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MANAGEMENT | EOC DIRECTOR JOBAID


	SECTION  
OVERVIEW      
	
	SECTION IS RESPONSIBLE FOR OVERALL EMERGENCY POLICY AND COORDINATION.

ELEMENTS INCLUDE:
· Overall management and coordination of emergency response and recovery operations
· Oversee and manage all sections in the EOC.
· Coordinate and liaison with appropriate federal, state, local government, private and volunteer entities
· Establish priorities and resolve demand conflicts
· Prepare and disseminate emergency public information, other essential information and data about impacts and damage

	POSITION OVERVIEW
	
	· Overall responsibility and authority for the operation of the EOC. 
· Will assure EOC is staffed and operated at a level commensurate with the emergency. 

	REPORT 

	TO
	LOCAL GOVERNMENT | County Commissioner or DESIGNEE
STATE | OEM ECC DIRECTOR or DESIGNEE

	REPORT
	TO ME
	GENERAL STAFF
· Operations Section Chief
· Planning/Intelligence Chief 
· Logistics Section Chief
· Finance/Administration Section Chief
	MANAGEMENT STAFF 
· Public Information Officer
· Liaison Officer
· Safety Officer

	PLANS
& REPORTS
	
	EOC ACTION PLAN | REVIEW + APPROVAL
ADVANCE PLAN(S) | REVIEW + APPROVAL
DEMOBILIZATION PLAN | REVIEW + APPROVAL
PRESS RELEASES | REVIEW + APPROVAL
REPORTS | REVIEW + APPROVAL
SPENDING AUTHORITY
MEDIA AUTHORITY

	FORMS

	
	· POSITION JOBAID
· ALL ICS FORMS (IF USING) 
· DECLARATION OF DISASTER
· DELEGATION OF AUTHORITY 
	

	GUIDE
	
	· PLANNING “P”
· EOC OPERATIONAL ANNEX
· EMERGENCY OPERATIONS PLAN

	WORKSTATION
	
	EOC COMMAND SECTION

	



		Comment by Nyssa Cronin: Blank sections TBD (Decided or deleted)
	



	TIME
	
	
	
	STATUS

	DUTIES         
	

	
	
	
	· Establish appropriate EOC staffing level
· Continuously monitor organizational effectiveness and make appropriate changes
	

	
	
	
	Exercise overall management responsibility for the coordination between emergency response agencies in the jurisdiction.  
	

	
	
	
	· Alongside General Staff, set jurisdictional priorities for response.  
· Ensure all department/agency actions support established EOC priorities.
	

	
	
	
	Ensure that inter-agency coordination is accomplished effectively.
	

	ACTIVATION 
	

	
	
	
	Ensure EOC check-in procedure is established.
· (FORM | ICS-211, FORM | 205A)
	

	
	
	
	Assist with EOC Set-up (If not already fully set-up).
	

	
	
	
	Receive situation, section and position briefing, initial EOC Director objectives, and next meeting/briefing schedule from available and appropriate personnel.
	

	
	
	
	Establish network connectivity (if available)
	

	
	
	
	Determine needed EOC sections, assign Section Chiefs and ensure sections are adequately staffed 
· Operations Section Chief
· Logistics Section Chief
· Planning Section Chief
· Finance/Administration Section Chief
	

	
	
	
	Mobilize/recall appropriate personnel/sections to the EOC for activation, as needed. 
· EOC Deputy Director
· Public Information Officer
· Liaison Officer
· Safety Officer
· Legal Officer
· Private Sector Officer
· Medical Officer
· Scribes
	

	
	
	
	Meet Command staff, when assigned, ensure they receive initial brief, establish work assignments for initial operating period.
	

	
	
	
	· Ensure section has adequate materials and space available to perform required tasks
	

	
	
	
	Ensure readiness to maintain concise records of position activities.
· (FORM | ICS-214)
	

	
	
	
	Within 90 minutes, ensure sufficient staff is available for a 24-hour schedule, or as required.
	

	
	
	
	Meet with the Operations Section Chief, PIO, and Planning Section Chief and current operational support requirements and procedures.
	

	
	
	
	Determine immediate public safety notifications that need to be implemented. 
	

	
	
	
	Ensure that EOC organization and staffing chart is posted and completed 
· (FORM | ICS-207)
	

	
	
	
	Conduct Unified Command meeting and develop EOC objectives
	

	
	
	
	Conduct Command and General Staff meeting
	

	
	
	
	Ensure telephone and/or radio communications with other ICPs, EOCs, DOCs, and State is established and functioning.  
	

	
	
	
	Schedule public safety/media briefing and Multi-Agency Coordination briefing. 
	

	
	
	
	Schedule the initial EOC Action Planning Meeting 
· (FORM | ICS-230)
	

	
	
	
	Alongside General Staff, determine what representation is needed at the EOC from other emergency response agencies or Emergency Support Functions (ESF) representatives.  
	

	
	
	
	Assign a liaison officer to coordinate outside agency response to the EOC, and if needed, assist in establishing an Inter-Agency Coordination Group. 
	

	RESPONSE 
	

	
	
	
	Ensure all assigned personnel establish and maintain individual position logs and other necessary files (assign a scribe as necessary).
· (FORM | ICS 214)
	

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

	
	
	
	Alongside Management Staff, prepare EOC objectives for the Initial Action Planning Meeting.   
· (FORM | ICS-202)
· (GUIDE | PLANNING “P” GUIDE)  
	

	
	
	
	· Convene Initial Action Planning meeting (Initial Strategy Meeting).  
· Ensure that all Section Chief/Coordinators, Management Staff, and key agency representatives are in attendance. 
· Ensure appropriate Action Planning procedures are followed. 
·  (GUIDE | PLANNING “P” GUIDE)
· Ensure meeting is facilitated appropriately by the Planning Section, 
and consensus among EOC Manager, PIO, and Section Chiefs on objectives for forthcoming operational period.
· Assess the situation, define problems, set priorities, and establish strategic and SMART objectives for the response/recovery period
· Determine the Operational Period time frame (i.e., 6, 8 or 12 hour shifts)
Review and identify the need for additional staffing and/or other resources
	

	
	
	
	When EOC/Incident Action Plan is completed by the Planning/Intelligence Section, review, approve and authorize its distribution and implementation.
· (FORMS | ICS-201, ICS-202, ICS-205A, ICS-207, ICS-208, ICS-211, ICS-213. ICS-215, ICS-215A, ICS-230 OR PLAN | EOC ACTION PLAN)
	

	
	
	
	Alongside Public Information Officer, conduct news conferences and review media releases for final approval. Follow established procedure for public information.
· (FORM | PRESS RELEASE)
	

	
	
	
	Conduct periodic briefings with general staff to ensure strategic objectives are current and appropriate.  
	

	
	
	
	Conduct periodic briefings for elected officials or their representatives.
· (FORM | ICS-209 OR REPORT | SITUATION STATUS)
	

	
	
	
	If appropriate, issue an Emergency Declaration and coordinate local government declarations with other emergency response agencies. 
· (FORM | DECLARATION RESOLUTION) 
	

	
	
	
	Ensure Liaison Officer is providing and maintaining effective inter-agency coordination.
	

	SHIFT CHANGE/TRANSFER OF DUTIES
	

	
	
	
	Provide turnover briefing to position replacement. 
	

	
	
	
	Provide details regarding ongoing activities and planned activities to be accomplished during the upcoming operational period. 
· (FORM | USE CURRENT POSITION JOBAID)
· (FORM | USE CURRENT ICS 214)
	

	
	
	
	Ensure next shift’s staff are accounted for
	

	
	
	
	Ensure the safety and well-being of staff being dismissed for the operational period
	

	
	
	
	Provide all completed documentation to the Documentation Unit
	

	
	
	
	Follow EOC check out procedures, including signing out, workstation clean-up and forwarding phone number where you can be reached.
· (FORM | ICS-211, FORM | ICS-205A)
	

	DEMOBILIZATION 
	

	
	
	
	Ensure adequate staffing patterns prior to demobilization.
	

	
	
	
	Authorize demobilization of sections, branches and units when they are no longer required informally or via a plan.
· (PLAN | DEMOBILIZATION PLAN)
	

	
	
	
	Notify higher level EOCs and other appropriate organizations of planned demobilization, as appropriate.  
	

	
	
	
	Ensure that open actions not completed will be handled after demobilization.  
	

	
	
	
	Ensure that all required forms or reports are completed prior to demobilization.  	Comment by Nyssa Cronin: Include list of forms needed
	

	
	
	
	Develop Demobilization plan with Planning and Operations Section.
	

	
	
	
	Ensure all personnel being released are completing appropriate paperwork.
· (FORM | ICS 214)	Comment by Nyssa Cronin: Any more?
	

	
	
	
	If Mutual Aid resources were used, release personnel and equipment as appropriate.
	

	
	
	
	Prepare to provide input to the after-action report. 
	

	
	
	
	Proclaim termination of the emergency response and proceed with recovery operations.
	

	TERMINATION

	
	
	
	Alongside Public Information Officer, make emergency termination notifications to County Commissioners, State, Response Partners, Community and OP Area.
	

	
	
	
	Provides a final emergency briefing of the event to EOC personnel to include:
· Date/time of termination.
· Requests all documentation developed during the event response.
· Instructions for support of recovery operations or assembly of the final report.
· Time and date of formal debrief to identify issues, lessons learned, and corrective actions.
· Instructions for resuming normal operations.
	

	
	
	
	Determine if a formal Recovery Plan is required based on a review of the technical criteria by:

· Length and resources required for investigating and fact-finding activities.
· Assessment of property damage efforts require substantial and prolonged coordination and communications with off-site governments, agencies, and/or response organizations.
· Number of personal injuries or illnesses requiring protracted follow-up treatment, analysis, and public information.
	

	
	
	
	· Supervise the transition of the EOC from response to recovery operations, as necessary.   
· Appoint a recovery manager; the recovery manager will establish a recovery organization and recovery plan.
· (GUIDE | RECOVERY PLAN/PROJECT MANAGEMENT)
	

	
	
	
	· Proclaim EOC Deactivate. 
· Approve deactivation of other emergency facilities that were opened because of the emergency.
	

	
	
	
	Assists with recovery objectives, as requested for Recovery Plan.
· (GUIDE | RECOVERY PLAN/PROJECT MANAGEMENT)
	

	
	
	
	Turn over command to Recovery Manager.
	

	
	
	
	Schedule Incident Debriefing.
	

	
	
	
	· Assists with the development of a Final AAR.
· Approved final AAR
· (REPORT | LOCAL GOVERNMENT AFTER ACTION REPORT)
	

	
	
	
	Turns in completed job aids, forms, and notes to Documentation Unit.
	




Meetings: 

	TIME
	MEETING TITLE/TOPIC

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	







SHIFT/STAFF CHANGE
	TASKS (PENDING)
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	Name:
	
	Forwarding Phone #:
	_______________________

	Date:
	
	Time:
	________________am / pm



		
