a full assignment requires that the complete call list be used while a limited assignment will be determined by the needs of the situation.

3)
Anytime a situation arises that requires activation, the E.O.C. Activation Call list shall be used by the City Watch System.  

4)
The Activation List is setup in a progressive fashion starting from the top.  The call list shall be used to fulfill each level.  

D)
E.O.C. SETUP

1) 
When it has been determined to activate the Emergency Operations Center, the E.M.A. Director shall complete the Director's Activation Checklist.

2)
The E.O.C. Activation Call list for the appropriate level shall be activated.  In the event of non​working hours, the 911 Dispatcher shall complete the activation list.  Each staff member notified shall be told: "The Wheeling-Ohio County Emergency Operations Center has been activated to Level ____ due to (state incident).  You are to report immediately-to the E.O.C. Thank you."



3)
The staff member shall notify 911 Dispatch that the E.O.C. is staffed.    The following GENERAL MESSAGE shall then be transmitted by the Dispatch Center on all frequencies: "The Emergency Operations Center is now activated to a Level (give activation level) due to (give situation)." This same message shall be transmitted when any phase up or down situation arises.



4)
Staffing assignments shall be made by the Duty Officer ordering the activation.



5)
Upon arrival of an E.M.A. staff member, the E.O.C. activation checklist shall be completed.  At this time, the activation wall desk shall be opened and the doors to the EOC secured (See Security section).




6)
The Executive Group Section shall be set up in a similar manner.  Maintenance may be required to set up tables in the required fashion.  Supplies for this section are stored in the podium.




7)
Place the Wheeling-Ohio County Emergency Operations Plan (located on the bookshelf in the E.M.A. Director's office) on Desk #1.

E)
E.O.C. ROOM ASSIGNMENTS


   Director's Office

Director's Use






Small Briefings


  Deputy Director’s Office
E-Team Event Log



Weather Center & Radar

               GIS Room
            Military Liaison or Disaster Analysis

               Classroom
               Executive Group


               Planning Group


               Dining Area

               Joint Operations Center        Logistics Group


               Governor's Briefing Room


               (State & Federal Government)

F)
SUPPORT SERVICES

1)

Personnel
          
The city and the county shall each furnish the following clerical staff -. 

          
2 people to man the Public Information Center

          
1 Secretary

          
1 Computer Operator


2)
Document Reproduction
If the need for document reproduction exceeds the capability of the E.M.A. Xerox machine, the County Administrator will make the county's machine available to the EOC.


3)
Food and Beverages
The Emergency Management Agency will enact agreements with local food service vendors and caterers to provide meals for the staff.


4)
Emergency Sleeping Facilities

The EOC contains a bunk room with four beds.  Also, a shower room is available.

5)
Custodial Services
Building management will provide for round-the- clock custodial service of the EOC.


6)
Automobile Parking
Parking passes will be made available for staff use.  

Two parking spaces should be reserved near the EOC for use in shuttle runs to support EOC operations.

Arrangements shall be made to provide parking spaces for state and federal vehicles in the event that these agencies send staff to assist in the disaster.


G)
E.O.C. REGISTRATION


1)
All members of the Emergency Operations Center Staff shall enter the E.O.C. by the City/County building elevators.  

2)  
ALL staff members shall sign in at the wall desk in the elevator lobby in the basement level.  Upon registration, each staff member shall wear their I.D. tag and wear it while on duty. Entrance to the E.O.C. will be made by using the intercom in the lobby.

    3)         Roll Call of the staff will take place by the Duty Officer.  The City

            Manager and the County Administrator will be responsible for having every department head or their designee represented in the EOC.

4)
Breaks, lunches, etc. will be taken as needed.  Each department should assure that other staff members will answer their phones in their absence,

H)
E.O.C. SECURITY


1)
Entrance to the E.O.C. shall be restricted to E.O.C. staff members ONLY.  All others will be admitted only upon the approval of the Director of the Wheeling-Ohio County Emergency Management Agency or the E.O.C. Duty Officer.


2)
Entrance to the E.O.C. shall be limited by the elevators lobby only.  Doors from the lobby, the staircase, and the east corridor shall be locked.  Also, the door adjacent to the Municipal Court room shall be locked upon activation of the E.O.C. The P.I.O. officer and his designees shall enter the City Council Chambers for media briefings by the back door from the fire escape.


3)
No Access signs shall be placed at the elevators on each floor of the City/County building. (Located in the wall desk)


4)
An Ohio County Deputy shall be assigned to the EOC entrance.


I.
INCIDENT DOCUMENTATION


1)
Each staff member shall maintain a log of all activities, calls, etc. while on duty.


2)
The E-Team Information Center shall be used for all incident documentation.  E-team Handbooks and log in information is provided at each workstation.



3)
An original copy of the event log for each assignment shall be printed and turned into the E.O.C. Duty Officer at the end of the shift.



4)
If the staff member or agency requires a copy of the log, a clerical staff member may copy the log for the agency's record.



5)
In the event of a computer network failure, the Inter-agency communication, an EOC message form shall be completed (See Appendix 8).



6)
Messages are prioritized as Priority I = Urgent, Priority 2 = Important, or Priority 3 = Routine.



7)
Original copies of these forms shall also be turned in at the end of the shift to the duty officer.


J)
MEDIA OPERATIONS


1)
"News Conferences" or Media Briefing shall be provided to the local news media to disseminate information to the general public.  These news conferences will be held by the Public Information Officer every hour on the hour as needed.  The briefing shall be held in the Municipal Court Room on the first floor.  The P.I.O. shall place a sign designating the room as the Media Room (located in the City Operations desk) outside of the room.


2)
A status board will maintained outside of the Briefing Room to provide written updates and information.  This status board will be maintained by the Public Information Officer.  Any changes to the briefing schedule shall be posted on this board.


3)
Interview with key public officials may be held with the approval and coordination of the Public Information Officer.  Requests for interviews shall be submitted to the P.I.O. by the media.  Scheduling of interviews will be handled by the P.I.O. based on the availability of the official.

K)
COMMUNICATIONS ROOM



The following frequencies are available in the communications room: 

Wheeling Fire Dept.



Wheeling Police Dept.

Wheeling Public Works


Ohio Sheriff’s Dept.

Ohio County Fire Dept.


WV State Police

Ohio County Fire F2



Ohio Co. E.M.A.

Ohio County Schools



Marshall Co. Fire

Hospital Disaster Freqs.


Ohio River Front Fire.

Marine Emergency


1)
The use of any of the EOC radios shall be consistent will regulations of the FCC and follow all rules, protocols, codes, and procedures of the agency assigned to the frequency.

2)
During EOC activation, the all communications shall be under the direction of the 911 Director.

3)
All radios shall be tested monthly by the 911 Communications Department.

4) 
Desk radio handsets are available for the Wheeling Police and Fire Departments, Ohio County Sheriff, and the Ohio County Fire Departments.


L.
PUBLIC INFORMATION


1)
SITUATION



a.
Public information is subject to rapid change during the threat of, or actual occurrence of a disaster; therefore, all news media personnel and other resources for disseminating public information must be readied for maximum utilization.



b.
The public is prone to accept as valid, rumors, hearsay, and half truth information that may cause panic, fear, and confusion.  What is done in day.-to-day information programs to change undesirable public train will influence the reception and attitudes toward information that is issued in an actual emergency,


2)
MISSION

To maintain, through all available communications media, a continuous flow of information and instructions before, during, and after a disaster to provide the public with full knowledge of:



a.
The existing situation in the threatened or disaster area.



b.
The actions being taken by government authorities.



c.
The actions to be taken by the populace to reduce risks of life and property and to expedite recovery.


3)
ORGANIZATION AND FUNCTIONS



a.
The staff of the Emergency Management Agency, in times of emergency or disaster, will be located in the Emergency Operations Center.



b.
The City of Wheeling's Police Department’s Public Information Officer will assume position as the EOC’s Public Information Officer (PIO).



c.
Information delivered by the public will be prepared by the Operations Group staff.



4) 
TASKS



a.
The Public Information Officer will:



1.
Receive, compile, and prepare authoritative information on all phases of disaster planning and operation for evaluation and release.



2.
Coordinate the release of disaster related information with State and Federal agencies.

3.     Maintain current lists of radio stations, television stations, and news media.

4.      Maintain a briefing room (in the City Council Chambers).

5.         Prepare media releases and explanatory information for transmission   to the media and for handout to visiting media members.


            6.
Coordinate a public information center to be activated when an influx of public safety calls exceeds the capability of the 911 Dispatch Center.


b.
County and Local Governments will:



   1.         Assist in the dissemination of public information.



 2.
Establish procedures for the flow of information to the public in a disaster area to include providing input to the Emergency Alert System (EAS) when activated.




 3.
Maintains lists of newspapers, radio, and television stations.




 4.
Publicize the telephone numbers of the Public Information Center where official disaster information can be obtained.

5)
CONCEPT OF OPERATIONS


A.
Normal Operations

The Public Information Officer shall carry out a program to:



1.
Build confidence in and understanding disaster preparedness.



2.
Educate citizens to the importance of disaster preparedness.



3.
Coordinate Emergency Public Information plans with others.


B.
Increased Readiness.



1.
As news releases are announced by government officials, local instructions for the public should be disseminated.

2.
Meet with the news media to review emergency public information   plans.

3.     If requests for public information are beyond the capability of the 911 Dispatch Center, the Public Information Center shall be activated.



6).
PLANNING P PROCESS
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EOC ACTIVATION

1) INCIDENT OCCURS.  911 DISPATCHES FIRST RESPONSE UNITS.

2) EMA DIRECTOR NOTIFIED.

3) EOC ACTIVATION PLANNED OR WARRENTED.

4) EMA DIRECTOR ORDERS EOC ACTIVATION.

5) EOC STAFF NOTIFIED.

HOUR #1      REACTIVE STEM

1) EOC STAFF ARRIVES.

2) EACH STAFF MEMBER LOGS IN TO EOC MANAGEMENT SOFTWARE.

3) EACH STAFF MEMBER INTITIATES EOC LOG PER POSITION.

4) STANDING OBJECTIVES COMPLETED PER POSITION.  ACTIVATION CHECKLIST COMPLETED.

5) EACH STAFF MEMBER OBTAINS DEPARTMENT SITUATION ANALYSIS.

6) INITIAL BRIEFING (SIZE UP) MEETING HELD.

7) STORM – PS PROCESS USED:

S –Situation (POD)

· Problem

· Ops Space

· Damage

T –Triage per SOP

O –Operations (ALE)

· Architecture

· Lines of Communication

· Effort

R –Resources (NLE)

· Needs

· Lines of Communication

· Effort

M –Management 

· Stakeholder Analysis

P –Public Messaging

S –SA/COP Direction
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1) EOC COORDINATION PHASE

a. Working tasks related to refined objectives
b. Developing and refining a Strategic Assessment
c. Refining objectives for next operational period
d. Compiling forms into draft ECP
2) REGIONAL COORDINATION

a. EMA DIRECTOR COORDINATES REGIONAL EOC COORDINATION MEETING.

b. MEETING HELD BY AUDIO VISUAL CONFERENCE.

c. REGIONAL SITUATIONAL AWARENESS AND OPERATIONAL OBJECTIVES DEVELOPED.
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TRANSISITION PHASE

· Key Concepts
· Transitions 
· Planning and Executing Effective Transitions
· Demobilization
· Planning and Executing Effective Demobilizations
· Provide an Operational Briefing to the oncoming EOC responders that describes the situation and lays out the EOC Action Plan for the next Operational Period
· On-coming staff understands the EAP
· EOC does not lose momentum during the hand-off 
· Facilitates crisis-assessment for on-coming EOC responders
7).
PUBLIC INFORMATION CENTER


  

a.
During situations when the public requests information in quantities greater than the capability of the 911 Dispatch Center, when City or County Officials shall determine that information disseminated must be controlled by the EOC, or when the EOC is activated to Level 2 or 3, the EOC's Public Information Center shall be activated.




b.
A request for activation of the center should be made to the E.M.A. Director.  The director shall notify the PIO and the County Administrator.




c.
If the request is granted, Level 3 (or greater) activation is ordered. 




d.
Telephone lines shall be manned by personnel determined by the City Manager and the County Administrator.  Staffing shall be consistent with the staffing of the E.O.C.


  

e.
The following telephones lines shall be broadcast by the local media as public information lines: 234-6459, 234-6460, 34-6461, and 234-6462.


An erasable board (located in the EOC Operations Room) shall be placed in the Public Information Center.


All public information prepared by the PIO and available for release shall be placed on the board.



f.
Operators of these phones are permitted to release any information on the board.  Any other information must be approved by the PIO or the E.M.A. Director.



g.
During a Level 2 or 3 Activation, any requests for a specific department should be transferred directly to the appropriate Operations Group Staff member.

  
   
h.
A staff log shall be kept by all operators.



8)
EMERGENCY OPERATIONS

a.
The Public Information Center and Officer shall relay instructions on measures which will save lives, protect property, safety, & health, and minimize property damage.

  


b.
The Public Information Officer shall hold news briefings in the Media Room every hour on the hour or on a schedule agreed upon with the media.




c.
The Public Information Officer shall provide information:




1.
on the existing situation with the disaster.




2.   
the actions being taken by governmental authorities.




3.   
the actions to be taken by the public to implement the decisions, recommendations, and instructions.






4.
Supervise the dissemination of all information.

 


5.          Designate priorities for press releases.

d.      Inform the citizens where they can go for various types of disaster relief assistance.


H.
PRESIDENTIAL DISASTER DECLARATION

In a Presidentially declared major disaster or emergency, public information concerning Federal Assistance and the locations of Disaster Assistance Centers is the responsibility of the Information Officer on the Federal Coordinating Officer's (FCO) staff.  The Public Information Officer will assist the Federal Information Officer as needed.

I. REGIONAL EMERGENCY OPERATIONS CENTER

1. In the event of a major Regional Disaster lasting several days and/or weeks, the concept of establishing a Regional Emergency Operations Center may be instituted. 

2. If the county EMA Directors have determined that there is no danger to the citizens of the Northern Panhandle and operational objectives will be limited to the day operational period, a Regional EOC may be established.

3. The EMA Directors shall establish a timeline of which EOC will be the regional EOC.

4. Operations for the night operational period will be discontinued.

5. Each County EOC shall me manned by one person to answer phones as needed.

6. The Regional EOC shall staff the night Operational Period as determined by the EMA Directors.

7. All requests for assistance shall be handled through the Regional EOC.

8. In the event that an emergency occurs in an individual county, that county EOC shall be activated to the level necessary to handle the event.

J.
ALTERNATE EMERGENCY OPERATIONS CENTER


1.
In the event that the Wheeling-Ohio County Emergency Operations Center becomes disabled or inoperative due to disaster, fire, or other emergency, the Alternate Emergency Operations Center shall be activated.



2.
The activation of the Alternate E.O.C. shall be activated upon the direct order of the DIRECTOR of the _____________EMERGENCY MANAGEMENT AGENCY ONLY!

3.
Wheeling Fire Department Headquarters shall be designated as the Alternate E.O.C.

4.
The Alternate EOC Activation checklist shall be completed.



5.
All E.O.C. staff shall be relocated to the Alternate E.O.C. Consider using the Police Department and Sheriff's Department for assistance.



6.
Upon arrival, the E.M.A. Director shall assume command of the Alternate E.O.C.



7.
The Training Division shall be designated as EOC Operations. 234-3738



8.
The Operations Group will be assigned to the Training Room.  The E.M.A. Director shall notify Cellular One for 10 cellular telephones through pre-arranged agreements for use by the Operations Group.



9.
The Captain's Office shall be designated as Disaster Analysis and Military Liaison. 234-3630



10.
The Assistant Chief s Office shall be designated for the R.A.C.E.S. Group. 234-3646



11)
The Lounge will be designated as the Executive and Planning Group. 234-3797



12)
The Public Information Center shall be assigned to the Arson Investigation Office and the Inspection Division Offices, and the 911 Director's Office. 234-3770, and 234-3726.

13)
All E.O.C. S.O.P.s shall be applicable and enforced by the E.O.C. staff.

14) P.I.O. briefings shall be handled by the P.I.O. These briefings shall be conducted on the apparatus floor.


J.
DOCUMENTS



1)
EOC Seating Charts


2)
EOC Telephone List


3)
Planning P


4)
EOC Staff Checklists
