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Tab D to Appendix 1
iii. Vests will have either the position or Emergency Support Function (ESF)
identified on the back.
b. Equipment/Supplies

i. Atthe time of CEOC activation, or if possible, prior to, all equipment and
supplies will be located on each table for personnel to use.

ii. Each position should have, at minimum:
1. Pens
2. Pencils
3. Highlighters
4. ICS Form 213 (General Message Forms)
5. ICS Form 213RR (Resources Request Forms)
6. ESF Hourly Update Forms
7. Job Aids
8. WebEOC instruction manual
9. Telephone call transferring instructions
10. CEOC telephone list
11. CEOC Seating Chart
12. CEOC Standard Operating Guidelines

iii. Other equipment and supplies specific to a particular position, if necessary,
should also be located at the respective table.

iv. A roster of the CEOC staff should be maintained and distributed as needed.
The roster should include the person’s name, agency, position, telephone
extension, and seating location.

6. Operations
a. Activation
i. The Emergency Management Director, City Manager, Emergency
Management Coordinator, incident Commander or department heads may

request the partial or full activation of the CEOC (refer to Annex N, Section
VII.C of the Brazos County Interjurisdictional Emergency Management Plan).
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Tab D to Appendix 1

. The Emergency Management Director, City Manager, or Emergency

Management Coordinator may authorize for the partial or full activation of the
CEOC (refer to Annex N, Section VII.C of the Brazos County
Interjurisdictional Emergency Management Plan).

Criteria for Partial Activation — Refer to Annex N, Section VIl of the Brazos
County Interjurisdictional Emergency Management Plan.

Criteria for Full Activation — Refer to Annex N, Section VIII of the Brazos
County Interjurisdictional Emergency Management Plan.

For the activation checklist, refer to Attachment 4

b. Notifications

Upon activation of the CEOC, the individuals staffing the eight key positions
will be notified of the CEOC activation and should be required to report to the
CEOC immediately for an initial briefing.

i. Additional staffing of the CEOC will commence after the situation is assessed

and the appropriate additional staffing is identified.

Designated emergency management personnel will be included in the
notification process.

c. CEOC Access/Security

Individuals who are not members of the CEOC full-time staff will be identified and
their reason for entering the CEOC determined. CEOC administrative staff will
issue a visitor badge to those visitors with a valid need to enter the CEOC. All
visitors will sign the CEOC Visitor's Log before being issued their CEOC visitor
badge. Upon departure, the CEOC visitor badge will be returned , and '
documented in the CEOC Visitor’s Log.

All personnel assigned to work in the CEOC will check in with front desk and
obtain the “CEOC Job Aid — For All Positions”.

Upon entering the Operations Room, all personnel assigned to work in the
CEOC will update their phone number and associated Unit in WebEOC.

Upon leaving the CEQC after the shift or the conclusion of the incident, all
personnel assigned to work in the CEOC will check out with front desk.

d. Calls to CEOC

All incoming phone calls to the CEOC should be routed through one central
phone number and transferred to the appropriate party. If the appropriate
party is unavailable (e.g., away from the phone, already on the phone, etc.),
the CEOC telephone operators will complete an ICS-213 form (General
Message Form) and deliver the ICS Form 213 to the appropriate person.

N-1-D-5



Tab D to Appendix 1

As call volume increases, multiple lines and personnel may be dedicated to
answering and routing incoming calls. See Attachment 7 for Call Center
procedures.

e. Briefings

Briefings will be conducted at predetermined intervals based on the situation
to ensure all pertinent information is conveyed to all CEOC personnel for the
purpose of maintaining situational awareness.

i. The briefings should be as short as possible; long enough for every section

and unit to give a brief update of work being done and any major issues that
have been encountered. For each unit staffed with multiple personnel, only
one person will provide an update on behalf of the entire unit.

An ESF Hourly Update Form will be provided to each section and unit to
serve as a reference for each briefing. The use of this form is optional, but
highly recommended because it provides a means to write down items in

between each briefing to ensure that pertinent information is covered as well
as serves for documentation purposes.

The ESF Hourly Update Form contains two sections: current actions and
major issues. Both sections include areas for:

1. The Date and Time of specific actions taken / major issues encountered,
2. A description of action taken / major issue encountered, and
3. Applicable checkboxes.

A copy of all ESF Hourly Update Forms will be given to the Planning Section
for use in the completion of the Operational Support Plan.

Resource Management

General
1. ICP Established

a. The ICP Logistics Section maintains the responsibility to check in and
track resources located on site.

b. In the case of a single ICP, the CEQOC Logistics Section may accept
the responsibility to maintain records of and track resources acquired
to support the incident.

c. Inthe case of multiple ICPs, the CEOC Logistics Section has the
responsibility to maintain records of and track resources up to the
respective ICPs.

2. ICP Not Established
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The CEOC Logistics Section serves as the focal point to maintain a
resource inventory, acquire necessary resources and track resources that
are dedicated to the incident.

In all circumstances, it is important that the CEOC Logistics Section
maintains communication with the CEOC Planning Section about
resource allocation to ensure all documentation (i.e., Situation Reports)
and CEOC display boards are accurate.

Resource Requests

1.

Operations Section units field resource requests, complete ICS Form
213RR, and generates a unique resource tracking number

NOTE: Blank ICS Form 213RRs may already be printed with unique
tracking numbers. Use the pre-printed forms first. Otherwise the
numbering convention stated above should be used.

Have the requestor state the problem to be addressed.

Identify the appropriate resource and enter the needed resource in the
appropriate field of the ICS Form 213RR.

a. Resource Type

b. Resource Quantity

c. Other fields as required

Notify Finance Section on cost, if applicable.

If the Operations Section Unit can fill the request, then do so and mark
the ICS Form 213RR as “filled” or “complete”. Otherwise, forward the
unfilled ICS Form 213RR to the Logistics Section for resource acquisition.
If the CEOC Logistics Section is unable to fill resource request, complete
the ICS Form 213RR as much as possible for routing to the State via the
DDC or MACC. '

a. All open resource requests must be passed from the Logistics Section
Chief to the CEOC Manager for approval.

b. The CEOC Manager will submit the open resource request to the
DDC primarily by fax, however, any other communication method may
be deemed appropriate as necessary.

Resource Tracking

1.

Resource Check-in
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ICP Established

i. The ICP maintains the responsibility of checking in all resources
dedicated to the incident.

ii. At pre-determined intervals or as necessary, the ICP will notify the
CEOC of any new resources committed to the incident.

ICP Not Established

i. The CEOC Logistics Section Chief is responsible for ensuring all
incident resources are checked in. Upon the arrival of the
resource to the incident, the CEOC Logistics Section Chief should
be notified of the time, date and location of the arriving resource.
Other information may be needed to ensure the resource is
returned to the originating destination, such as the point of origin,
owner of resource, etc.

ii. Inlargerincidents where a staging area is deemed appropriate,
the Staging Area Manager will ensure the resources are checked
in.

iii. At pre-determined intervals as deemed necessary or appropriate,
the Staging Area Manager will notify the Logistics Section Chief of
any newly checked-in resources at the staging area.

Resource check-ins should be accomplished by using the WebEOC
Resource Tracking Board, the ICS Form 211, or other appropriate
means.

In all circumstances, it is important that the CEOC Logistics Section
maintains communication with the CEOC Planning Section about
resource allocation to ensure all documentation (i.e., Sitreps) and
CEOC display boards are accurate.

2. Required information for tracking

®Co0TW®

Time/Date of Arrival

Resource Description

Resource Quantity

Location

Resource tracking number from the ICS Form 213RR

3. Resource relocation

a.

b.

The Logistics Section Chief needs to be notified of location change of
resources dedicated to the incident.

The Logistics Section Chief needs to be notified of resource
demobilization.

N-1-D-8
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c. Upon relocation of resources, the CEOC Logistics Section must

maintain commuriication with the CEOC Planning Section about
resource allocation to ensure all documentation (i.e., Sitreps) and
CEOC display boards are accurate.

4. Method(s) for resource tracking

a. The method(s) used to track resources are vast. Any number of

methods may be utilized for this purpose as deemed appropriate for
the incident. Some of the methods may include, but not limited to:

i. WebEOC Resource Tracking Board
ii. Excel Spreadsheet
iii. T-Cards

The preferred method for resource tracking is WebEOC through the
resource tracking board(s). However, manually tracking resources
through the T-card system should be familiar to all in instances where
technology may fail.

g. Emergency Public Information

i. Public Information Officer (PIO Coordinator)

1.

1.

The PIO Coordinator is responsible for providing information on the
emergency situation to the media.

a.

All information must have approval by the CEOC Manager prior to
being released to the public. ‘ '

The PIO Coordinator can be any member of the Emergency Public
Information Group who is available during an operational period.

The PIO Coordinator will work with other PIOs assigned to the CEOC and
the Joint Information Center (JIC) to ensure that a unified message is
disseminated.

Joint Information Center (JIC)

A JIC should be established during an activation of the CEOC where
more than one jurisdiction / agency is involved.

The JIC may operate out of the Media / Training Room within the CEOC.

The JIC should consist of personnel from the Emergency Public

Information Group as well as additional staff as determined by the CEOC
Manager and CEOC PIO Coordinator.

h. Situational Awareness

Status Display Boards
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1. The Planning Section staff will maintain all status display boards.

2. Any requests to have displays changed should be directed to the
Planning Section.

ii. Activity Log

1. An Activity Log should be maintained to keep a record of events and their
timeline.

2. Any position may update the Activity Log via the Position Log within
WebEOC. Alternatively, an Activity Log may be utilized and updated by
the Planning Section.

3. Entries in the Activity Log should be short and concise.
ii. Major Issues / Significant Events

1. To provide situational awareness, any major issues or significant events
should be displayed.

2. Any position may update the Significant Events board within WebEOC.
Alternatively, information should be routed to the Planning Section to be
displayed.

i. Documentation and Message Taking

i. All information should be documented on a General Message Form and/or
WebEOC Position Log capturing the message for the purpose of
documentation.

ii. Each General Message Form should contain only one message. That is,
each message should be noted on its own General Message Form. However,
follow-up information pertaining to a particular message should be noted on
the original General Message Form.

j-  Financial Tracking

The process for tracking expenditures will be jurisdiction specific and will follow
jurisdictional policies and procedures.

k. Planning Process

i. While typically used by incident command to allow for timely planning to
mitigate an incident or event, the NIMS planning process provides a template
for the CEOC to plan how it can best support the incident response. The
planning process will identify the resources needed to implement strategies to
support the on-scene operations.

N-1-D-10
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Each CEOC shift should develop an Operational Support Plan (OSP) for the
next shift. The OSP is intended to guide decisions based on the agreed-upon
objectives and is coordinated to align all levels of the response effort. The five
primary phases of the planning process are:

1. Understand the situation

2. Establish CEOC objectives and strategies to support the on-scene
operations

3. Develop the OSP
4. Prepare and disseminate the OSP
5. Revise and evaluate the OSP

For the detailed planning process and meeting agendas, refer to Attachment
4.

I. Information Technology in the CEOC

Telephone Systems

There are two telephone systems within the CEOC that operate
independently from each other. One system is maintained by FIBERTOWN
and utilizes 393.XXXX prefixes. The other system is maintained by the CEOC
and utilizes 821.XXXX prefixes. Therefore, careful consideration will be made
for the utilization of these two telephone systems.

i. Telephone System “Hunt Groups”

The telephone system in the CEOC is set up to quickly change the call flow of
the main CEOC telephone number (979.821.1000) through “hunt groups” to
accommodate the need of a call center or incidents involving child abduction.
Specific instructions on the telephone system “hunt groups” reside at the front
desk in the CEOC lobby and the CEOC Activation Checklist.

Call Transfers

The telephone system in the CEOC has the capability to accommodate call
transfers. Procedures for transferring calls are located in Attachment 6.

Wall Plates

Each of the four outer tables in the Operations Room has 1 wall plate each.
This provides the capability to have 1 computer from each table be displayed
on any screen. There are 6 computers in the RACES Room that are
connected to wall plates as well. This provides the capability to have a total of
10 different computers being displayed on any combination of screens within
the Operations Room. Refer to Section 6.g.i (Status Display Boards), above,
to have displays changed.
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m. Incident Documentation Package

Documentation of the incident is essential for sustaining the actions that went
well, improving the actions that did not go well, completing necessary
paperwork to file for reimbursement, and any subsequent audits that may
arise.

1.

2.

9.

ii. The documentation package for each incident may include:

Initial Emergency Report

OSPs

SITREPS

ESF Hourly Update Forms

Contracts

Declarations

ICS Form 213s (General Message Forms)
ICS Form 213RRs (Resource Request Forms)

ICS Form 211s (Resource Check-in Forms)

10. Other sections in incident file as needed

n. Interface with Other Emergency Locations

ICP-CEOC Interface

1.

CEOC Operations Section is comprised of disciplines (emergency
support functions) that are represented on scene. The CEOC Operations
Section provides operational support for on-scene personnel.

On-scene personnel will likely be communicating with their counterparts
in the CEOC (e.g., Public Works on scene to Public Works in the CEOC).

Likewise, communications from the CEOC to the ICP will generally follow
the same communications channel (e.g., Law Enforcement in the CEOC
to Law Enforcement on scene).

In some instances, it may be necessary to designate a Liaison at the ICP
to provide a direct communication link to the CEOC Manager.

Staging Area-CEOC Interface
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1. ICP Established — The staging area is an extension of the ICP Logistics
Section for “holding” of non-committed response resources. Therefore, all
communications from the CEOC pertaining to the staging area will be
routed through the IC, unless otherwise instructed.

2. No ICP Established - The staging area is an extension of the CEOC
Logistics Section for “holding” of non-committed response resources.
Therefore, communications with the staging area should be through the
Logistics Section Chief and the Staging Area Manager, unless otherwise
instructed.

iii. HAMOC-CEOC Interface
Anytime the HAMOC is activated, the Health/Medical ESF will be staffed.
Therefore, communications with the HAMOC should be routed through the
Health/Medical personnel and the HAMOC, unless otherwise instructed.

iv. MACC/DDC/SOC-CEOC Interface

All communications with the MACC, DDC, and/or the SOC should be routed
through the CEOC manager, unless otherwise instructed.

0. Deactivation — Refer to Annex N (Direction and Control) of the Brazos County
Interjurisdictional Emergency Management Pian.

N-1-D-13
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EMERGENCY OPERATIONS CENTER LOG Page of Pages
Brazos County CEOC
From To
Date Hour Date Hour
Time
No. | In Out | Incidents, Activities, Reports, & Actions Taken Initials
SAMPLE
|
Ver 2.0 N-1-E-1
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EOC MESSAGE LOG
Date:

Msg Msg Received Sent Message
# Date/Time From To Subject
Ver 2.0 N-1-F-1
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SSAGE FORM__

From
To
Subject
Message Text
Send By
[] Radio - [] Teletype [] Fax ] E-mail
Date: Time: Message #:
DISTRIBUTION:
Ver 2.0 N-1-G-1
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OC INFO/A

'RECORD . .

Date: Time:

Message #

Received By

Message From

Contact Number/

Location
Message, Issue, Problem or Information:
ﬁ Info Only 1D Post on Display Board E Plot on Map
| [ ] Action Required. Action Assigned To:

Action Taken

DISTRIBUTION:

Ver2.0
01/06
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INITIAL EMERGENCY REPORT

PURPOSE

The purpose of this report is to advise the State (through the local Disaster District),
nearby jurisdictions that may be affected, and jurisdictions that may provide resources
under a mutual aid agreement of an incident that has the potential to become a major
emergency or disaster. An Initial Incident Report should be dispatched as soon as it
becomes apparent that an incident has the potential to become a serious emergency
situation. The report should be sent in written form (such as TLETS teletype or
facsimile) if possible. If this is not feasible, a verbal report should be made by telephone

or radio.

FORMAT

DATE/ TIME: / /

FROM Brazos County

TO: DPS Bryan, TX; DDC Chairperson
[Adjacent affected jurisdictions, jurisdictions from which resources
may be requested pursuant to interlocal agreements]

SUBJECT: INITIAL EMERGENCY REPORT

TYPE OF INCIDENT:

DATE & TIME OF OCCURRENCE:

DESCRIPTION: (a short description of what happened or is occurring)
AREA AFFECTED:

RESPONSE ACTIONS UNDERWAY

ASSISTANCE REQUIRED, IF ANY:

POINT OF CONTACT INFORMATION:

@*0oooTp
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3. SAMPLE REPORT [This is a sample report. Do not include in your annex unless using
as preformatted report for specific situations.]

DATE/ TIME:
FROM Brazos County
TO: DPS Bryan, TX; DDC Chairperson
DPS [DPS Regional Headquarters]
[Adjacent affected jurisdictions]
[Jurisdictions providing mutual aid resources]
SUBJECT: SITUATION REPORT # 1

FOR PEYTON AGRO-CHEM EXPLOSION
Covering the Period From 11-25-00To 11-26-00

a. CURRENT SITUATION: Fires in downtown buildings have been extinguished. Chemical
plant continues to burn. Search & rescue team has recovered 3 bodies in collapsed
buildings in downtown area; firefighters recovered another body. Spilled hazmat in
temporary dikes and berms being recovered by contractor Hazwaste, Inc. Evacuees at
shelter at Wharton School operated by ARC. Pesticide residue may have contaminated
2 residential blocks south of plant; assessment underway by TNRCC and EPA.

b. AREAS AFFECTED: 1 business block, 8 residential blocks

c. RESPONDING AGENCIES/ORGANIZATIONS:

Local: Disasterville FD, Floodprone VFD, Monon VFD, Casson FD.
State: TCEQ, TxDOT, Dept of Ag, TEEX Search & Rescue Team, GDEM RLO
Federal: US EPA
Volunteers: ARC, Salvation Army
d. CASUALTIES (cumulative):
1. Fatalities: 4
2. Injured: 11
3. Missing: 2
e. ESTIMATED DAMAGES (cumulative):
1. Homes Destroyed/Damaged: 8//12
2. Businesses Destroyed/Damaged: 6/2
3. Govt Facilities Destroyed/Damaged: 1/0
4. Other:

f. EVACUATIONS (cumulative): Estimated 260
SHELTERS (cumulative):

1. Number of Shelters Open: 1
2. Estimated Occupants: 120

h. ROAD CLOSURES:

1. Monan, Meridian, Western, Key, Travis, Fox, Tiber, Alstead, and Calhoun Streets in
southern portion of city
2. County Road 124 between city limits and Co. Rd 150.

i. UTILITY OUTAGES: Electrical and water service shut off to four blocks of downtown.

j- COMMENTS:

1.  Fire Marshal expects fire at chem plant to burn itself out this evening. Some fire
units will be released at that time.
2. TCEQ believes it will take another 24 hours to fully map contaminated areas of

downtown.
3. Search and rescue team believes it will complete search of collapsed bldgs this
evening. ’
Ver2.0 N-3-2
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