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PREFACE

Why do we need to plan?

January 2008 Ice Storm

I municipalities will face emergencies.

In the 21 ' century we have become
more reliant on technology, communications, and transportation. As a result, we are
more adversely affected by severe weather, floods, and epidemics. PEI is not

immune to these threats.

Most emergencies are well managed at the loc al level from emergency service
agencies such as ambulance, fire and police . However, a large -scale emergency  will
likely require more r esources and personnel than primary responders can provide
and manage . To be able to respond in an effective and coordinated manner in an
emergency, it is vital that municipalities develop a comprehensive emergency

management program.

APElIIS n ot I mmune to these th

The key element of emergency preparedness is muni cipal emergency management
planning. When developing an emergency program, commitment is needed from
local officials, input and support from PEI Emergency Measures Organization (PEI
EMO), and other supporting agencies that will participate in an emergency response.
Once the plan is developed, it is critical the plan is exercised to ensure that it

functions as intended and to familiarize emergency personnel with their roles.
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PElI EMO offers training and assistance across all activities in the emergency
mana gement spectrum . Working  directly with all provincial government
depar tments, liaising with volu nteer agencies, and coordinating with federal

departments, PEI EMO can provide the required guidance and expertise to

municipalities

Develop and exercise you r emergency plan as soon as possible. Emergencies by
nature are largely unexpected, so it is important to develop the plan before, rather

than during T or worse after - an emergency. Planning ahead ensures that the
municipality has taken all necessary steps to prepare for an emergency and reduces

liability exposure.

NThe key el ement of emergenc
IS developing a municipal emergency

management program. O
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Section 1

Developing a Municipal Emergency
Manag ement Program

mergency Management is comprised of four distinct but intertwining phases:
E Mitigation /Prevention , Preparedness, Response, and Recovery.
Mitigation /Prevention deals with taking corrective measures to ensure an area
of potential risk is identified, and those measures are taken in order to reduce or
eliminate the risk and potential impact on the community. Prepared ness activities
can help ensure staff and counci | are appropriately trained and resources are
identified and  accessible . The Response phase involves
deal with a current risk. The Recovery phase involves th e efforts of the community
and residents to return to normal. These will be discussed in more detail throughout

this guide.

The responsibility for the health and welfare of municipal residents rests with the
elected officials of a municipal government. Every municipality must be prepared, to
the extent of its own capabili ties, to meet the threats that may arise from an

emergency.

Hurricane Juan 2003
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Emergency management activities at the municipal level include:

1 ensuring the creation of an effective emergency management plan ( municipal
by-law and plan templatesa  re available from PEI EMO on the website

www.peipublicsafety.ca  );

conducting a Hazard/Threat Risk Assessment of the community;

ensuring the pl an is maintained and exercised annually;

conducting public emergency management training, awareness and education
programs; and

1 providing leadership and direction during an emergency situation.

Your Emergency Plan

Citizens depend on and expect their local government to provide an effective,
coordinated response that will minimize any injury, damage or losses to people,
property, or the environment. Planning in advance and together will ensure an

effective and effic ient response.

When an emergency occurs in your community, police, fire, and/or ambulance
personnel respond. When the emergency escalates beyond the capacity of these
primary responders, the municipality needs to activate further personnel and

resources.

Writing an emergency plan will help clarify roles and responsibilities, provide
guidance to responders, define the scope of authority, identify resources and
emergency contacts, and outline the concept of operations during an emergency.

Chapter 3 deals specifically with writing a plan and the steps to complete.
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Hazard Risk Assessment

Appropriate mitigation and preparedness activities can only follow once risk s are

adequately identified, assessed and rated .

The process of conducting a Hazard Risk A ssessment is based on a review of the
features of hazards such as their location, intensity, frequency and probability; the
potential of physical, social, economic and environmental impacts, vulnerability, and

exposure, while taking into account municipal capacity.

ANAppropriate mitigation
activities can only follow once risks are

adequately 1 denti fied

Hazard Risk Assessment is the foundation for emergency plans. However, learning
what to ask for can require some specialist knowledge and individual municipalities
may benefit from discussion at a wider regional level with other partner agencies and

neighbouring municipalities. PEI EMO can assist and facilitate with  this process.
The following components should be also be inc luded to ensure a comprehensive

emergency management program. Each component should be developed according

to yo ur municipality, its needs, and resources.

Business Continuity Planning

Business Continuity Management (BCM) is a holistic management process used to

identify potential impacts that threaten an organization.

BCM offers tools that aim to improve an organization's resilience. By identifying, in

advance, the impacts of a wide variety of potential disruptions to the organization,
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personnel can prioritize actions to achieve resilience in areas such as security,

facilities and Information Technology.

While concerned with all scales of resilience, the Business Continuity Plan i dentifies
ways to survive the loss of part or all of its operational capability such as staff or

equipment. Because an organization depends on its management and operational

staff as well as technology and geographical diversity, resilience must be develop ed
throughout the organization from senior management to shop floor, across all sites,

and the supply chain.

Agenciesd Emergency Pl ans

Another piece of a comprehensive municipal emergency management program is

i ncorporating other agensdiio¢he hunieipaleptary &hiscsegetiop | a
of the plan includes the planning and operating information for individual agencies

and departments that may have a key response role in an emergency. This may
include non -governmental agencies such as Canadian Red Cross or the local Lions
Club, neighbouring municipalities or plans from industry and business who are

located within your jurisdiction.

Evacuation Plan

Every municipality shoul d have an evacuation p |
complementary document to th e municipal emergency management plan. Sudden

emergencies such as a dangerous goods spill, a forest fire, or encroaching flood

waters may require the municipality to evacuate residents quickly and for an

extended period of time. It is far easier to plan how you will proceed with

evacuation before the emergency occurs then wait to planitonce it happens.
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Section 2

The Process to Writing a Plan

Writing the Plan

Ayor/Chairperson  and Council
M are responsible to ensure

their municipality develops
and exercises a municipal emergency

management program. The plan

should be well thought out,

researched, and practiced to ensure maximum effectiveness and acceptance.

addition the emergency management plan should be

update d on an annual basis to

ensure resources listed are current and contacts accurate.

Emergency Preparedness Week is celebrated across the country during the first full

week of May . this is an ideal time for municipalities to designate for planning

updates.

There are 10 steps to develop an effective emergency response plan; these steps are

outlined on the following pages.
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Step by Step Guidelines

The purpose of the planning process is to produce a realistic assessment of the risks
your community faces and develop a program for emergency response to effectively
respond to those risks. This will also enable you to deal effectively with other risks

you have not anticipated.

Step 1. Pass a municipal by -law

The process of developing an emergency plan begins and ends with the municipal
council. The council must support the idea of emergency planning, provide funding, if
applicable, and appoint the members of the emergency planning committee. Council

give s the planning committee the authority through a by-law to develop an
emergency plan. The municipal council should be involved at various points in the
planning process, both to keep other elected officials informed about the content of

the plan and to bui  Id support for it.
The by -law should enable council to

o0 Appoint a standing committee of council including at least two council
members

o0 Appoint an emergency management coordinator for the municipality

o Establish an emergency management planning committee

o Allocate finances for extraordinary expenses incurred during an emergency
A By-law template is located in the A ppendices section of this guide . Once the by -

law has passed, legislation in PEI requires a copy be submitted to Municipal Affairs

within seven days of it passing. Failure to do so may make it null and void
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Step 2. Form a standing committee to council

Municipal council should appoint two or more council members to a standing
committee  which will serve as the executive in an emergency situation and will
represent executive concerns in emergency planning. The standing committee will
liaise with the emergency management coordinator regarding planning issues and
emergency threats in the region. The standing committee will also negotiate any

mutual aid agreements with other municipalities or organizations.

Step 3. Appoint a Municipal E mergency Management
Coordinator (MEMC) ; establish an emergency management

planning committee

The standing committee to council should appoint an Municipal E mergency
Management Coordinator (MEMC) who has the support and recognition of primary
emergency responders, municipal officials and administrators, and representatives

from agencies who partici pate in the emergency planning and response processes.

The MEMC will motivate, amalgamate and coordinate a response when an emergency

occurs in the municipality.

The Coordinator must have  the delegated appropriate authority from the municipality

to coord inate an emergency response on behalf of the municipality. This must

include financial authorization to make purchases and commit resources. The MEMC
will also act as the chairperson for the emergency management planning committee.

This committee may inc  lude representatives from external organizations which  will

participate in a municipal emergency response, including persons from

o Police department

o Fire department

o0 Ambulance

0 Senior municipal administration

o Public works and utility companies

o Community ser vices and others as the event requires.
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Members of the committee should have experience in their respective fields, possess
a sound knowledge of their operational roles, procedures, and resources, and have

the authority to make decisions on behalf of thei r department or agency.

Avoid making the planning committee too large. It is usually better to develop a
support group to provide expertise and assistance on specific topics as needed. A

support group might include representatives from:

0 Industries or pri  vate utilities

0 Local schools

o Provincial government departments, where applicable

0 Volunteer organiz ations: Canadian Red Cross, local amateur radio club, etc.
0 Transportation companies

o Equipment suppliers

o Other stakeholders or involved participants

The emergency management planning committee will report to the standing
committee through the emergency management coordinator. The latter should
periodically brief the standing committee to ensure ongoing support and approval of

actions, plans or procedures, and decisions.

In jurisdictions where services are provided by external organization there is a need
to consider impacts to these groups from other jurisdictions. For example the district

for your fire department may include several other municipalities, and outside of the
two largest cities are managed solely by volunteers. During an event involving
several municipalities the strain and stretch on local resources may require a greater

level of coordination then during an isolated local emergency only affecting one

municipality.

Review the content of the emergency plan template to become familiar with its
contents, understand the roles and responsibilities, and learn the concept of
operations required to manage an emergency. A template can be found at PEI EMO

website www.peipublicsafety.ca
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Step 4. Delegate positions of the EOC Team

The plan is a bl ueprint for your emergency response. Part of the blueprint
development involves assigning roles and responsibilities to specific groups or
individuals for various aspects of emergency planning or response. Develop these
responsibilities with the individual s or groups who will carry them out to ensure

agreement and clear understanding of the roles.

Step 5. Conduct a Hazard Risk Assessment

Emergency planning includes identifying and assessing the risks your community
faces. Through research, local historical records, and local knowledge, you can gain
insight into potential threats your region faces and some probable effects of an

emergency.

Be realistic. The goal is not to anticipate every possible risk, but to develop
systematic procedures that provide an effective response to a probable, and not so
probabl e emergency. Keep in mind the question:
com munity has s pecific risks: The goal is to identify those risks and provide a basis

for dealing with them.

Hazard Risk Assessment is beneficial for developing an outline for everyone
participating in an emergency response. Consider all possible resources your

munici pality has at its disposal, and where you may obtain items that are not

available or may be in limited supply. If you face a lack of resources or qualified

personnel to carry out necessary functions in an emergency, you can develop a

mutual aid agreement o r sign a memorandum of understanding (MOU) with another
municipality or organization who have the required capacity or capability and will

provide needed assistance in an emergency.

PEI EMO can conducta Hazard Risk Assessment for your municipality. To | earn more

or to inquire contact the office for additional information or to arrange a session.
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Step 6. Determine what resources you need

A municipal emergency management program is only as effective as the
municipalityés ability tiwwe encesgencyyresporise iovaltestwoAn ef f ect
components:

o Recognizing the developing emergency and responding quickly and effectively

o Making the best use of existing resources in the municipality

AThe plan is essentially a blueprint for an

emergency response . 0

Maintain a current contact list or directory of all necessary personnel, including
council members, primary responders, and persons responsible for resources which

may be needed.  This listing should be included as an appendix to the main plan.

The dir ectory should indicate contact names, all available phone numbers , and a

designated alternate for all resources you may need in an emergency.

It is very important that you update this directory regularly. Your plan should ou tline
a notification system whi  ch describes who initiates the call -out and how it will
proceed. An established ca IlI-out procedure will ensure all necessary personnel and

resources are contacted to respond to the emergency.

Consider the following:
o Can you respond to more than one emergency at a time?
o0 Where could you obtain additional people and equipment, if needed?

o Do you have reliable communications and transportation system in place?
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Step 7. Compile the Emergency Plan

Once all the positions are filled and resources identified it is time to pull it all
together into one single point . Sharing the work of identifying resources with
members of the Emergency Management Committee will make this process much
easier. Before p resenting the plan to Council for approval, organize all the
information and compile into one document, print and place in a binder for better

presentation and organization. Using the template on the www.peipubl icsafety.ca

website will help with this task.

The standing committee of council will present the plan to council. Council may
approve it as is or suggest some changes. If changes are required, the necessary
revisions will be made and when complete presen ted to council. These steps may be
repeated until council approval is granted. Once approved it should be signed and
dated. Copies should be provided to all members of the EOC team, partner agencies

and to PEI Emergency Measures Organization

Step 8. Training

Individuals with a role in the emergency plan must be fluent with their roles and  be
prepared to provide guidance to staff or volunteers who may also form part of the

response team. PEI EMO offers a series of training programs on basic and advanced
emergency management. Course calendar and applications can be found on

www.peipublicsafety.ca website.
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Step 9. Exercise the Plan

Exercise your pla n, in part and in whole. Exercising the emergency plan is as

important as writing it. Exercises can range from small drills, discussion based
tabletop exercises, to a full -scale field exercise. An emergency exercise is not meant
to test responders, rather it serves as a learning tool for all involved. It provides an

opportunity for everyone to review and test their roles and responsibilities and to

consider components and issues that could unexpectedly arise during an emergency.

PElI EMO Public Safety officers are available to attend your exercise event as a

facilitator, observer, or evaluator as your needs require.

Make sure your emergency plan provides for the distribution of information to the

public during an emergency.

AExercising your emergency plan is just as

important as writingit . 0

Conclude the exercise with a debriefing session. Everyone who participated in the
response should participate in the debriefing. This is an opportunity for everyone to
share their perspectives on the res ponse and to provide both positive and negative
feedback.

A Public Safety Officer or evaluator should also provide feedback on the exercise

focusing particularly on the effectiveness of the plan and the coordination of

personnel, resources, and events. It is likely the exercise will highlight some areas in
your emergency plan  which requires revision. Make appropriate revisions based on
observations from the exercise. Ideally some testing should occur prior to an official

approval process.
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Step 10. Maintain Program and Public Awareness

Plans should be reassessed and updated annually . Resources and contacts frequently
change and accessing them isthe one area which causes the most challenges during
a response. Through continued planning and exercisi ng, a culture of awareness
should develop, leading to those resources keeping their contact information current

and up to date. There are software systems available for purchase to assist in the

collection and maintenance of emergency plans.

Public aware ness and support are critical element s in emergency planning. Seek
public consultation during the planning stage. Representatives from other
organizations or agencies, volunteers and citizens may provide you with feedback or

issues you may not have conside red.

APublic awareness and support are critical

element s in emergency planning . 0

Share the emergency plan with all those who may play a role in the emergency
response. Meet with representatives from participating departments and agencies to
inform them and answer any questions about their roles and responsibilities in an

emergency resp onse.

Hurricane Juan 2003
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Consult with PEI Emergency Measures Organization

Your municipal emergency management committee should call on PEI EMO for any or
all of the following:
o0 Emergency resources to respond to a particular emergency if unavailable in
your municipality or reached their capacity
0 Assistance to ensure your plan is complete and sessions on developing an
emergency management program for staff and council

o Training in basic emergency management, exercise design and advanced

emergency manage ment

NEmergency
preparedness is a
continuous activity;
write your plan and

exercise |

Contingency Plans

Contingency plans are arrangements for specific emergencies for which a
municipality has a  specific and considerable  vulnerability to. Consider the following:

o0 What agencies should be involved?

o0 What is the specific role for each agency?

o0 What resources are needed to handle such an emergency?

o What skilled or qualified personnel are needed to respond effectively?

o0 How can those resources and personnel be reached?

o If those personnel or resources are unavailable locally, what other

municipalities, agencies, or organizations have the specialized equipment or

skills?
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Stress Management and Debriefing

Schedule a debriefing session within 24 to 72 hours of th e post -emergency stage. All
personnel must be debriefed. This can happen in a variety of ways. Emergency
managers may choose to debrief on a one -time basis, in a small group, together with

all responders and agency representatives.

ADebri efi ng onpostedirbyeur i n c
emergency plan that will allow for an open
discussion to evaluate the success of the

responseeéo

Debriefing sessions should include the following:
0 An objective assessment of the emergency and response
o Difficulties individuals or groups fa ced (e.g., communication,
mi sunderstanding of oneds role, etc.)
o Recommended changes for the municipal emergency management program
and future response efforts

o Comments from each individual

Debriefing s must be incorporated iny  our emergency plan in a way which allows for
open discussion to evaluate the success of the response and identify necessary
changes for the municipal plan. D ebriefing is a useful process allowing participants to

express frustrations and anxieties experienced during the emergency.

Failure to address these feelings can result in increased stress related symptoms.
Without proper debriefing, these symptoms may become evident shortly after the
emergency and may last for years. For some individuals, even mock and tabletop
emergency exerci ses can be stressful. It is important everyone get s adequate rest

and relief during and after an emergency. At the onset of any event you should must
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consider assigning someone to enforce relief and rest periods for everyone, including

management personnel.
Emergency managers should be aware of the emotional impacts to personnel . For

those having a difficult time coping they should be provided an opportunity to take

the necessary break s or be removed from the situation.

Debriefing session
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Developing Memorandums of Understanding or
Agreements

By definition, emergencies are unpredictable. This makes it almost impossible to
ensure all necessary resources and qualified personnel are alwa ys available and
accessible wh en an emergency happens. H  owever, those personnel or tools are often

vital to an effective, coordinated response.

One way to quickly access resources, assets and qualified personnel in an emergency

is to develop a Memorandum of Understanding (MOU) or an agreement (MOA) with
local organizations or neighbouring municipalities. An MOU or MOA outlines expected
roles and responsibilities of both the municipality and the provider of additional or

alternate services or resources, bot h before and during an emergency response.

Consider developing an MOU or MOA with the following resources:

o Local school board for use of school facilities and other equipment in case an
evacuation is necessary and a reception centre must be established

0 Transit companies for use of buses for evacuation

o Neighbouring municipality for specialized equipment, additional personnel
and/or facilities

o Community service organizations such as Lions C
provide support services such as food services or use of private community

centres

Your MOU or written agreement should include the following information:

0 The complete title of each of the parties involved

o Definitions to clarify wording used

o A brief description of the municipality and other organization describing their
purpose and authority structures

0 The purpose of MOU or MOA

o The municipal responsibilities in an emergency response as well as in
conjunction with the other party (e.g., provision of training, etc.)

0 The responsibilities and rol  es of the other party prior to and in an emergency
response

o Anoutline of cost recovery for services incurred
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0 An account of insurance coverage and/or liability information

The terms of agreement, including renewal, amendment, and termination
information

The appropriate signatures from the municipality and the participating party

A MOU template can be found in the annex of this document.
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Developing Your Evacuation Plan

When creating an  evacuation plan consider the following:

o Public/resident protection : Is evacuation the only way to protect them from
harm?

0 Municipal training: Who needs to be trained? What should they be trained in?

o Citizen rights and responsibilities in an evacuation: What method of public
education does your m unicipality have in place to inform them of these
guestions?

o Public notification: How will you let people know they have to leave the area?

Where will you send them?

o Demographics: What unique characteristics do residents in the affected area
have such as ¢ ultural and language differences?

0 Specialized needs: What special needs do people in the affected area have
(e.g., disabilities, transportation, pets, livestock)? What information should
they know?

o Evacuee numbers: how many people will need to be evacuated ? Should
others in the area be alerted? How will the municipality deal with separated
family members?

o Effect on citizens: How will an evacuation affect the stress level and coping
skills combined with a large -scale emergency? What kind of support is
available to them?

o Effect on others: How will the evacuation affect neighbouring municipalities?

AWho does what Il N an evac

o Effects on other municipal ¢ = omponents: How will the evacuation affect the
local economy, political consequences and the social fabric of the community?
0 Area considerations: What parts of the municipality are particularly at risk to

evacuate? What can be done to reduce that risk?
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o Area needs: If many people need to be evacuated, can the municipal
infrastructure (roads, bridges, etc.) handle the volume of traffic at this time?
0 Authority: Can the evacuation happen only when the municipality has
declared a state of | ocatieresttergeneyaciWwhoi oain?
liability considerations are there? What are the consequences of these
liabilities?
o Agencies involved: Who does what in an evacuation?
0 Re-entry phase: Who will monitor and determine when it is safe for evacuees
to return?
o0 Recovery : What assistance is in place for evacuees who face damage or

losses as a result of the emergency?

In answering the questions above, your municipality should be able to develop a
comprehensive evacuation plan. For further evacuation training, planning or exercise
assistance, please contact PEI EMO. You can find a template for an evacuation plan

at www.peipublicsafety.ca
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Section 3

Municipal Emergency Operations Centres

Planning and Operating Guidelines

O nce your municipality has developed an emergency plan, the next step is to

create an Emergency Operations Centre (EOC) and assemble an
Emergency Operations Centre Team (EOCT) . Similar to the emergency
plan, an emergency operations centre and team require s a commitment from local

officials combined with input and support from provincial government agencies

including PEI EMO, emergency services, and non -governmental agencies

The Emergency Operations Centre (EOC):

One of the purposes fort  he Emergency Operations Centre (EOC) is as the designated
location for gathering and disseminating information and conducting analysis. Clear,

concise, and frequent communication is essential in the EOC in order for decisions

and policies governing the eme rgency response to be planned and implemented in

the best possible way.
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For an emergency response to be effective, everyone staffing the EOC must be able
to identify and access resources in an expedient manner. Develop and regularly
update the list of co  ntact names and phone numbers of potential personnel and lists
of equipment, materials, resources, and supplies that may be useful in an emergency

response.

EOC Physical Location, Equipment and Supplies

Consider the following factors when deciding where to | ocate your
EOC:

o How vulnerable is the location in an emergency?

o How conven ientis it for EOC staff to access in an emergency?

o Does the EOC have back up power if the emergency causes a loss of
electricity, water, and sewage services to the municipality?

o Arethereany budgetary restraints?

o How well can the building be secured in an emergency?

Develop your EOC before an emergency occurs. Analyze potential hazards and take

them into consideration when selecting the site. For example, locat ing your EOC in
an area at high risk for flooding may be OK for certain events but if your Hazard Risk
Assessment indicates your municipality has a very high probability and occurrence of

flooding this may not make the best primary location

The EOC ideal ly should be a self -sufficient and self -sustaining facility that can
operate independently for a reasonable amount of time with its own electrical
generator, an independent water supply and sewage disposal system, and adequate
ventilation.  Depending on you r local resources you may only be able to provide

partial self sustaining capacity.

Facilities must be located in an area where security personnel can manage and

control people entering and leaving the EOC, particularly the operations room.
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Ideally the following areas should be designated in the EOC:

0 Operations Room - the largest room or area in the facility should be
designed to allow for effective management and coordination in the
emergency response.

o0 Executive Room - preferably separate but near the operations room, the
executive room houses elected officials, who provide authority and direction
in the response effort.

o Communications Room - separate but close to the activity of the operations
room; this is the heart of the EOC.

o Public Information Cen tre - the public information centre is where news of
the emergency is disseminated to the public.

0 Restareas - stress and fatigue are natural consequences of an emergency;
it is imperative to include a quiet area separate from the EOC where
personnel canr est.

o Washrooms

o Kitchen and food storage facilities that have sufficient equipment,

supplies, and food to enable personnel to function effectively during the crisis.
The EOC design and layout for small and large municipalities will vary; each

municipality will find it needs to design its EOC to fit the needs and building

capacities of the municipality.
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Equipping a Municipal Emergency Operations Centre

The following is a suggested list of basic equipment for a municipal emergency

operations centre. Consider the specific municipal hazards and needs of EOC staff to

ensure that the EOC is properly prepared.

Desks Extension cords
Chairs Telephone books
Tables Identification tags

Television set

Emergency operations plans

VCR /DVD player

Coat rack

Telephones (unlisted)

Hangers

Telephone /internet cables

In/Out boxes

Black/white board

Photocopier

Display boards Fax machine

Projection screen Video and audio cassettes
Overhead projector Flashlights

Radio Camera

Computer/ printer Bookcase

Calendar Food storage cabinet
Local area maps Kettle

Aerial maps of the area

Garbage cans

Clock

Water jugs and glasses

calculators Blankets

Tape recorder Coffee pot, supplies
Shredding machine Stove

Easel Cots

oloOlojocjojojojojo|0O|0O|0O|O|O|O|O O |O|O |O |O |O

Food preparation, serving
utensils and equipment

o|0Ol0ojcjojojoj0ojO|0O|0O|O|O|O|O|O|O|O|O |O |O |O

Extra phone and laptop
chargers
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Basic Office Supplies

o Paper(81/2X11) o Paperclips
0 Paper towels 0 Rubber bands
0 Envelopes 0 Rulers
0 Printer toner 0 Protractors, compass
0 Note pads 0 Hole punch
0 Extension cords 0 Post-it notes
0 Thumbtacks 0 Digital camera
0 Message pads o0 Flash lights
0 Log forms 0 Paper plates
0 Message forms 0 Disposable cups
0 File folders 0 Plastic utensils
0 First -aid kit 0 Garbage bags
0 Clipboards 0 Beverages
0 Tape 0 Snack foods
0 Staples 0 Toilet paper
0 Rubber stamps, ink pads 0 Batteries
0 Pens, pencils 0 Clipboards
o0 Markers, dry erase and felt 0 Glue sticks

tip
o Paper for easel charts 0 Map tacks
o] 0 Bristol board
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Suggested Inventory of Information Items

Plans

Plans and instructions listed below should be kept in a separate filing cabinet or

bookshelf and be readily available for use in an emergency:

0 Your munici pal emergency management plan

o Emergency response plans from partner agencies (fire, police, ambulance)

o Fan-out contact list for responders and agency represe ntatives

o Standing activation, operating and de -activation procedures for the EOC

0 Municipal evacuation plan

o0 Mutual aid agreements or memoranda of understanding

o Emergency plans of neighbouring municipalities

o Current list of locations and description of dange rous goods within the
municipality

0 Relevant documentation on dangerous goods (including the CANUTEC
manual)

o Directory of current media and public information resources for the area

0 Crisis Communication Plan

Diagrams and Charts

Display diagrams and charts listed below in easily visible locations. Ideally, laminate
them and use dry -erase markers.

o Alist of municipal organizations, their locations and status

o Personnel listing and roles and tasking

o0 Schedule

o0 Public Works status boards to document street closur es and utility outages

o Organization Chart of EOC

o Communications status board

o Key resource location boards

0 Shelterand Reception Centre Listing

0 Location of electronic new media transmitters, reporters, and coverage areas

o0 Others as required
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Forms

A supply of standardized forms should be kept in separate files or on different

clipboards and marked accordingly. They include:

o0 Operations logs

0 Message forms

0 Sign In/out registers

0 Incident Action Plan forms
o Mutual aid request forms
0 Operational instructions

0 Situa tion report forms

0 News release templates

o0 Resource requisition forms

Miscellaneous Information

Keep these other items readily available:

o Department organizational charts

o List of key officials and means to contact the following:
0 provincial government
o municipal key officials and staff
0 industry representatives

o Distribution lists
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Maps, Overlays and Photographs

0 Suggested maps available from the Department of Environment, Energy and
Forestry include:
0 Large scale master operations map, post on the wall of the operations
room, preferably laminated, use dry -erase markers
o Planning map: a duplicate of the master oper ations map, for the
executive council and EOC director
o 1:10,000 or 1:25,000 operations map of county or municipality and
province
o0 Laminated large -scale map for duty officer
o Laminated maps of suitable scale as necessary for special tasks
o Overlays showing
0 Areas affected
o Site layout
o Plumes, wind direction affecting dangerous gases
o Flood lines based on empirical data

0 Any other special requirements.

Aerial photographs of the municipality are an asset for planning in the EOC
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AThe EOC Executive Group is responsible for
making operational decisions to support
efficient response to an emergency or disaster

atthesite . 0

EOC Management Structure

Executive Group (Emergency Standing Committee)

In a municipality the Executive Group includes the Mayor and at least two members

of Council. They are also referred to as the Emergency Management Standing
Committee designated in the municipal emergency management by -law. They are
authorized to make hi  gh level decisions concerning the community's response and

recovery.

The Executive Group does not assume responsibility for direct emergency
management at the site during an incident. The Standing Committee/ Executive
Group should be present  / or near the EOC or accessible at all times for consultation

during an emergency, they are not required to report to the EOC.
Emergency Operations Centre Team

The Emergency Operations Centre Team (EOCT) is comprised of municipal
representatives,  staff or volunt eers under the direction of the EOC Manager. The EOC
Team is responsible for making operational decisions to support efficient response to

an emergency or disaster at the site. When the EOC is activated it should be staffed

to a level which matches the nee ds of the incident. The size and composition of the
EOC may vary according to the requirements of the particular circumstances.
Depending on the size of the municipality it may be required to have members of

council also be members of the EOC Team.
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The EOC Manager, identified earlier as the Municipal Emergency Management
Coordinator, is responsible for overall emergency coordination, public information
and media relations, agency liaison, and the required risk management procedures,

through the joint eff  orts of local government agencies and private organizations.

There are four management functions required to manage an emergency:

1 Operations i Responsible for coordinating all jurisdictional operations in
support of the emergency response through imple mentation of the Incident
Action Plan.

1 Planning T Responsible for collecting, evaluating, and disseminating
information, devel oping t he jurisdictionés

resources, and maintaining all EOC documentation.

1 Logistics I Responsible for providing facilities, services, personnel,

equipment and materials for the EOC and the site when requested.

i Finance / Administration i Responsible for financial activities and other

administrative aspects for the EOC and the site when requested.

The EOC Manager must establish and maintain communication with the Incident
Commander (IC) who assumes command and control at the incident site. The IC sets
priorities, develops strategies, selects tactics and assigns tasks in response to the
emergency at the location of the emergency . The Incident Commander is given the
widest possible scope to implement whatever response initiative they deem

appropriate with minimal restrictions.

The Incident Commander may call upon the (Local Authority's) EOC at any time to

provide support, coordination, and policy guidance.

Not every EOC function will be filled in every emergency or disaster. The situation
will dictate the functions which need to be activated. An active EOC may require only

an EOC Manager, in some situations.
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EOC Personnel

EOC personnel and agencies may change throughout the course of an emergency.
The usual emergency service organizations (police, fire, and ambulance) will b

actively involved at the site during the initial and post impact stages.

During recovery  and reconstruction, these emergency services agencies will be

phased out of direct action an d others will become the lead agencies.

The staff for the EOC will be made up of designhated municipal employees or council
as required and support agencies. All individuals should have received appropriate

training in advance.

The EOC may include the following personnel:

COMMAND STAFF

1 EOC Manager
1 Safety Officer
9 Liaison Officer
)l

Public Information Officer

GENERAL STAFF

Operations Section (may consist of the following agencies)

1 Fire (Fire Chief)
Police (RCMP / Municipal Police)
Ambulance (Island EMS)
Health (Dept of Health)

Emergency Social Services

Public Works

1

1

1

1

1 Environmental
1

9 Utilities (Maritime Electric, Bell Aliant, Eastlink etc)
1

Transportation
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Planning Section (conduct the following functions)

il

=A =4 =4 =4 4 4 =4

Situation Awareness
Resources Tracking
Documentation
Advanced Planning
Demobilization
Recovery

Weather

Other Technical Specialists  as required

Loqistics Section (conduct /manage the following functions)

=A =4 =4 -4 =4

Information Technology

Communications

EOC Support (Facilities, Security, Food, Accommodations)
Supply

Personnel

Mapping

Finance / Administration Section

f
f

Financial

Administration
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External Agencies in EOC

Depending on the nature of the emergency, representatives from external agencies

as follows may participate in the EOC:
Island EMS

Maritime Electric

Canadian Red Cross

Bell Aliant

Eastlink

RCMP

Environment Canada

Department of National Defense

To o Io Do Do Io Po Do I

Other departments or key agencies

The function of each representative will be determined by the EOC

may be designated any position in the EOC Management or General Staff.
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EOC Activation

The function of the EOC is to provide resource support to the site and the Incident
Commander, maintain up -to-date information, coordinate activities, provid e the
public with information, and ensure that services remain available to those outside

the site. The EOC also coordinates related activities that are beyond the scope of the

on-site Incident Commander, such as large -scale media relations and evacuations
Through the Municipal Emergency Management By -law the following positions may

be delegated the authority to activate an emergency Op erations Centre, in whole or

in part:

A Mayor

A Councilors

A Municipal Administrator

A An I ncident Co mmaniiga depaftmeotm a

A Emergency Program Coordinator or Delegate

A declaration of state of local emergency or provincial emergency is not
required to activate the EOC. However, the EOC must be activated if a local State
of Emergency has been declared or if a Provincial State of Emergency is declared

that includes the municipal jurisdiction.
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ICS Organization for a
Municipal Emergency Operations Centre

Executive

Provincial Joint

Emergency
Operations Centre

EOC Manager

—

Liaison Officer

Public Informatior]

Officer
I ] I |
Operations ; ot Finance &
A Planning Logistics . 3
Chief Chief Chief Admin Chief
Avlunicipal Emergency Management Representatives such as: MDuty Officer (Situational AEOC Support KCost capturing
Kire Awareness) Arelecommunications MProcurement
Molice Resources Anformation Technology Klaims and
Arransportation and Public Works Mocumentation Mapping Compensation

Adealth and Emergency Social Services
fOther Agency Representatives as required

Incident
Management Team
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Incident Command System

The Incident Command System (ICS) uses a standardized approach to manage
events that engage multiple agencies and span jurisdictional boundaries. ICS uses
common terminology, roles and responsibilities, and can easily expand and contract

based on the needs of the emergency.

PEI EMO provides training courses on Incident Command System and Emergency

Operations Centre Ma nagement.

The following pages list the different roles and responsibilities at the incident site.
EOC team member roles and responsibilities are located starting on page 48. More
detailed position specific checklists are located in the appendices sectio n.

You will notice the only difference between the site management roles and the EOC

team is the title of the main supervisor; EOC Manager vs Incident Commander. The
remaining roles are the same regardless of the location their span or scope of
responsi bility is the key difference . For example the Operations Section Chief (OPS)

at the site is responsible for the Operations at the site only. The OPS at the EOC is
responsible only for the strategies and tactics within the EOC. These suggested roles
should be implemented as the needs exist and depending on the size of the
emergency. In smaller events one individual may play several roles, while in larger

events there may need a different person in each role.

42|Page



Municipal Emergency Management Program Guide

COMMAND STAFF (at the site)

Incident Commander (may have a deputy if required)

(0]

Reports to Municipal Emergency Operations Centre (EOC) Manager
activated

Responsible for overall management of the incident at the site

Ensures planning meetings are scheduled as required

Approves and authorizes implementation of Incident Action Plan

Determines incident objectives and strategy

Authorizes release of information to media

Orders the demobilization of the incident when appropriate

May provides advice and information to the executive group a s requested

Ensures overall incident objectives are being met by sections

Information Officer (may have assistants as required)

o

o

Reports directly to the Incident Commander

Advises the Incident Commander

Develops material for use for both media briefings and public communication
Ensures the monitoring of print and electronic media coverage of the event
Oversees the flow of information within the EOC and with all response

agencies

Liaison Officer

o

o

Reports directly to the Incident Commander
Serves as the pr imary contact for agency representatives
Advises agencies of operational updates and status

Monitors incident to identify current or potential inter -organizational problems

Safety Officer (may have assistants as required)

(0]

(0]

(0]

Reports directly to the Incident Commander
Identifies hazardous situations associated with the incident
Reviews the action plan for safety implications

Exercises authority to stop and/or prevent unsafe acts
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GENERAL STAFF

Operations Section

The Operations Section manages all tactical operations. The Section Chief is usually
from the lead agency, for example during a large apartment fire this section should
be managed by the Fire Chief (or designate)

0 Reports directly to the Incident Commande r

0 Manages all tactical operations

0 Assists in development of the operations portion of the incident action plan

o Creates branches / divisions, task forces to carry out the strategies in the

action plan as required

Loqistics Section
All incident supports are provided by the logistics section and ensures that, if

resources are required for the operations, they are provided:
0 Reports directly to the incident commander
o0 Monitors the resources for continuous operability
0 Requests and releases resources as required

o Oversees the demobilization of logistics section

Planning Section

The planning section collects, evaluates, processes and disseminates information for
use at the incident.

0 Reports directly to the incident commander

o Collects and processes information for situational awareness

o Provides input and supervises the preparation of the Incident action plan

o Determines need for specialized resources

0 Monitors incident status and informs IC of any changes

Einance / Administration Section

The Finance / Administration Section manage all financial aspects of the incident.
0 Reports directly to the Incident Commander
o0 Collects all documentation for incident and provide financial updates as
required
o Ensures procureme nt procedures for supplies ar e prepared and completed

o Ensures that all personnel time records are accurately completed and inputted
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Emergency Procedures

Step 1 Activate the Fan -Out

When an emergency exists or may exist, the Municipal Emergency M anagement

Coordinator, 0 r designate, contacts the following people:

o Mayor and members of the executive council
o Department officials  as required

o Communications personnel

o Staff for EOC

o Public information officer

0 Administrative support personnel

All contacts must be initiated quickly for maximum effectiveness. Each person may
have a list of contacts to make. T his depends on the fan out system used.
efficient fan out system will ensure the information is passed within minutes of the

initial mes sage.

Step 2 Activate the EOC

The EOC Manager , supported by command and general staff, will set up the
Emergency Operations Centre. This may mean adapting an existing office, hall,
council chamber, etc., into an executive room, an operations room, a
com munications room, a public information centre, security area, and rest and public

information areas.

Boxes of emergency food, office supplies, additional telephones, logs, events display

An

boards, and other materials and equipment necessary for the EOC sho uld be readily

accessible. Individual action lists in your emergency plan, included in the appendices,

will outline the specific responses to those personnel in the EOC group.
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Communications

Without proper communications, the effectiveness of the response will be seriously
jeopardized. Design your EOC to facilitate movement and dissemination of

information from the emergency site to the resource managers and to the public.
From the Incident Commander to the EOC

Depending on the nature of the emer gency, the Incident Commander (IC) may not
be able to establish a telephone link with the EOC from the site. There should be an

alternative communications plan.

Once the information arrives at the EOC, it must be handled efficiently. All messages

and actions are entered in the event log for reference and follow up ability

Any significant messages pertinent to the conduct and planning of operations should
be passed to the operations section . Such messages may include a declaration of a

state of emerge ncy, road closures, location of reception centres for evacuees, etc.

If the municipality requires the assistance of the Provincial Government the
municipality m ay be requested to s end a representative to the Provincial Emergency

Operations Centre , PEI EMO to ensure coordination and communication flow.

AWithout proper communications, the
effectiveness of the response will be seriously

jeopardized . 0
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To the Public

The Municipality should make every effort to provide regular updates on the
emergency to the citizens, including the ability to issue an emergency warning and
give directions to the public. Make arrangements with your local media outlets in

advance of an emergency so that they can be reached when needed.

Your emergency plan should include a Crisis Communications  plan to most effectively

manage the media in an emergency. Several notification tools may be used:

0 Special bulletins or newsletters issued out from the EOC
o Print and electronic media

o News briefings

o Social media

o Broadcast Emergency Alerts (issued by PEI EMO)

It is vital for the Information O fficer to monitor the news and social mediain order to
balance rumors and misinformation with factual information. Regular briefings with

accurate facts and timely information are important.

It is highly recommended for i ndividuals delegated in this position from municipalities
to participate in the training course titled Emergency Public Information offered by
PEI EMO.

Step 3 Close the EOC

Once responders no longer need additional support or when municipal crews have
begun to clean up, the EOC manager should begin to consider closing or demobilizing
the EOC. Upon closure  or shortly thereafter, the EOC M anager should lead an
operational debriefing session for all participants to assess the eme rgency response;
the discussion will include a review of how resources and personnel were used, and

how tasks were distributed.
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EOC Team Member Responsibilities

Located in the annex of this document are more detailed team member checklists.

EOC MANAGER

Reports to: Mayor and Council (Executive)

The EOC Managerds primary responsibility is to coor
emergency situation. The EOC Manager will coordinate and manage all resources

required for the emergency. Responsibilities include:

a. activating the Emergency Operations Centre if required;

b. initiating the EOC fan - out/notification list;

C. ensuring key EOC positions are staffed as required;

d. ensuring an up to date contact list is maintained for fan out purposes;

e. rep orting major events to PEI Emergency Measures Organization;

f. ensuring the development of an Incident Action Plan;

g. ensuring EOC members take prompt and effective action in response to
problems;

h. ensuring action logs are maintained by all EOC staff;

i requesting expert assistance as required;

j- advising Council if there is a need to evacuate a specific area,

k. coordinating evacuation with other EOC staff;

l. consulting with Health/Social Services Agency Representative on the selection
and opening of shelter(s) and or r eception centre(s);

m. monitoring the capacity of the area resources and if overextended, requesting
assistance through mutual aid and EMO, upon approval from Council;

n. informing EOC staff of major events as they arise;

0. ensuring communications are established;

p. ensuring a thorough situation briefing is conducted during shift changes and
transfer of command;

g. ensuring that a main event log is maintained and safeguarded; and

r. other duties as required.
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LIAISON OFFICER

Reports to: EOC Manager

The Liaison Officer acts as a point of contact/coordination for agency representatives

and volunteer organizations. Responsibilities include:

a. contacting any agency representatives which have not acknowledged requests

to report to the EOC;

b. briefing age ncy representatives on their role and position within the EOC;

C. acting as a point of contact for volunteers and/or volunteer organizations;

d. providing specific services as requested by EOC managers;

e. assisting with coordinating how volunteers and/or volunteer organizations can

assist with the response; and

f. other duties as assigned by the EOC Manager.
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INFORMATION OFFICER

Report to: EOC Manager

The duties of the Information Officer are as follows:

- a -

maintaining an up to date list of all media services in the area;
implementing a crisis communication plan in order to support the incident
action plan;

leading an Emergency Public Information Team (if required);

establishing a media - briefing centre;

keeping the public informed of significant developments occurring during the
emergency;

briefing the media periodically;

maintaining a log of all actions taken;

briefing the EOC Manager during planning meetings;

ensuring that replacement is thoroughly briefed during shift changes; and

other duties as assigned by the EOC Manager.
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OPERATIONS SECTION CHIEF

Reports to: EOC Manager

The Operations Section focuses on the current operational period by liaising with and
supporting the Incident Management Team in accordance with the incident action

plan. Responsibilities of the Operations Section Chief include:

a. gaining and maintaining s  ituational awareness;
consulting with the EOC Manager to determine who will be in the Operations
Section;

C. receiving information from the Operations Section and forward to the

appropriate people including the Duty Officer;

d. ensuring situation reports are disseminated to the Operations Section;
e. briefing the EOC Manager during planning meetings on the current situation;
f. consulting with EOC manager, after planning meetings, on the

appropriateness of the incident action plan;

g. leading the operations section to achieve the objectives established in the
incident action plan;

h. keeping the EOC Manager and the Information Officer updated; and

i other duties as assigned by the Planning Section Chief.
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PLANNING SECTION CHI EF

Reports to: EOC Manager

The Planning Section Chief oversees the conduct of planning meetings, the
development of incident action plans for each planning cycle; and for managing and

disseminating information. Responsibilities include:

a. chairing planning meetings;

b. providing lea dership to additional planning staff;

c. recommending objectives and their priorities to the EOC Manager;

d drafting incident action plans for the EOC Manage

e. disseminating incident action plans to the EOC team;
f. conducting planning for the next operational period; and

g. performing other duties as assigned by the EOC Manager.
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DUTY OFFICER

Reports to: Planning Section Chief

The Duty Officer manages and disseminates information. Responsibilities include:

T &

assisting with setting up the EOC;

assisting with notifying EOC participants;

opening, maintaining, and displaying a main event log;

maintaining situational awareness;

drafting and disseminating situational reports to EOC patrticipants, PEI
Emergency Measures Organizations, and other pertinent stakeholders;
maintaining a map of the incident indicating the location of incidents and
resources,

providing a briefing of the ¢ urrent situation for the initial planning meeting;

other duties as assigned by the Planning Section Chief.
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LOGISTICS SECTION CHIEF

Reports to: EOC Manager

The Logistics Section provides EOC support such as security, feeding, amenities,

backup power, telecommunications, information technology, and mapping.

Responsibilities of the Logistics Section Chief include:

T &

o

maintaining a list of all telecommunications resources in the area;
providing telecommunications in support of emergency operations;

ensuring EOC security arrangements are made;

ensuring EOC has sufficient log sheets, markers, status boards, writing paper,
etc.;

preparing meals and sleeping arrangements for EOC participants;
facilitating mapping requests;

briefing EOC participants, during planning meetings, on matters of
importance;

working to support the incident action plan and/or fulfill direction given by the
EOC Manager;

providing operators for the radio networks and the message centre;
establishing a back -up network using Amateur Radio systems and assigning
frequencies;

maintaining office machinery, equipment, stationary;

maintaining a sign in sheet; and

ensuring sufficient telep  hone resources for EOC participants.
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FINANCE AND ADMINIST RATION SECTION CHIEF

Reports to: EOC Manager

The Finance and Administration Section concerns itself with the financial aspects of
an emergency including capturing the costs of dealing with an incident, procuring
items, dealing with claims and compensation, and recording the work hours of EOC

particip ants. Responsibilities of the Finance and Administration Section Chief include:

a. ensuring EOC participants sign in and out of the EOC;
b. developing a plan for capturing costs dealing with the incident;
C. briefing EOC participants during planning meetings o n matters of importance;
d. procuring of resources for the EOC or for resources requested by the Incident
Management Team which have been approved by the EOC Manager;
e. working to support the incident action plan and/or fulfill direction given by the
EOC Manager;
f. obtaining EOC participantés sign in/sign out
g. assisting with DFAA claims, as required during the recovery phase.
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FIRE AGENCY REP RESENTATIVE

Reports to: EOC Operations Section Chief

The Fire agency representative coordinates all area emergency fire and rescue

services. Responsibilities of the fire services representative include the following:

a. maintaining an up to date list of all fire and rescue resources in the
area;
b. determining where specialized equipment and operators may be

obtained depending on the nature of the emergency;

C. providing specialized equipment and operators when requested by the
Incident Commander (IC);

d. coordinating requests from the IC for mutual aid,;

e. providing advice to the Emergency Operations Centre Manager when
evacuation appears likely;

f. ensuring that dangerous goods support agencies are contacted if
necessary;
updating maps and notice boards as necessary;
ensuring that replacements are thoroughly briefed during shift
changes;

i maintaining a log of all actions taken; and

j- other duties as assigned by the Operations Section Chief.
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POLICE AGENCY REPRESENTATIVE

Reports to: EOC Operations Sections Chief

The police agency representative coordinates area emergency police and security

services.
a. maintaining an up to date list of all police and security resources in the
area;
b. providing police and security resources when requested by the Incident

Commander (IC);

C. establishing priorities for the use of resources in concert with the
Operations Section Chief;

d. determining where specialized equipment and operators may be
obtained depending on the nature of the emergency an d providing
these resources to the Incident Commander when requested;

e. determining evacuation routes in concert with the Transportation
Agency Rep and the Operations Section Chief;

f. providing advice to the Emergency Operations Centre Manager when
evacu ation appears likely;
providing security for specific facilities as requested;
updating maps and notice boards as necessary;

i ensuring that replacements are thoroughly briefed during shift

changes;
j- maintaining a log of all actions taken; and
k. other duties as assigned by the Operations Section Chief.
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TRANSPORTATION AGENCY REPRESENTATIVE

Reports to: EOC Operations Section Chief

The Transportation Agency representative is responsible for coordinating area

emergency transportation services.

a. maintaining an up to date list of all transportation resources in the area;
determining where specialized vehicles and operators may be obtained
depending on the nature of the emergency, and providing them to the IC
when requested,;

C. providing transportation services when requested by the IC;

d. establishing priorities for the use of resources in concert with other Services
and the Operations Section Chief;

e. selecting evacuation routes and pick -up points as necessary, in concert with
the Police Agency Rep;

f. informing transportation drivers of the locations of the Reception Centres, or

other places where evacuees may be housed,;

providing transportation as requested by the EOC Team;
providing advice to the Operations Section Chief wh en evacuation appears
likely;

i updating maps and notice boards as necessary;
j- ensuring that replacements are thoroughly briefed during shift changes;
k. maintaining a log of all actions taken; and

l. other duties as assigned by the Operations Section C hief.

58|Page



Municipal Emergency Management Program Guide

PUBLIC WORKS AGENCY REPRESENTATIVE

Reports to: EOC Operations Section Chief

The Public Works Agency representative is responsible for coordinating emergency

engineering services

a. maintaining an up to date list of all engineering resources in the area;
determining where specialized equipment and operators may be
obtained depending on the nature of the emergency and providing

these to the Incident Commander (IC) when requested;

C. responding to other engineering needs of the IC;

d. coordinati ng the repair, construction and erection of emergency
services;

e. establishing priorities for the use of resources in concert with other

EOC staff and the Operations Section Chief;

f. informing the Operations Section Chief of major events or
requirements;

g. determining where and how portable water may be obtained and
distributed during an emergency;

h. updating maps and notice boards as necessary;

i ensuring that replacements are thoroughly briefed during shift

changes;
j- maintaining a log of all action s taken; and
k. other duties as assigned by the Operations Section Chief.
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HEALTH AGENCY REPRESENTATIVE

Reports to: EOC Operations Section Chief

The Health Agency representative is responsible for coordinating all area emergency

health services.

a. maintaining an up to date list of all health related resources in the
area;
b. alerting area hospitals of the emergency ;
C. coordinating the continuation of public health measures including
supervision of water supply, waste disposal operations, pest cont rol,

and control of communicable diseases;

d. selecting emergency morgue facilities and informing all concerned of
the location;

e. ensuring security is provided at emergency morgues;

f. acquiring additional trained medical personnel as required;

g. establ ishing priorities of resources with other staff, and the Operations

Section Chief;
h. informing Operations Section Chief of significant events;

i updating maps and notice boards as necessary;

j- ensuring that replacements are thoroughly briefed during shift
changes;
k. ensuring Reception Centres are periodically inspected,;

l. maintaining a log of all actions taken; and

m. other duties as assigned by the Operations Section Chief.
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EMERGENCY SOCIAL SERVICES AGENCY REPRESENTATIVE

Reports to: EOC Operations Section Chief

The Emergency Social Services Agency representative is responsible for coordinating
all aspects of Emergency Social Services including lodging, feeding, clothing,

personal services and Registration & Inquiry.

a. ensuring that an up  to date list of all emergency social services resources are
maintained;

b. providing overall supervision of all social services activities;

C. registering all evacuees as they arrive at the reception centre;

d. predetermining resources that may be required depen ding on the situation;

e. informing the Emergency Operations Centre Manager of major events as they
occur;

f. responding to the needs of the Incident Commander;

g. maintaining a list of all staff assisting with emergency social services and

ensuring that  replacements are thoroughly briefed during shift changes;
h. monitoring the capacity of area resources and if overextended requesting
assistance through the Operations Section Chief;
i. maintaining a log of all actions taken; and

j- other duties as assign  ed by the Operations Section Chief.
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Lodging Responsibilities

(0]

selecting emergency Reception Centres or other emergency facilities
as required and confirming availability;

informing all Emergency Operations Centre (EOC) staff of the selected
sites;

informing Reception Centre Managers of selected facilities and
ensuring that they proceed to the facilities;

determining if overcrowding of any facility has occurred and initiating
remedial action;

monitoring periodically, the situation at the facilities; and

selecting people to assist the Reception Centre Managers.

Feeding Responsibilities

(0]

determining the feeding requirements of persons displaced by the emergency
situation;

acquiring, transporting and ensuring the distribution of food supplies;
selecting cooks, food service helpers and others to cater to the feeding of
persons at the Reception Centres or other places;

monitoring the need for food over an extended period of time;

Clothing Responsibilities

(o]

determining the clothing requirements of persons displaced by the
emergency situation;

acquiring, transporting and ensuring the distribution of clothing at
Reception Centres or other places;

selecting persons to assist with the distribution of clothing at Reception
Centres or other places; and

monitorin g the need for clothing over a prolonged period.

Personal Services Responsibilities

0

(0]

ensuring the personal needs of evacuees are assessed as they arrive
at the reception centre by qualified people;

monitoring the long  -term needs for special care.
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Emergency Response Logs

The EOC and the site team must keep sufficient documentation to support
operational decisions and actions and any other records in accordance with municipal
planning and legal requirements. These records may include information; sp ecific
instructions handled by each staff member and may also include details about
expenditures. Logs and records are collected, labeled and stored at the end of the

operation.

Demobilization

When the incident commander advises the team that site operat ions are about to be
demobilized (stood down), all appropriate contacts and incoming replacements must

be informed at the same time.
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Section 4

Crisis Communications

crisis communication plan is a vital part of emergency preparedness and
A response. Having a robust crisis communication plan, which has been
integrated with your crisis management or operations plan, is well -tested,
understood and practiced, can not only sa ve an organizationos

times, it can also save lives.

The first pages of a crisis communication plan should clearly outline the steps the
organization will take in the event of a crisis, who is responsible for taking these
steps, and how to contact the crisis communication team. The crisis communication
plan should be reviewed and approved by operational and communications staff and
should be updated, regularly, to verify that the information and protocols are

accurate.

A copy of the plan should also be maintained in the office and offsite both
electronically and in paper format. A copy of the plan should be made available to
each team member, other staff and key emergency response partners for use in the

event of a crisis. Ensure that all the team members understand its contents.
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Section 5
Emergency Social Services (ESS)

mergency Social Services (ESS) are the essential services which meet
E immediate non -medical needs in the event of a disaster or emergency. The
Publi c Health Agency of Canada lists five essential services as follows:
Emergency Clothing
Emergency Lodging
Emergency Feeding

Personal Services

=A =4 =4 -4 =4

Registration and Inquiry Services

Municipalities are primarily responsible for providing emergency social services within
their jurisdiction during and after an emergency. The government of Prince Edward
Island works in partnership with community agencies, such as the Canadian Red
Cross, S alvation Army and other local service organizations to deliver emergency

social services. This enhances the resiliency of the community and the province.

When community officials need support in response to an emergency, it is important

that they clear ly understand where and how they can locate assistance.

The more prepared individuals and municipalities are , the better able they are to
respond and recover. Individuals are encouraged to prepare in advance to take care

of themselves and their family for 72 hours following any emergency or disaster. This
allows emergency personnel time to respond to the most immediate emergency
requirements and incidents . Additionally during severe weather such as a blizzard it
may take several days before roads are p assable and accessible. You need to be
prepared to take care of yourself and your family under various conditions. When
individuals are no longer able to cope on their own they look to their municipality for

support. When a municipality exceeds their own capacity for response, or requires

special resources the municipality can turn to the province for assistance.
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In order to access these supports municipalities should be aware of the following:

1 Municipalities have the overall responsibility for takin g mitigative action,
preparing for, responding to and recovering from emergencies or disasters.
1 PEI EMO is responsible to coordinate and manage the emergency response
on behalf of the Province of PEI.
1 Requests that are made to the province from municipalit ies for support must
be submittedto  PEI EMO
Requests may be made initially verbally but will require follow up in writing.
1 Municipalities should submit the following information when requesting
support from the province:
0 Details of request for resources T what, how much, when and for how
long 7 completion of requisition request form.
0 Requests must be made by an authourized entity from the
Municipality, i.e. Mayor or designate; a copy of the requisition form
can be found in Appendix section..
T Once EMO has responded to the request with information based on the
availability of the resource and with an estimated cost for the resource, the

municipality must provide acknowledgement prior to resources being

released.
The municipality may submit claims for eligible expenses through the Disaster
Financial Assistance Agreement , if activated and applicable ; requests made outside

the above process may not be eligible for reimbursement.
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Section 6

Municipal Emergency Exercises

n emergency exercise is a simulation of an actual emergency . The exercise
A enables people to practice their roles and responsibilities, rehearse using

relevant equipment, enhance partnerships with other agencies , and learn to
whom they are reporting. It is an opportunity for responders to test plans and

identify gaps  without the consequences that might occur in a real emergency.

Exercising your emergency plan allows for the following opportunities:
o Identify planning gaps or omissions
o Identify needed resourc  es, trained personnel, equipment, or supplies
o lIdentify training needs for those participating in an emergency response
o Ensure pre -established authority structures function properly
o Provide the most cost -effective response
o Limit damage or losses to the muni cipality, residents, or environment in a real
emergency

o Provide an effective, coordinated response in a real emergency

Types of Exercises

There are two types of exercises, Discussion Based and Operations Based.

Discussion Based : are exercises that familiarize participants with current plans,
policies, agreements and procedures. They are also used to develop new plans,

policies, agreements and procedures.

Examples of discussion based exercises are:
0 Seminars
0 Workshops
0 Table Top Exercises

o Games
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Ope rations Based : are exercises that validate plans, policies, agreements and
procedures, clarify roles and responsibilities, and identify resource gaps in an

operational environment.

Examples of operations based exercises are:
o Dirills
o Functional Exercises

o Full Scale Exercises

Choose your exercise based on the objectives you wish to achieve, the abilities and
limitations of those participating, equipment, and municipal resources. To be most
effective organizations should run an exercise on a yearly basis re gardless of the
type. When designing an exercise program it should be developed on the Building
Block Approach (see figure below) with a cycle of training and exercises that

escalates in complexity, with each exercise designed to build upon the last.

Building Block Ful
Scale
Approach Functional

Drills

CAPABILITY © © © ©

Table
Top
Workshop
Seminar
Discussion Based Exercises Operations Based
Exercises
PLANNING/TRAINING PRl
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The success of an exercise is measured by whether it provides a realistic setting to
practice an emergency response in order to identify gaps and to take corrective
action. These findings are vital for determining what further training is needed for
agency representatives, for acquiring necessary resources, or for developing
agreements with other municipalities or organizations to provide assistance in an

emergency.

Every emergency exercise  should be followed  with a debriefing session. This session
will give participants an opportunity to talk about his/her role in the emergency
response, thoughts and feelings about the process, and what changes to the plan or

response are recommended.

A debriefing gives everyone a chance to objectively assess the emergency, assess
performance, and identify ways to improve the overall response and emergency

plan.

AThe success of an exercise
whether it provided a realistic setting to

practice an emergency response in order to
identify mistakes and to take corrective

action. o

PEI EMO can provide assistance in designing and facilitating exercises to test your
municipal plans. You can also participate in a training course ti tled Exercise Design

that will allow you to design your own exercises.
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Appendices

Appendix A Sample Municipal Emergency By  -law
Appendix B Sample Mutual Aid Agreement

Appendix C Reception Centre Service Checklist and Guideline
Appendix D EOC Position Specific Checklists

Appendix E Resource Requisition Form
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(City/Town/Community of )
BY -LAW #

This is a bylaw to establish and maintain an Emergency Measures Organization and

Plan for the (City/Town/Community of ) . This bylaw may be referred to as the

(City/Town/Community of ) Emergency Measures Bylaw

WHEREAS it is deemed expedient to establish an emergency measures organization

and plan to serve the _(City/Town/Community of )

AND WHEREAS Section 8(a) of the  Emergency MeasuresAct (t he fAAct o) states
each municipality may establish and maintain a municipal emergency measures

organization by passage of a bylaw;

AND WHEREAS Section 8(b) of the ~ Emergency Measures Act  states that each
municipality may prescribe duties that contain the preparation and co -ordination of

emergency measures plans for further emergency planning;

THEREFORE be it, and it is, enacted by the Council of the (City/Town/Comm ___unity of

), under authority vested in the (select one) ( Municipalities Act R.S. P.E.l
1988 Cap. M -13; or Charlottetown and Area Municipalities Act R.S.P.E.l. 1988 Cap.
4-1; or City of Summerside Act , R.S.P.E.Il. 1988 Cap. C -9.1) and section 8 of the

Emergency Measures Act R.S.P.E.l. 1988, Cap. E -6.1, a bylaw of the municipality as

follows:

1. For the purpose of thisby  -law, ( Remove any that do not apply )

a. chafirpersondo means t heCommunitynfper son of the

council or designate

b . ficouncil 0 me a(City/Tawh/@omAunityrfe i | o f
C. ficouncill ord means a member of Council ;
d. ffemergencyd means a present or i mminent
the (City/Town/Community of) believes prompt coordination of action or

regulati on of persons or property must be undertaken to protect property

or the health, safety or welfare of residents of the (City/Town/Community

of)
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