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AUXILIARY COMMUNICATION SERVICES (ACS)
The ACS (previously known as R.A.C.E.S.) organization is a national organization organized at the Federal and State levels, and administrated at the local level. ACS was originally designed to be an auxiliary communications civil defense organization, to be activated in case of a national emergency such as war.   However, the ACS function has expanded to include assistance during local emergencies to augment the County’s communication capabilities.  
Ventura County has over 300 ACS members registered as Disaster Service Workers with the Ventura County Sheriff’s Office of Emergency Services (OES).  .  Each city in the County has a base station and a group of ACS members associated with it.  Once an incident takes place, ACS is activated to set-up in the City’s EOC. The Logistics Section, Communications Unit will oversee ACS operations.

Page intended to be blank.
FEEDING EOC SUPPORT AND FIELD STAFF
· Coordinate all feeding operations for the EOC, support and field personnel. While performing emergency work in the EOC, all meals will be provided to ensure continuous operations for the duration of the event".

· Establish a feeding plan that identifies cost limits, authorized vendors, catering companies, and types of food requested.  Ensure staff is aware of the appropriate related policy(ies).

· Set meal schedules and consider the impact of curfews on local businesses you may need to use.
· Set up and manage eating areas for staff and field personnel. Notify workers of food schedules and locations.

· Pre-identify low-cost vendors and catering companies to maximize efficiency and lower costs (FEMA may question upscale or expensive restaurants or catering).

· Arrange with local catering services or restaurants for in-house feeding.

· Establish a personnel-feeding account for staff and field personnel at local restaurants.

· Brief EOC personnel on location, cost limitations and incident number to be used for each restaurant or caterer used.
· Coordinate acquisition, preparation and service of meals.

· Be aware of and provide for special diets

· Arrange for on-site or off site employee child-care.
· Coordinate cleanup of eating, food preparation and serving areas.

· Provide snacks/water/coffee/beverages for EOC staff and field personnel.

· Consider a voucher system for feeding operations employees’ meals that are reimbursable under FEMA guidelines.  FEMA may not reimburse for all feeding operations.  .

· Document cost of meals and report daily to the Finance Section for cost recovery purposes.

· Advise staff of policy for reimbursement of disaster-related meals.

· Encourage all staff to take regular breaks.
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ANIMAL CARE 
Animals will not be kept where their owners are sheltered.  They will be sheltered in various locations depending on the disaster and the area of the city affected.  The City will coordinate this activity with the Conejo Recreation and Park District, Agoura Shelter and the Los Angeles County Animal Services. See also Appendix - Animal Emergencies in the City of Thousand Oaks.
For assistance with livestock during a disaster, the City livestock owners or the City may request the Emergency Rescue Team (EVRT) to provide assistance. 
Identify within City limits:
· Small animal veterinarians

· Large animal veterinarians

· Small animal shelters

· Potential large animal shelters

· Determine animal shelter needs.

· Identify appropriate areas to accommodate animals.

· Manage animal rescue and care activities.

· Coordinate rescue of trapped animals.

· Coordinate evacuation of animals which might be endangered by hazardous conditions.

· Coordinate transport of animals.

· Activate an Animal Registration System.

· Maintain an updated list of animals and their locations.

· Coordinate disposal of dead animals.

· Evaluate and relocate any animal shelter areas which become endangered by hazardous conditions.

· Coordinate return of animals to their owners when disaster has ended.
FAMILY AND CHILD CARE
The City intends to provide family care for immediate family members if an employee is recalled during a declared emergency.  Family care is limited to those employees who are unable to care for their families at home and are required to work.  

The family care facility will be established in the Founders Room at the Civic Arts Plaza or at the Los Robles Golf Course and will be managed by the Logistics Section, Personnel Unit.  
Every effort will be made to get messages to and from employees.  Family members should call 805-449-2502 to leave a message.  The Personnel Unit will be responsible for gathering and distributing these messages.
A Disaster Child Care Needs Survey follows.

DISASTER CHILD CARE NEEDS SURVEY
The City recognizes that employees may not be able to report to work after an incident if care is not available for their children or dependent adults in the home. The Emergency Plan for the city includes the provision for child care if employees have none. This care would be given by a designated employee or group of employees in a city facility.

As a city employee, and according to California Government Code section 3100, “All public employees are hereby declared to be disaster service workers subject to such disaster service activities as may be assigned to them by their superiors or by law.” You will be needed. Talk to your family and neighbors about child care plans for a disaster, and what to expect. Think out as many options as possible. If you bring your children with you to work, bring any necessary clothing and supplies, such as toys, books or comfort items.

To help plan for the potential number of children or others that could be expected, please fill this form and return your department. In order for child care plans to work, city employees must be willing to help with care. Also, we will not be able to accommodate children two years of age and younger. Department administrative staff will be coordinators for their areas, and will recruit help if children are actually brought in.

If you have any questions about disaster planning or family preparation, please contact the Human Resources Department.

Employee Name 

Address

Telephone

Department/Assignment

Supervisor

For each child who may require care, please list the following: (Continue on reverse if needed). 

Name 
DOB 
Sex

Name 
DOB 
Sex

Name
DOB
Sex

REQUESTING CRITICAL INCIDENT STRESS MANAGEMENT (CISM) PROCEDURES

PURPOSE:
Case studies have revealed that a significant numbers of employees experience some form of stress-related symptoms following an incident. Some of these effects have been delayed, surfacing later after a period with no apparent symptoms.

Without professional intervention, personnel have experienced declining work performance and deterioration of family relationships, as well as increased health problems. The objective of this procedure is to provide professional intervention immediately after major critical incidents or crises to minimize stress-related injuries to city personnel and to provide all necessary support to city personnel during a crisis.

Incident debriefing is not a critique of an incident. Performance issues will not be discussed during the debriefing. The debriefing process provides a format where personnel can discuss their feelings and reactions and, thus, reduce the stress resulting from exposure to critical incidents and crisis situations. All debriefings will be strictly confidential.

Debriefings may be conducted anywhere that provides ample space, privacy and freedom from distractions. Selection of the site will be determined by the city’s CISM coordinator based on the type of debriefing required.

The debriefing team will consist of CISM professionals (mental health counselors specifically trained in stress-related counseling) as well as trained peer counselors.  The team members’ role in the debriefing process will be to assist and support the professional counselors as necessary. All follow-up care will be approved by the Human Resources Department prior to beginning treatment.

ACTIVATION OF CISM
Department directors, managers and supervisors bear the responsibility for identifying/recognizing significant incidents that may qualify for debriefing. When an incident is identified as a critical incident or crisis, a request for debriefing consideration should be made as soon as possible to the Logistics Section Coordinator who will contact Ventura County Fire Protection District (VCFPD) Dispatch and request that a CISM team be assembled.  VCFPD’s dispatch 24-hour number is 805 388-4279
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GUIDELINES FOR UTILIZATION OF VOLUNTEERS

INTRODUCTION
As recent disasters have shown, volunteers play a significant role in both the response and recovery phases of a disaster. They will be essential to the sheltering, mass feeding, and other operations established in the wake of these disasters.  

Management of the volunteer function is in the Logistics Section of the EOC. Management of claims for Workers Compensation Insurance is handled by the Finance Section.  

ELIGIBILITY
A Disaster Service Worker is anyone registered with a Disaster Council certified by the California Emergency Council or any person ordered by a person or body having authority to command the aid of citizens to carry out assigned duties to perform services during a State of War Emergency or any State of Emergency or Local Emergency.  

A partial list of Disaster Service Workers includes:

· Reserve law enforcement officer

· Auxiliary firefighter

· Emergency welfare worker

· Communications specialist

· Medical worker

· Clerk

Any Disaster Service Worker is eligible for Workers' Compensation benefits while performing duties or undergoing any authorized training activities. Any injury, under these circumstances is covered no matter where it occurs. 

VOLUNTEER DISASTER SERVICE WORKERS
Volunteers active in emergency services and/or disaster relief operations usually belong to one of two categories: organized volunteers or spontaneous (convergent) volunteers. Depending on circumstances, different registration procedures are utilized to serve each group’s needs. 

ORGANIZED VOLUNTEERS
Organized volunteers are defined as individuals affiliated with specific organizations prior to an emergency or disaster. These organizations are usually chartered to provide volunteer emergency and/or disaster relief services. Members of these organizations usually participate in scheduled exercises to practice their disaster relief skills and integrate with the local community’s emergency plan and response effort. 

Examples of these organizations include: 

· American Red Cross

· California Rescue Dog Association

· Salvation Army

· Civil Air Patrol 

Public safety agencies usually prefer to utilize trained, organized volunteers because their organizations are familiar with working under a unified structure. They also provide their own supervision, transportation and support needs. 

Exclusions:
If the Disaster Service Worker is paid for these services, an "employer-employee" relationship exists. A Disaster Service Worker injured while in this relationship would be entitled to Workers’ Compensation benefits under their regular employer’s program. Members registered as active firefighters of any regularly organized and municipally supported volunteer fire department are excluded from disaster service benefits. 

Agency Trained Volunteers
To ensure they have an adequate pool of organized volunteers, some jurisdictions organize and train teams of civilian volunteers to act as disaster first responders within their own neighborhoods or jurisdictions. Members of these teams, such as Community Emergency Response Teams (CERT), receive training in such skills as fire extinguishment, search and rescue and shelter operations. These organizations possess several advantages:

· Familiarity with the disaster area, its hazards and resources

· Knowledge of the jurisdiction's emergency organization 

· Opportunity to regularly exercise and drill with the jurisdiction served

SPONTANEOUS (CONVERGENT) VOLUNTEERS
Spontaneous (convergent) volunteers are members of the general public who spontaneously volunteer during emergencies. They are not usually involved with organized volunteer organizations and may lack specific disaster relief training when there is very little time and few resources to train them. They come from all walks of life and comprise the majority of volunteer personnel available to local public safety agencies during a disaster response. 

Public safety agencies often form volunteer assembly points for recruiting and classifying volunteers during disaster response operations. To be eligible for Workers' Compensation, the spontaneous volunteer must also be registered as a Disaster Services Worker. 

CONSIDERATIONS IN VOLUNTEER UTILIZATION
In order to manage volunteers effectively, there are several issues that need to be addressed. For pre-registered volunteers, the process may be fully organized and accomplished over a period of time. Because this process must be accomplished under extreme conditions with convergent volunteers, it is essential that the planning and execution of the process be thoroughly worked out in advance of the disaster. 

PURPOSE
The following materials provide guidelines for registering volunteer Disaster Service Workers in the State Workers' Compensation and Safety Program. It also provides general guidance for managing volunteer workers during an emergency.  

BACKGROUND
Workers' Compensation Insurance provides benefits for employees injured on the job or who become ill from job related conditions. Damage to artificial limbs, dentures or medical braces is also considered an injury. Workers' Compensation benefits are set by the legislature and spelled out in the Labor Code. One section of the Labor Code defines Disaster Service Workers as "employees" under certain conditions and describes their benefits.  

Identification: 
Once screening is completed, all volunteers must be issued proper I.D. and be required to sign for any equipment issued for their position. Organized volunteers will possess identification issued by their organizations. The jurisdiction is responsible for providing identification to convergent volunteers. Forms of I.D. include arm bands, vests, patches, and city I.D. cards.

Training:
Before being deployed, it is essential that volunteers receive an adequate amount of training. At a minimum, volunteers must be thoroughly briefed on the legal aspects of the tasks to which they are to be assigned. They should also fully understand their responsibilities and the limits to which they may go in performing their assigned duties. 

Records must be established for each volunteer that reflects the training received. Training records should be maintained as part of the permanent record of the emergency response to the specific disaster. 

Supervision:

More so than paid staff, volunteers must be supervised according to the task assigned. Ideally, though not always possible, paid staff personnel should supervise all volunteer effort. When this is not possible, skilled, highly trained volunteers should be assigned as supervisors.

Planning:
The jurisdiction must recognize that volunteers will appear after the onset of a major disaster. Established plans are needed for the proper management of volunteer personnel in order to optimize this resource and prevent convergent volunteers from becoming a problem. Properly managed, volunteer resources may mean the difference between success and failure of the emergency response. 

Recognition:
The final requirement of the jurisdiction is to ensure volunteers are properly recognized for their services. Recognition may be in the form of individual commendation by the elected officials, public acknowledgment by the media, or a letter of appreciation from the local emergency manager. 

Emergency Volunteer Centers:
In Ventura County, Spontaneous Volunteer registration and agency matching will be accomplished through United Way of Ventura County by the establishment of Emergency Volunteer Centers designated in the east and west area of the county.
THESE GUIDELINES DO NOT SUPERSEDE GUIDELINES FOR VOLUNTEER UTILIZATION SET FORTH BY THE GOVERNOR’S OFFICE OF EMERGENCY SERVICES.  FOR MORE INFORMATION AND REGISTRATION FORMS, SEE “THEY WILL COME—Post-Disaster Volunteers and Local Governments”, Dec. 1995 (OES).

ACTIVITY LOG

	1. INCIDENT NAME


 
	2. OPERATIONAL PERIOD

From:



To:
	INDIVIDUAL LOG

ICS 214a-OS

	3. INDIVIDUAL NAME


	4. EOC SECTION


	5. Assignment/Location



	6. ACTIVITY LOG
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	7. PREPARED BY:








DATE/TIME



	INDIVIDUAL LOG








ICS 214a-OS


CITY EOC RESOURCE REQUEST
TO BE USED FOR INTERNAL RESOURCE REQUESTS
An attempt should be made to fill all resource requests through Operations Branches before sending to Logistics
	Resource Requested:
	

	

	Priority:  
	Critical / Life Safety 
	
	
Urgent 
	
	Routine 
	

	Incident Address:
	
	Incident Type:
	

	Resource Requested by:
	
	Agency / Dept:
	

	Duration Needed:
	
	Phone:
	

	Staging/Delivery Location:
	
	Delivery Contact:
	

	Form Prepared By:
	
	EOC Position:
	

	Latest Acceptable Delivery: 

(Date / Time)
	

	Purpose / Use:
	

	Suggested Source(s):
	

	Approval by Section Coordinator:
	Signature:

	Filled By Operations?
	
	Send to Logistics?
	

	Section below to be filled out by supplying agency / dept.
	Section below to be filled out by supplying agency / dept.

	Resource Ordered From:
	

	Vendor/Agency Address:
	

	Vendor/Agency Contact Person:
	
	Phone:
	

	Date Ordered:
	
	Time Ordered:
	

	Estimated Date/Time of Arrival:
	
	Inv./ Resource Order #:
	

	Comments:
	

	
Initialed By Operations:
	
	
Logistics: 
	
	
Finance: 
	


	  Originator:
Any EOC position. Retain copy.


  Routing:
Approval by Section Coordinator; then send to Logistics.
	This form is used to request all resources, for field use and for EOC use.


Additional Notes:
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MISSION/REQUEST TASKING FORM

Response Information Management System (RIMS) forms.  The information in these forms should be submitted on-line with the Cal OES’s RIMS program or the current state information system.  The following forms are intended to facilitate the process of gathering information before it is submitted via RIMS.  If RIMS or the current state information system is not functioning these forms could be submitted via fax to the Operational Area.

Mission Number: _________                     Priority: _________  

	Threat:

	Status:

	Mission Number:

	EMAC Mission No.

	WHO IS MAKING THE REQUEST?

	Operational Area: 

	If City of Special District Use this Field:

	Requestor’s Contact Info:

	Related Event/Incidental Activity:

	WHAT IS BEING REQUESTED?

	Requested Mission:

	Formal EMAC Mission:
[image: image1.png]



[image: image2.wmf]Yes [image: image3.wmf]No


	Type:

	Needed By Date:

	Resource must come with: [image: image4.wmf]Fuel [image: image5.wmf]Meals [image: image6.wmf]Operator(s) [image: image7.wmf]Water


[image: image8.wmf]Maint [image: image9.wmf]Lodging [image: image10.wmf]Power

	Other:

	ASSIGNED RESOURCES

	

	DELIVER THIS RESOURCE TO:

	Site Name:    
Site Type:   

	Street Address: 
Apt or Lot No.

	[image: image11.png]


City 
State 
Zip

	Country

	[image: image12.png]


Intersection - Street 1 
Intersection - Street 2

	County:
Geographic Area:

	Additional Location Information:


	GEO LOCATION & MAPPING

	Geo Locate:   by Lat & Long   by Map   by Address   by Intersection

	Show on Map? [image: image13.wmf]Yes [image: image14.wmf]No
Geo Located By:
Lat:
Long.:

	Contact On Scene: (Name, Phone, etc)


	SPECIAL INSTRUCTIONS (E.G. SAFETY MESSAGE, INGRESS/EGRESS ROUTES, ETC.)

	Special Instructions:



	OES COORDINATOR:

	Individual:

	Organization/Location:

	Position:

	Agency:

	Summary of OES actions taken:


	RESPONDING AGENCY:

	Agency Name:

	Agency POC:

	Phone:

	Fax Number:

	Pager/Alt #

	Other:

	Summary of actions taken:



	DISTRIBUTION

	Group:


	Individual:


	NOTIFICATION

	Send Notification?    [image: image15.wmf]Yes [image: image16.wmf]No

	Message:



	Select Recipients:
Notification List:



	Other Email addresses:




ER 
SAMPLE PROCUREMENT FORM
	Date:
	P.O. #
	Vendor

	Time:
	ITEM DESCRIBED
	Qty:
	Est. Cost:

	
	
	Delivery Location:



	Procured By:
	Delivered to Whom:

	Date:
	P.O. #
	Vendor

	Time:
	ITEM DESCRIBED
	Qty:
	Est. Cost:

	
	
	Delivery Location:



	Procured By:
	Delivered to Whom:

	Date:
	P.O. #
	Vendor

	Time:
	ITEM DESCRIBED
	Qty:
	Est. Cost:

	
	
	Delivery Location:



	Procured By:
	Delivered to Whom:

	Date:
	P.O. #
	Vendor

	Time:
	ITEM DESCRIBED
	Qty:
	Est. Cost:

	
	
	Delivery Location:



	Procured By:
	Delivered to Whom:

	Date:
	P.O. #
	Vendor

	Time:
	ITEM DESCRIBED
	Qty:
	Est. Cost:

	
	
	Delivery Location:



	Procured By:
	Delivered to Whom:

	Date:
	P.O. #
	Vendor

	Time:
	ITEM DESCRIBED
	Qty:
	Est. Cost:

	
	
	Delivery Location:



	Procured By:
	Delivered to Whom:

	Date:
	P.O. #
	Vendor

	Time:
	ITEM DESCRIBED
	Qty:
	Est. Cost:

	
	
	Delivery Location:



	Procured By:
	Delivered to Whom:

	Date:
	P.O. #
	Vendor

	Time:
	ITEM DESCRIBED
	Qty:
	Est. Cost:

	
	
	Delivery Location:



	Procured By:
	Delivered to Whom:
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SEMS/NIMS 205

EOC Radio Communications Plan
	Incident Name:


	Date Prepared:
	Time Prepared:

	Operational Period Date:


From:

To:
	Operational Period Time:




From:

To:


Basic Radio Channel Utilization
	Assignment
	Function
	System
	Channel/Frequency
	Designated

Check-in Time
	Remarks

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Prepared By:


	Title:


	SEMS Position:


Information Tech. Branch

	Approved By:


	Title:


	SEMS/NIMS Position:

Logistics Sections Chief


SEMS/NIMS 205 (2002)
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