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Course Sponsors 

 
 
 
 
 
Foreword 
 
 
 
The Emergency Management Institute (EMI) had the primary role 
for coordinating development of this course. 
 
Independent Study Course 
 
This independent study course is geared toward persons who have 
responsibility for management and operations of the Emergency 
Operations Center (EOC). It is a prerequisite for enrollment in the 
EOC Management and Operations course which is described in the 
introduction. The course includes a final examination, which must be 
completed with a passing rate of 75% or higher to enroll in the EOC 
Management and Operations course. 
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Introduction 
 
 
After-action reports and studies of catastrophic disasters have 
identified the need for training in response and recovery operations, 
including Emergency Operations Center (EOC) management. 
Additionally, interviews conducted by EMI officials with State and 
local emergency management directors, operations officers, and 
training officers indicated a need for training in EOC management. 
 
Based on the findings of a front-end analysis and design meeting, a 
curriculum was developed to provide those persons with 
responsibility for EOC management and operations with the 
knowledge and skills they need to perform their jobs. 
 
 
 
Curriculum Goal 
 
The goal of the EOC Management and Operations curriculum is to 
provide State and local emergency management officials with the 
knowledge and skills they need to operate the EOC. The curriculum 
is designed using a performance-based approach that emphasizes 
learning activities that are easily transferable to the job. 
 
 
 
Curriculum Overview 
 
The curriculum consists of the independent study course and the 
EOC Management and Operations course. The diagram on the 
following page provides an overview of the course content. The 
independent study course is a prerequisite to enrollment in the EOC 
Management and Operations course. 
 
 

WELCOME 
ABOARD! 
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Course Overview 
 
This independent study course is intended to provide you with a 
general introduction to the role of the Emergency Operations Center 
(EOC), the emergency manager’s responsibilities, the roles and 
responsibilities of the person(s) responsible for EOC management and 
operations. It also provides an overview of the types of standard 
operating procedures required for effective EOC operations. 
 
It is expected that participants will have some general knowledge of 
emergency management. However, experience in managing an EOC 
is not a requirement for this course. 
 
This course contains three modules, a glossary, a resource section, a 
curriculum guide to help you continue learning, and a final 
examination. 
 
Module 1: The Role of the Emergency Operations Center 
describes the functions of the EOC, identifies considerations 
regarding EOC staffing, identifies minimum EOC resource 
requirements, and describes the physical characteristics of an EOC. 
 
Module 2: EOC Management and Operations: Roles and 
Responsibilities describes the roles and responsibilities of the 
person(s) responsible for EOC management and operations. 
 
Module 3: Developing EOC Policies and Procedures provides 
essential information on the requirements of policies and standard 
operating procedures for communications systems, life support 
systems, operating equipment and supplies, memorandums of 
understanding, and records and documentation retention for EOC 
operations. 
 
The glossary, located at the end of the final module, contains 
definitions of terms related to EOC management and operations. The 
glossary may be consulted while you are reading the modules, or may 
be read separately. 
 
A resource section is included to help you continue learning after 
you have completed the course. It consists of a list of references and 
other recommended courses. 
 
A curriculum guide is included to help you locate other courses that 
may be helpful in learning about specific aspects of the emergency 
manager’s job, such as telecommunications and warning systems. 
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The final examination, located at the end of the course materials, will 
test the knowledge you have gained from the course. An answer sheet 
is supplied with the course materials. Mail the completed form to the 
address on the form, or if you have been given other instructions, 
follow those. You must score 75% or higher to enroll in the EOC 
Management and Operations course. 
 
How to Complete This Course 
 
You can gain more from your independent study learning experience 
by following these study tips. 
 
You will remember the material best if you do not rush through it. 
The more you interact with the material, the better you will 
remember it! Take a break at the end of each module, and give 
yourself time to think about the material. 
 
For the video segment of this course, first view the video in its 
entirety. Then, complete the questions that pertain to the video. If you 
can’t answer all of the questions, view the video again. 
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Module 1 
 
THE ROLE OF  
THE EMERGENCY OPERATIONS  
CENTER 
 
 
At the end of this module, you will be able to do the following: 
 
1. Describe the functions of the EOC. 
 
2. Identify considerations regarding EOC staffing. 

 
3. Identify minimum EOC resource requirements. 

 
4. Describe the physical characteristics of an EOC. 
 
 

Title Page
Introduction 1-2 
Four Phases of Emergency Management 1-2 
The Role of Emergency Operations Center—Video Tape 1-4 
Learning Activity 1-8 
Summary 1-14 

 
 
 
Course manual 
Video Cassette Recorder (VCR) 
Videotape: The Role of the Emergency Operations Center 
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Introduction 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Four Phases of 
Emergency 
Management 
 

Emergency management is the process of coordinating available 
resources to deal with emergencies effectively, thereby saving lives, 
avoiding injury, and minimizing economic loss. 
 
Major emergencies or disasters can cover several jurisdictions and 
may require large-scale government and voluntary agency response. 
When an emergency threatens, hundreds to thousands of people may 
need to be warned and protected. Emergency services must be ready 
to care for the injured and to give shelter to those who cannot remain 
in their homes. Communications systems must be in place, and 
someone must direct the response activities. There must be ways to 
assess the damage caused by the emergency, to return people safely to 
their homes after the danger has passed, and to help people and 
businesses return to normal as soon as possible. Efforts must be made 
to increase safety in the face of future emergencies. 
 
This protection process involves four phases of emergency 
management: mitigation, preparedness, response, and recovery. 
 
 
 
Mitigation. This phase includes any activities that prevent an 
emergency, reduce the chance of an emergency occurring, or reduce 
the damaging effects of unavoidable hazards. Mitigation activities 
should be considered long before an emergency occurs. 
 
Preparedness. This phase includes developing plans to ensure the 
most effective, efficient response; taking steps to minimize damages, 
such as installing forecasting and warning systems; and equipping the 
EOC for operations during an emergency. A key component of the 
preparedness stage consists of training and exercising the EOC and 
the personnel and volunteers who will be staffing the EOC in an 
emergency. 
 
Response. Response is the first phase that occurs after the onset of an 
emergency or disaster. It is intended to provide emergency assistance 
for casualties, including search and rescue, shelter, and medical care, 
to reduce the probability of secondary damage and to reduce damage 
by efforts such as sandbagging against impending floodwaters. 
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 Recovery. The activities undertaken during this phase involve steps to 

return all systems to normal after an emergency. This phase includes 
such functions as redevelopment loans, legal assistance, and 
community planning. 
 
Experience shows that these phases are cyclical, as illustrated below, 
rather than linear in their interrelationships. All activities and 
experiences lead individually and cumulatively back to the mitigation 
phase. 
 
 
 
 
 
 
 
 
 
 
 
 
             Four Phases of Emergency Management 
 
Put another way, we learn to prevent and diminish future emergencies 
by what we learn from past events, whether through actual 
emergencies or through simulation of response activities. The disaster 
or emergency, actual or potential, can be seen as the motivating force 
for the motion of the cycle. 
 
Every community, no matter how large or small, urban or rural, will be 
able to improve its ability to centralize and coordinate the flow of 
information during an emergency (and the effectiveness of response 
and recovery operations) by establishing an EOC. 
 
The videotape that you will watch next provides a good introduction to 
emergency operations management. The following is a brief 
introduction to the video, “The Role of the Emergency Operations 
Center.” After you have read the introduction, you can begin viewing 
the video. 
 
 

MITIGATION

RESPONSE 

PREPAREDNESS 
RECOVERY 
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Overview of “The Role of the Emergency Operations Center”  
Videotape 
 
The videotape begins with a montage of disaster scenes, including 
floods, hurricanes, an airplane crash, tornadoes and earthquakes. On-
scene modules responding to disasters are also depicted. A narrator 
explains that emergencies can occur anywhere, at any time, and that 
such emergencies can overwhelm a community’s ability to respond by 
ordinary methods. Extraordinary methods are required to meet large-
scale emergencies, and Emergency Coordination Centers (ECCs) 
provide direction for such disaster response efforts. 
 
The video includes an interview with the Director of North Carolina’s 
Division of Emergency Management. The Director describes the 
importance of the jurisdiction’s EOC during Hurricane Hugo. In a 
second interview, the Director of Disaster and Emergency Services, 
Woodbury County, Iowa, discusses the Sioux City EOC’s response to 
the plane crash in 1989. 
 
After the interviews, scenes inside an EOC provide the setting for 
discussing the location and layout of ECCs. Also identified are the 
equipment, facilities, and resources required to support an EOC in a 
major emergency. 
 
The videotape highlights the duties of, and the interaction among, EOC 
personnel during a full-scale exercise. 
 
A former Emergency Operations Manager then discusses the 
importance of exercising the staff of an EOC on a regular basis. 
 
 
The Role of the Emergency Operations Center 
 
The video lasts 18 minutes and 6 seconds. After viewing the video, be 
prepared to answer questions about what you learned. Use the space 
provided on the following page to take notes. 
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NOTES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
When you finish viewing this video segment, stop the tape and return 
to the text. 
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Key Points 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The following are key points that you should remember about the role of 
the Emergency Operations Center. 
 
1. ECCs are key to a community’s disaster planning, response, and 

recovery. They are crucial to saving lives and property. 
 
2. ECCs pull together people and resources to handle emergencies and 

disasters that are outside the ability of single departments to handle. 
 
3. ECCs are the key to managing a community’s disaster efforts through 

the centralized, coordinated efforts of government officials, response 
agencies, and community volunteers. 

 
4. ECCs provide a means of centralizing and managing communications 

and information within an EOC, between an EOC and the Incident 
Commander in the field, and between the EOC and the public. 

 
5. There is no one type of EOC; they vary in size and configuration, and 

most facilities will serve dual purposes. 
 
6. Location of the EOC must be based on an analysis of potential threats 

to the community, since it must survive likely disasters. 
 
7. Alternate sites, backup power, and communications equipment will 

ensure continued operations in even the worst conditions. 
 
8. ECCs should protect communications and Automated Data Processing 

(ADP) equipment from power surges and other electromagnetic effects. 
 
9. ECCs must have the resources and trained personnel to handle long-

term operational requirements such as sustained occupancy. 
 
10. EOC staff job assignments must be carefully planned, exercises must 

be conducted, and regular training must be provided. 
 
11. The Standard Operating Procedures (SOPs) (tailored to individual 

ECCs) are the key document for planning, training, and operational 
guidance. 
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Learning Activity 
 

 
 
 
 
 
 

 
12. Documentation management must safeguard documents generated or 

received by ECCs for use after an emergency. 
 
 
Take a few minutes to complete the learning activity on the following page. 
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Learning Activity 
 

 
 
Purpose: To assess your understanding of the information that was presented in the video. 
 
Directions: Answer the following questions. You can check your answers in the Answer Key  

section. 
 
 
1. What roles does an EOC perform that can save lives and property? 
 
              

              

              

              

              

 

2. During a disaster, response operations must be run efficiently and in a coordinated manner. 
How does an EOC help achieve such a response? 

 
              

              

              

              

              
 

3. If individual departments can handle certain emergencies, why is an EOC necessary? 
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4. The videotape pointed out the key role that communications play in the operation of an 
EOC. How is the communications function organized in an EOC? 

 
              

              

              

              

              
 

5. What term does the videotape use to identify the individual in charge of the EOC? 

 
              

              

              

              

              
 

6. Many disasters last several days. If you were the EOC manager, how would this affect 
your staffing decisions? 

 
              

              

              

              

              
 

7. Under what circumstances would an EOC be activated in advance of a disaster? Would all 
personnel be called up initially? 
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8. Besides personnel, what are some of the resources required to keep an EOC functioning? 

 
              

              

              

              

              
 

9. Given the critical role communications plays in the functioning of an EOC, what aspects of 
this vital resource must receive careful consideration? 

 
              

              

              

              

              
 

10. What purpose does a typical EOC Standard Operating Procedure serve? 

 
              

              

              

              

              
 

11. If you were asked to design an EOC, what design factors would be important? 
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12. Coordinating disaster operations is key to an effective EOC. Does this require that all 
personnel be located in one space? Why or why not? 

 
              

              

              

              

              
 

13. What is the primary means for ensuring that EOC personnel are always ready to respond to 
a disaster in your community? 

 
              

              

              

              

              
 

14. If you do not have either an EOC or SOPs, who should be involved in the planning to 
implement or establish an EOC and in the writing of procedures? 
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What About Your Community’s EOC? 
 
The questions you just answered were about EOCs in general. Now take a few minutes to answer 
some questions that are specific to your community’s EOC. 
 
1. What emergencies or disasters has your community experienced recently that could have  

benefited from the coordination possible with an EOC? 
 
              

              

              

              

              

 

2. What hazards exist in your area that could lead to a disaster requiring an EOC in the 
future? How would an EOC be impacted for each hazard you identified? 

 
              

              

              

              

              
 

3. With which agencies would personnel inside your community’s EOC need to communicate 
during a disaster? 
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Summary 
 

 
 
 
 

 
In this module, you learned the following: 
 
• The four phases of emergency management; 
• The role of the EOC; 
• The functions of an EOC; 
• How to identify considerations regarding EOC staffing; 
• How to identify minimum EOC resource requirements; 

and 
• The physical characteristics of an EOC. 
 
In the next module you will learn about the roles and responsibilities 
associated with EOC management and operations. 
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Module 2 
 
EOC MANAGEMENT AND OPERATIONS: 
ROLES AND RESPONSIBILITIES 
 
 
At the end of this module, you will be able to do the following: 
 
1. State the roles and responsibilities related to EOC management 

and operations. 
 
2. Describe how the person responsible for EOC management and 

operations fits into the overall emergency management system. 
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Introduction 
 
 
 
 
 
 
 
 
 
The Role of the 
Emergency Manager 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The local level—whether city, town, or other designation—is the first 
line of official public responsibility for emergency management 
activity. In an emergency, Federal and State resources may not be 
available. Therefore, the local emergency management agency must 
accept responsibility to maintain an ongoing program of mitigation, 
preparedness, response, and recovery. The emergency manager plays 
a critical role in ensuring that the local community is prepared for all 
types of disasters. 

 
 
 
The role of the emergency manager should be defined specifically by 
law. This position encompasses responsibility for coordinating all 
components of the emergency management system for the 
community. These components include: 
 

• Civil defense efforts 
• Fire and police services 
• Emergency medical services 
• Public works 
• Volunteers 
• Other groups involved in emergency activities 

 
This means coordinating resources from all sectors before, during, 
and after an emergency. It also encompasses activities related to 
mitigation, preparedness, response, and recovery. 
 
In order to ensure that effective coordination takes place during any 
phase of operation, the emergency manager and others responsible for 
EOC management and operations must work closely in a team 
environment with other EOC personnel, elected officials, and other 
private-sector groups. 
 
The role of the emergency manager is to do the following: 
 

• Ensure that all components of the system know of threats to 
the community 

 
• Participate in mitigation and prevention activities 

 
• Coordinate planning activities for emergencies using an all-

hazards approach 
 

• Coordinate operations during emergency situations 
 

• Coordinate and assist in recovery operations after disasters 
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EOC Management 
and Operations: 
Responsibilities 
 

The emergency manager’s job demands a broad-minded approach to 
successful emergency management. The emergency manager’s 
foresight in planning for an emergency before the first crisis arises is 
critical to being prepared. To become involved in the planning 
process, the emergency manager should be one of the committee 
members in developing an Emergency Operations Plan (EOP) and a 
hazards and vulnerability analysis for the community. 

 
Who is responsible for EOC management and operations 
responsibilities? 
 
Many of the emergency-related duties or tasks to be accomplished are 
coordinated by the emergency manager, but may be carried out by 
another person designated by the emergency manager. This person is 
often given primary responsibility for duties related to EOC 
management and operations. 
 
Other non-emergency-related tasks may be performed by other 
designated EOC personnel. 
 
Though the duties and responsibilities for EOC management and 
operations may vary according to jurisdiction, there are core tasks that 
any designated person would perform. Some of these responsibilities 
may arise before the EOC is ever activated, and others are ongoing. 
When the center is activated, additional responsibilities involve the 
direction, control, and coordination of numerous activities that 
develop in an emergency situation. 
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 The EOC Management and Operations: Responsibilities worksheet 

below is a representative listing of typical duties related to EOC 
management and operations. Enter a check mark next to each task that 
you perform or would be expected to perform. 
 
 

EOC Management and Operations: Responsibilities 
 
_____ 
 
 
 
 
_____ 
 
_____ 
 
 
_____ 
 
_____ 
 
 
_____ 
 
_____ 
 
_____ 
 
 
_____ 
 
 
_____ 
 
 
 
 
 
_____ 
 
_____ 
 
_____ 
 
_____ 
 

 
1. Assist in the location and design of an EOC. 

 
Participate in the following activities involved in the location and 
design of the EOC. 
 
a. Form/convene planning team/committee. 
 
b. Use a hazard/vulnerability analysis to assist in locating/ 

designing an EOC. 
 

c. Define functions performed in the EOC. 
 

d. Determine the number of personnel required to operate the EOC. 
 

e. Determine space requirements for the EOC. 
 

f. Determine funding requirements for the EOC. 
 

g. Assess and evaluate functional layout (i.e., operational 
efficiency) of the EOC. 

 
h. Develop contingency plan for interim operations. 

 
 
2. Assist in the preparation of the EOC for operations (i.e., fully 

functioning capability). 
 

Participate in the following activities in preparing the EOC for 
operations. 

 
a. Assist in determining telecommunications requirements. 

 
b. Assist in defining life support requirements. 

 
c. Assist in determining operating equipment/supplies needed. 

 
d. Ensure that procedures are in place to maintain support systems 

and equipment. 
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EOC Management 
and Operations: 
Responsibilities 
 

 
 
Though the duties and responsibilities for EOC management and 
operations may vary according to jurisdiction, there are core tasks that 
any designated person would perform. Some of these responsibilities 
may arise before the EOC is ever activated, and others are ongoing. 
When the center is activated, additional responsibilities involve the 
direction, control, and coordination of numerous activities that develop 
in an emergency situation. 
 
The worksheet on the following page is representative listing of typical 
duties related to EOC management and operations. Enter a check mark 
next to each task that you perform or would be expected to perform. 
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EOC Management and Operations: Responsibilities 
 
_____ 
 
 
 
 
_____ 
 
_____ 
 
 
_____ 
 
_____ 
 
 
_____ 
 
_____ 
 
_____ 
 
 
_____ 
 
 
_____ 
 
 
 
 
 
_____ 
 
_____ 
 
_____ 
 
_____ 
 
_____ 
 
_____ 
 
_____ 
 
 
_____ 
 
_____ 
 
 
_____ 
 

 
3.    Assist in staffing, training, and briefing EOC personnel. 

 
Participate in the following activities related to staffing, training, 
and briefing of EOC personnel. 
 
a. Identify job positions 

 
b. Help compile assignments. 

 
c. Maintain and update and EOC personnel contact list. 

 
d. Establish notification procedures. 

 
e. Exercise and evaluate SOPs. 

 
f. Conduct briefings for EOC personnel. 

 
 
4.     Manage and operate the EOC. 
 

Participate in the following activities related to managing and 
operating an EOC. 

 
a. Implement activation procedures. 
 
b. Assist in the maintenance (or setting up of procedures for 

maintenance) of telecommunications. 
 

c. Ensure that procedures are in place for operating the EOC 
during an emergency. 

 
d. Ensure that procedures are in place for maintaining operating 

equipment and supplies. 
 

e. Ensure that SOPs are accessible and available to EOC 
personnel. 

 
f. Supervise EOC staff. 

 
g. Monitor personnel for symptoms of stress. 

 
h. Conduct briefings and debriefings. 

 
i. Initiate and monitor systems for the documentation of reduction 

in need for EOC services. 
 

j. Ensure that systems are in place for archiving records. 
 

k. Ensure that procedures are in place to restock/resupply the 
EOC. 

 
l. Evaluate SOPs and the EOP. 
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Summary 
 
 

 

 
In this module, you learned the following: 
 

• The roles and responsibilities of the EOC manager, and 
 
• The responsibilities related to EOC management and 

operations. 
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Module 3 
 
DEVELOPING EOC POLICIES AND  
PROCEDURES 
 
 
At the end of this module, you will be able to do the following: 
 
1. Describe key elements of the emergency management system that 

are vital to EOC management and operations. 
 
2. Understand the factors related to developing standard operating 

policies and procedures for communications systems, life support 
systems, operating equipment and supplies, and records and 
documents retention. 
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Introduction 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The EOP and the 
HVA: Foundations 
for Establishing the 
EOC 
 
 
 
 
 
The Emergency 
Operations Plan 
(EOP) 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
The hazard vulnerability analysis and the Emergency Operations Plan 
are two documents that should be completed prior to establishing an 
EOC. They provide the foundation for much of the planning and 
design and should not be overlooked. This module provides essential 
information that you should know about these documents. 
 
This module also describes how standard operating policies and 
procedures help to ensure that the EOC runs smoothly, without 
interruption during a disaster. It also presents information about 
factors related to developing SOPs. The information you learn in this 
module will provide the background that you need for creating SOPs 
which is covered in Module 3 of the EOC Management and 
Operations course. 
 
 
The Emergency Operations Plan (EOP) and the hazard vulnerability 
analysis (HVA) are two documents that should be in place prior to the 
establishment of any EOC. Much of the information contained in 
these documents can be used to ensure that a survivable EOC is 
designed and developed. They are also helpful in developing standard 
operating procedures and policies. Each of the documents is explained 
below. 
 
 
The EOP is a document that describes how citizens and property will 
be protected in a disaster or emergency. It describes the community’s 
approach to planning, organizing, and operating in emergencies, and 
includes a resource identification and management system. 
 
An effective EOP is needed to turn a concept of operations, people, 
sets of equipment, and specific SOPs into an effective emergency 
response. The EOP usually contains eight main elements, as identified 
in the table on page IS-3-4. Specific annexes tell agencies or 
individuals how they will operate under all four phases. 
 
For example, the Direction and Control annex will provide guidance 
and procedures on how the EOC will operate in all four phases—
mitigation, preparedness, response, and recovery. There should also 
be specific SOPs for the EOC management and operations. 
 
To be meaningful, an emergency operations plan should be known, 
exercised, and used by every agency and department with a role to 
perform. Further, it must be updated regularly. Unless the plan is a 
living document—not paper on a shelf—it is not a true safeguard of 
your community’s lives and property. 
 

EOP 
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SOPs also may be a part of the EOP, along with checklists. Each 
component may have addenda in the form of maps, charts, tables, or 
other items. 
 
Detailed guides for the development and review of EOPs are provided 
in CPG 1-8, “Guide for the Development of State and Local 
Emergency Operations Plans,” and CPG 1-8A, “Guide for the Review 
of State and Local Emergency Operations Plans.” 
 
 

Task Assignment  
 
Obtain a copy of your community’s Emergency Operations Plan and 
compare it against the plan elements listed on the following table. Is it 
complete? 
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Main Emergency Operations Plan Elements 

 
1. Purpose: The plan discusses how emergency operations planning fits into the applicable governments’ overall 

emergency planning structure. 
 
2. Situation and Assumptions: The plan describes, in general terms, situations pertinent to the jurisdiction as well 

as their potential scope and impact. Assumptions about the emergency organization in relation to emergency 
preparedness should be stated. 

 
3. Concept of Operations: The plan describes the various levels of government roles in the four phases 

(preparedness, mitigation, response, and recovery) of emergency management, including capabilities, inter-
jurisdictional and inter-organizational relationships, authorities, and responsibilities for continuity of 
government. 

 
4. Organization and Assignment of Responsibilities: This element of the plan expands on item 3 and includes 

procedures for monitoring/evaluating assignment accomplishments. 
 
5. Administration and Logistics: The plan describes implementation alternatives to regular procedures for 

transition to emergency operations. The plan further includes administrative details for State government 
transport and establishment of emergency operations from an alternate EOC. 

 
6. Plan Development and Maintenance: The plan describes the process of determining hazard identification as 

required capabilities, available resources, organizational structure, agreements, and vulnerabilities. It provides 
processes for implementation, evaluation, review, and revision/updating. It contains annexes as needed. An 
annex explains how a function is to be carried out in an emergency. The annexes, as listed in CPG 1-8: “Guide 
for the Development of State and Local Emergency Operations Plans” are: 

 
Annex A–Direction and Control Annex I–Law Enforcement 
Annex B–Communications     Annex J–Public Works 
Annex C–Warning      Annex K–Fire and Rescue 
Annex D–Emergency Public Information   Annex L–Radiological Defense (Protection) 
Annex E–Evacuation      Annex M–Human Services 
Annex F–Reception and Care     Annex N–Resource Management 
Annex G–In-Place Protective Shelter    Annex O–Continuity of Government (COG) 
Annex H–Health and Medical      Annex P–Damage Assessment 
 

7. Authorities and References: The plan cites applicable laws, ordinances, and agreements and the plan’s 
implementation of them. 

 
8. Definition of Terms: The plan defines unique specialized terms and vocabulary to aid effective communication. 
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The Hazard and 
Vulnerability 
Analysis 
 
 

 
If you are familiar with the HVA and were actively involved in the 
process, you can skip this section and move on to the next page. 
 
The first step in developing an integrated emergency management 
program in the community is to identify the hazards that threaten your 
specific area, determine the risks the hazards pose, and assess the 
vulnerability of your jurisdiction to these hazards. Combining these 
three elements—hazards, risks, and vulnerabilities—will produce a 
profile of your jurisdiction that is basic to defining your emergency 
operations requirements. 
 
All geographical areas of the United States are vulnerable to a variety 
of natural, technological, and national security hazards. Identification 
of hazards must be accompanied by a determination of the risk each 
hazard poses. Risk assessment includes identifying the frequency and 
severity of occurrences in particular locations to allow for a ranking of 
the risk. The occurrence of one hazard of a certain intensity, duration, 
or extent may well drastically increase the risk level of other hazards. 
 
A hazard identification involves a review of hazards and of locations 
and conditions associated with hazards in a particular area. 
 
The vulnerability analysis is an examination of the degree to which 
populations, structures, and land areas are vulnerable to hazards. 
 
The hazard identification and vulnerability analysis are interrelated and 
are usually conducted simultaneously. The two together may be called 
a hazard analysis, hazard/vulnerability analysis, or risk analysis. Key 
steps in conducting a hazards/vulnerability analysis are listed in the 
table on the following page. 
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Hazards, Risks, and Vulnerabilities Checklist 

 
1. Based on history and other sources that define threats, list the hazards and risks that have affected your State 

or local community or that may affect your jurisdiction. 
 
2. Estimate the probability of future occurrences of each incident. 
 
3. Evaluate the possibility of new types of incidents resulting from population changes, new transportation routes 

and types, and the like. 
 
4. Evaluate combinations of events and the possibility of one event causing another. 
 
5. Develop a jurisdiction-wide map of probable and possible occurrences, including “spillover” events from 

neighboring jurisdictions. Also, evaluate vulnerability caused by interdependencies between systems such as 
power, transportation, water treatment, and communications. Specifically assess the vulnerability of key 
emergency management systems needed to direct, control, and coordinate emergency operations and continue 
to govern. 

 
6. Assess the potential regional size, shape, and evolution of specific incidents. 
 
7. Assess the potential consequences for your jurisdiction and others resulting from any of the potential incidents. 
 
8. Review the incident analysis at the city and county level to be sure that any local factors affecting probability, 

severity, ability to respond, or potential consequences are considered. 
 
9. Review the experiences and “lessons learned” from previous incidents. 
 
10. Based on both probabilities of occurrence and severity of consequences, draw up a prioritized list of incidents 

your jurisdiction must be prepared to handle and the risks they pose. 
 

 
 
The information obtained from the hazard/vulnerability analysis can be used to develop an overall 
emergency management strategy that serves as the basis for program activities and the allocation 
of resources. Some of the activities at this stage include the following: 
 
Resource Inventory: An analysis of the resources a community can call upon in the event of an  

emergency. 
 
Authorities Review: A detailed examination of laws, ordinances, and regulations applicable to  

emergency management in a community. 
 
Funding Analysis: A review of funding and funding sources for emergency management  

activities. 
 
The emergency manager is actively involved in these activities. 
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Using the HVA for 
Locating and 
Designing an EOC 
 

 
Different hazards have different effects on our ability to survive the 
event and to continue to direct, control, manage, and coordinate 
emergency operations both within a jurisdiction, with other state and 
local governments, and with the Federal government. 
 
The design criteria for an EOC depend to a great extent on the types 
of disasters that could occur in any given community. The HVA 
provides a good basis for determining the “worst-case scenario” in 
locating and designing the EOC. The most critical consideration is the 
ability of the EOC to survive any emergency or disaster with 
continuous operations. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Developing Policies 
and Procedures for 
EOC Management 
and Operations 
 
 
 
 

Protection should be an integral part of planning, building or 
modifying, and equipping the EOC. Securing the building and its staff 
against a wide variety of conditions will require close examination of 
its basic location (outside immediate hazard areas); structural integrity 
(ability to withstand storms, terrorist assault, etc.); and security 
procedures. 
 
Once the EOC has been established, then the focus is on effective 
management and operations of the EOC. 
 

 

Task Assignment  
 
Before you move onto the next topic, take a few minutes to find out if 
your community has conducted an HVA. If it has, obtain a copy and 
review it to determine the community’s most likely hazards. If the 
community doesn’t have an HVA, what initiatives can you take to 
begin the process to conduct an analysis? 
 
If you can’t locate an HVA, a sample copy of an HVA appears in 
Appendix A. 
 
 
 
Effective EOC management and operations is dependent upon written 
policies and procedures that are in place prior to an emergency. 
Without these written guidelines, coordinated and responsive efforts 
cannot be achieved in an emergency. While each EOC will have its 
unique requirements, there are certain standard policies and procedures 
that should be available in any EOC. 
 
The EOC should have standard operating procedures and policies 
related to the following: 
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• Communications 
• Life Support 
• Equipment and Supplies 
• Documents and Records Retention 

 
These are just a few of the SOPs that may be required. You’ll learn 
about others in Module 3 of the EOC Management and Operations 
course. 
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Communications 
Polices and 
Procedures 
 
 
 
 

 
 
Adequate communications are essential to a government’s ability to 
direct its emergency forces effectively in an emergency. To this end, 
there must be plans for the effective emergency use of the extensive 
communications systems that are used to meet government’s day-to-
day needs. Additionally, privately owned communication systems 
should—to the extent that they can be made available—be adapted to 
serve government needs in emergencies. 
 
There are communications experts who are knowledgeable about the 
technical details of communications/telecommunications systems. You 
should consult them at every stage to ensure that the EOC’s system is 
fully functioning, compatible with other systems, and able to handle 
the demand of increased calls during an emergency. 
 
The following paragraphs point out some factors that you should be 
aware of in developing your communications policies and procedures. 
 

 Develop Communications and Warning Annex 
 

The communications and warning annex should be developed based 
on hazard/vulnerability analysis data. A hazard/vulnerability 
analysis will help identify the kinds of emergency conditions which 
could occur locally that would require activating emergency 
communications procedures. These considerations can help define 
the communications procedures to be developed. 
 
For example, if the community is flood-prone, the communications 
team might decide to locate both primary and backup 
communications facilities and emergency power supplies well out 
of the floodplain. 
 
The communications and warning annex should address the 
following issues: 
 
• General responsibilities for developing and maintaining an 

emergency operations communications and warning system 
 
• Assignment of duties and responsibilities for designated local 

government and supporting agencies 
 

• Direction and control issues related to overall management of 
the communications and warning system 
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• Lines of succession in the event that an official or agency 
charged with direction and control of the communications and 
warning system is unable to do so 

 
• Administrative and logistics issues such as facilities and 

equipment needs, security, and training. 
 

• Plan development and maintenance. 
 

The annex should be reviewed, updated, and modified annually. 
Any changes in operating policy, procedures, or lines of succession 
should be reflected in the revised plan. 

  
  Develop Communications SOPs 

 
EOC communications SOPs cannot resolve all major problems, but 
properly designed procedures, strengthened by frequent testing, can 
lessen their severity. SOPs can also help to lessen the confusion that 
occurs in a crisis. 
 
Some typical communications SOPs include the following: 
 
• Available communications systems 
• Frequencies listing 
• Call-up and alerting procedures for communications personnel 
• Location of communications supplies and equipment 
• Set up procedures for communications equipment 
• Tasks and responsibilities for communications personnel  
• Communications send and receive procedures 
• Procedures for internal face-to-face communication, particularly 

regarding relaying messages 
 

You’ll learn how to develop communications SOPs in Module 3 of 
the EOC Management and Operations course. 
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Task Assignment  
 
Before you move on to the section on life support policies and 
procedures, take a few minutes to find out about the existing 
communications procedures in your office. See if you can obtain a 
copy of the Communications and Warning Annex and any SOPs 
related to communications. 
 
Based on what you’ve learned, review these documents to determine if 
they are adequate. What type of information is missing? 
 
 

 
 
Life Support Policies 
and Procedures 
 
 

 
 
In some emergency situations, EOC staff may be isolated from the 
community for an extended period of time. Thus, it’s important to have 
life support systems to ensure that EOC personnel are able to function 
under crisis conditions for at least a 2-week period. At a minimum, the 
following life support requirements must be addressed: 
 

 Identify the EOC’s Life Support Requirements and Sources of  
    Assistance 

 
There are numerous agencies, corporations, vendors, and volunteer 
groups that are willing to assist you in planning for disaster 
operations. Some will provide goods and services free of charge, 
while others will require remuneration of some kind. Others, such 
as banks, may be willing to donate funds. 
 
For those requireing payment, be sure to establish a memorandum 
of agreement, or some type of legal agreement or procurement 
contract to ensure that the goods and services will be available 
when you need them. 
 
Once you have identified sources, you should maintain a list of their 
names and phone numbers. 
 
The following is a listing of the minimum life support requirements 
for an EOC. 
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LIFE SUPPORT REQUIREMENTS 
 

SLEEPING ACCOMMODATIONS 
Some type of sleeping arrangements should be available to 
accommodate at least half of the EOC staf. Two or three-tier bunks can 
be used to conserve space. Sleeping bags and portable beddings should 
be readily available from a storage location near the EOC. Resting 
facilities should be located in a quiet location. 
 

FOOD SERVICE 
Facilities should be provided to feed staff for at least a 14-day period. 
Avoid sugar-laden and fat-filled foods such as hot dogs, hamburgers, 
candy bars, donuts, and pastries. Sugar can cause irritability, 
hyperactivity, and depression. Fats cannot provide the fuel that 
emergency personnel need to handle intense activity levels. 
 
More suitable foods include plain granola bars, fresh and dried fruits, 
milk, hard cheeses, whole-grain breads, crackers, and fresh vegetables. 
Avoid overuse of caffeine and sugar-laden beverages; alcoholic 
beverages should not be available. 
 

WATER 
Arrangements for water should be in place. If faucet water becomes 
undrinkable, bottled water and/or water sanitation tablets should be 
available. A minimum of 10 gallons of water per day, per person should 
be provided for the EOC occupants, plus an additional quantitity to 
satisfy mechanical and other requirements for water. Water must also be 
available for showers, waste disposal systems, firefighting equipment, 
etc. 
 

SANITARY FACILITIES 
Facilities such as toilets, showers, laundry, and garbage disposal should 
be provided. These should be located away from the operations area. 
Supplies such as toilet paper should be readily available to meet the 
demand caused by having more people using the facilities. 
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MEDICAL SUPPLIES 
Medical supplies should be limited to those required for a dispensary-
type operation. First aid kits and an extra supply of bandages and 
antiseptics should be priority items, as well as medicines to treat 
diarrhea, headaches, constipation, and some respiratory problems. 
 

HEATING, VENTILATION, AND AIR CONDITIONING 
(HVAC) 
Facilities should be comfortable at all times. Ensure that procedures 
are in place to compensate for failed HVAC conditioning systems. 
Battery-operated backup equipment should be available. 
 
NOTE: For detailed information on life support system requirements, 
refer to CPG 1-20, Appendix I (change 1). 
 

 
 Review Existing Standards Related to Life Support Systems 

 
There may be some Federally, State and locally defined standards 
for life support systems. You should check with your records and 
documents office for up-to-date information on these standards to 
ensure that you’re in compliance. Standards help ensure that entities 
maintain a minimally acceptable level of performance and 
operations for life support systems. 
 

 The CPG 1-20 specifies the following standards as they relate to 
life support systems. 
 
• Heating, Ventilation, and Air Conditioning. The ventilation 

system must supply not less than 15 cubic feet per minute (cfm) 
of fresh air per person in the occupied space, of which at least 5 
cfm must be outside air. This will be sufficient to supply the 
necessary oxygen for breathing and to purge the air of carbon 
dioxide produced by breathing. 

 
In most cases, however, it will not be enough to maintain the 
temperature and humidity within the desired limits. Some form 
of heating will usually be necessary during cold weather, and 
some form of cooling will be needed during hot weather. For 
specific details on HVAC requirements within the EOC, refer 
to CPG 1-20 (change 2). 
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Operating Equipment 
and Supplies Policies 
and Procedures 
 

• Shelf Life of Supplies. Foodstuffs, medical supplies, and other 
staples in the EOC often have short shelf lives. If an EOC is 
stocked with perishables, every effort should be made to 
supplement them with items of longer storage life. In some 
situations, it may be helpful to rotate the stock. 

 
  Train Personnel and Test and Exercise Life Support Systems  
 Periodically 

 
Life support systems are an essential component of successful 
emergency operations. Thus, it’s imperative that a regular schedule 
of training and exercising be implemented. Post-incident critiques 
should be used to improve operations. 
 

 
You’ll learn how to develop life support SOPs in Module 3 of the 
EOC Management and Operations course. 
 

 
 
There are no standards or optimum supply requirements to operate the 
EOC. Your requirements will depend on the type of emergency, the 
number of EOC staff, the size of the EOC, and numerous other factors. 
If historical data exist, use these as the basis for your estimates. Your 
estimates for fully functioning equipment and sufficiency of supplies 
should be based on a 2-week operational period. 
 

 The more attention you give to acquiring appropriate supplies prior to 
an emergency the less you will need to rely on a backup plan for 
obtaining supplies. In selecting equipment, whether for initial purchase 
or backup plans, consider the following: 
 
• Mobility. Since conditions change during a crisis, the EOC’s 

configuration must be flexible. Bulky, heavy, or cumbersome 
supplies and equipment should not be used. 

 
• Reliability. Equipment should be durable and reliable. If the 

equipment has a tendency to break down, then spare parts, repair 
instructions, and training for maintenace should be included in the 
planning effort and—where possible—incorporated in the SOPs. 
Batteries should be rotated. 
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 • Electrical Compatibility. All electrical equipment should be test 

run on the EOC emergency power supply. All equipment operating 
standards should be carefully compared to emergency power 
standards. 

 
• Sustainability. Primary power sources often fail, so you should 

plan for backup methods to operate equipment. Similarly, you 
must have backup supplies to replace alternate power sources, 
such as batteries and generators. The following should be in place: 

 
− Spare parts inventory for backup lighting, communications, 

ventilation, and other necessary maintenance 
 
− Auxiliary lighting such as flashlights, batteries, and bulbs 

 
− Office materials, including an adequate supply of forms, 

pencils, paper clips, tape, notepads, etc.; computer equipment 
should not be dependent on outside data banks because they 
could fail—keep a manual typewriter available in case of an 
electrical power failure 

 
− Recording equipment such as instant cameras and battery- 

operated recorders 
 
− Specialized equipment that may be required for certain 

hazards, such as a hazardous materials incident 
 
Once the initial equipment has been acquired, you should have SOPs 
in place that address maintenance and acquisition of backup operating 
equipment and supplies. 
 

Developing EOC Policies and Procedures  IS-3-15 
 



The EOC’s Role in Community Preparedness, Response and Recovery Activities 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Maintenance 
Contracts 
 

 

Task Assignment  
 
Obtain copies of any life support SOPs and those related to operating 
equipment and supplies. Review these SOPs and identify other SOPS 
that are required. Develop a list and bring it to the EOC Management 
and Operations course. 
 
 
 
Inspection and maintenance schedules are used to ensure that all 
equipment is in operating condition when needed. You don’t need an 
elaborate system to keep track of inspection and maintenance 
schedules, but it is important to have some type of system in place to 
monitor compliance with these schedules. 
 
If you have access to a computer, you should use a database tracking 
system for developing and maintaining the schedules. Any scheduling 
system you use should contain the following elements: 
 

• Description of equipment, including model number, serial 
number, and manufacturer 

• Vendor(s) name, address, and phone number 
• Contract number and account information 
• Date equipment was purchased or leased 
• Last scheduled inspection/maintenance 
• Next scheduled inspection/maintenance 
• Expiration date of contracts 

 
If maintenance contracts are not in place for critical pieces of 
equipment, arrangements should be made to secure them. You can 
purchase the equipment or other type of resouces, or you can establish 
memorandums of understanding to ensure that you can acquire the 
equipment during an emergency. 
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Memorandum of 
Understanding 
(MOU) and Mutual 
Aid Agreements 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Records and 
Documents  
Retention 
 
 
 

 
 
A memorandum of understanding (MOU) is an agreement between 
agencies (internal and external) located within the jurisdiction on 
cooperative efforts and services which would be provided during a 
disaster. The agencies involved usually maintain command of their 
personnel while providing specific services to the community at large 
and in conjunction with the normal resources available in the 
community. 
 
For example, a U.S. Forest Service District Office may agree to 
provide communications support to the community where it is located. 
 
Mutual-aid agreements ensure that you have resources and logistical 
support available to assist you in managing a disaster. They must be 
written in accordance with existing State law and local ordinances. 
They should include a discussion of free access across boundaries, 
command of resources and staff, compensation for workers, staff 
support provision, and insurance. 
 
Some States have master mutual-aid agreements to which local 
jurisdictions may subscribe. 
 
These agreements should be reviewed on a regular basis to ensure 
currency and that the terms are still in effect. 
 
 
 
It is virtually impossible to accurately and properly complete the 
necessary recordkeeping after disaster emergency work has been done 
and a period of time has elapsed. Therefore, the importance of prompt, 
efficient recordkeeping cannot be overemphasized. You must know 
what records to keep, how to keep them, and have someone familiar 
enough to start keeping these records at the onset of an emergency 
situation. 
 
If the situation develops into a major disaster declaration, proper 
documentation will be needed to justify local expenditures for which 
reimbursement will be requested. Without proper recordkeeping, the 
EOC could lose considerable sums of money because of claims for 
reimbursement cannot be justified. Accurate documentation will also 
be needed to justify expenditures for which reimbursements will not be 
requested. 
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 Most EOC records retention and archiving falls into one of the 

following categories: 
 

• Survivable records and databases needed to conduct emergency 
operations 

 
• Survivable records needed to reconstitute the government and 

for recovery 
 
• A continuity-of-government plan, including an approved 

succession plan 
 

 Survivable Records and Databases Needed to Conduct 
Emergency Operations 

 
It is essential that the information requirements for disaster response in 
your State and local community be identified and catalogued. Primary 
and alternate EOCs should contain the information databases and 
records necessary to sustain emergency operations, with provisions 
made for backups of this data. 
 
Although information needs will vary from jurisdiction to jurisdiction, 
there are general categories of information that each EOC should 
maintain. 
 
For each type of record, listed in the table below, the relevant 
information on contact persons, procedures for contact and 
alternatives, location, purpose, and other appropriate information 
should be organized so that it is easily accessible in an emergency. 
 

Types of Emergency Operations Records for Retention 
Alerting 
Notification 
EOC activation 
Evacuation 

Sheltering 
Transportation 
Food and water supply 
Medical assistance 

Debris removal 
Damage assessment 
Disaster assistance 
Public information  

  
  Survivable Vital Records Needed to Reconstitute the 

Government and for Recovery 
 
The State, in collaboration with local jurisdictions, must have a system 
for secure storage of vital records necessary to reconsititute the 
government and to conduct recovery efforts. CPG 1-10 provides 
criteria for ensuring that both records needed to respond to a crisis and 
those needed to reconsititute government after a crisis are safely 
maintained. 
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  A Continuity of Government Plan, Including an Approval of 

Succession 
 
Lines of succession, pre-delegations of authority, and other 
preparedness and planning measures are integral to an emergency 
management program, but they are often neglected. FEMA can 
provide assistance on the development of lines of succession for 
critical positions within your State or territory. In addition, CPG 1-10 
provides recommended actions and discusses the essential emergency 
requirements common to all States and territories, regardless of the 
nature of the hazards they face. 
 
 

 
 
Summary 

 
 

 
 
In this module, you learned the following: 
 
• The purpose of an emergency operations plan as it relates to EOC 

operations, 
 
• How the hazards/vulnerability analysis relates to the design of the 

EOC, and 
 
• The factors you need to consider when developing SOPs for 

communications systems, life support, operating equipment and 
supplies, memorandums of understanding and mutul aid 
agreements, and records documentation and retention. 

 
 
The final examination is presented at the end of the course materials. 
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Glossary 
 
 

Capability 
Assessment 

Provides information designed to help the planning team evaluate 
preparedness, mitigation (prevention), and response resources and 
capabilities. Includes an assessment of community and industry 
response capabilities. 

  
Coordination The process of systematically analyzing a situation, developing 

relevant information, and informing appropriate personnel of viable 
alternatives for selection of the most effective combination of available 
resources to meet specific objectives. 

  
Emergency Alerting 
System 

A communication and warning system set up by the Federal 
government in order for emergency messages to be broadcast via radio 
and TV stations. 

  
Emergency 
Management 

Organized analysis, planning, decision making, and assignment of 
available resources to mitigate, prepare for, respond to, and recover 
from the effects of all hazards. 

  
Emergency 
Management Exercise 

A structured activity that simulates an actual emergency management 
operation for a specific purpose. 

  
Emergency 
Operations Center 

A pre-designated facility established by an agency or jurisdiction to 
coordinate the overall agency or jurisdictional response and support to 
an agency. The Emergency Operations Center is often referred to as 
the Emergency Operating Center. 

  
Emergency 
Operations Plan 

A document describing how citizens and property will be protected in 
a disaster or emergency. 

  
Emergency With 
Warning 

An impending situation that allows some time for strategic planning, 
such as a flood, tornado, hurricane, or international crisis. 

  
Emergency Without 
Warning 

Unanticipated or unplanned for emergencies such as earthquakes, 
terrorist attacks, or hazardous materials incidents. 

  
Hazards Analysis Identifies potential hazards, estimates how serious they are, and 

establishes planning priorities. Provides a factual basis for planning 
and the necessary documentation for planning and response efforts. 

 
Hazards 
Identification 

Provides information on situations that have the potential to cause 
injury or damage. 

  
Message Center Receives, records, and routes information about the emergency. 
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Mitigation The actions you take to prevent disasters or to reduce the damage 

caused by hazards that cannot be avoided. 
  
Mutual Agreement A written agreement between agencies and/or jurisdictions in which 

they agree to assist one another, upon request, by furnishing personnel 
and equipment in an emergency situation. 

  
Normalcy A period when no emergency is taking place or anticipated. 
  
Preparedness The actions you take and plans you make before an emergency to 

protect yourself and to help you respond safely. 
  
Public Information 
Officer 

Individual responsible for interfacing with the media or other 
appropriate agencies requiring information. 

  
Recovery The actions you take to put your property and your life back to normal 

after an emergency or disaster. 
  
Response The actions you take during an emergency to protect yourself; these 

should be your preparedness plans put into action. 
  
Responsiveness The ability to ensure that information is communicated to those who 

need it in an evolving emergency situation. 
  
Resources All personnel and major items of equipment available, or potentially 

available, for assignment to incidents. Resources are described by kind 
and type, e.g., ground, water, air, etc. 

  
Risk Analysis Assesses the probability of injury or damage due to a hazard and 

estimates the actual damage that may occur. 
  
Security Protects against damage or unauthorized access or use. 
  
Staging Area A temporary location where personnel and equipment may be assigned.
  
Standard Operating 
Procedures 

Guidelines for operating procedures in an emergency; includes 
equipment, processes, and methods. 

  
Survivability Ensures a high probability of the system’s continued operation during 

and after a disaster. 
  
Transportability Allows movement of systems from one location to another with 

relative ease and speed while maintaining operational capacity. 
  
Vulnerability 
Analysis 

Identifies who or what in the community is susceptible (vulnerable) to 
damage if an accident occurs. 
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 Resources 

 
 

 The following agencies could offer some assistance: 
 
• Emergency Management Institute (EMI). Provides training to 

enhance U.S. emergency management practices through a 
nationwide program of resident and non-resident instruction. 

 
• The Learning Resource Center, Emergency Management 

Institute. Provides current information and resources on 
emergency management and related subjects, supplementing 
classroom lectures and materials. The center houses a collection of 
over 50,000 books, periodicals, and research documents, as well as 
audio-visual materials such as films, videotapes, slide/tape 
programs, and microfiche. 

 
Although library materials do not circulate off campus, the staff 
does make available photocopies of journal articles and research 
papers for individuals requesting information. The Learning 
Resource Center provides limited reference and referral services in 
response to telephone and mail requests. 
 

• National Fire Academy. Through its courses and programs, the 
National Fire Academy works to enhance the ability of the fire 
service and allied professions to deal more effectively with fire and 
related emergencies. 

 
• Emergency Education NETwork (EENET). A Federal 

Emergency Management Agency (FEMA) video-conferencing 
project that is used for training and informational purposes. 
Anyone with access to a C-band antenna can participate, and 
videotapes of each broadcast are available for loan from FEMA 
Regional Offices and from each State Emergency Management 
Office. 

 
• FEMA Regional offices. (see regional map at the end of the 

Reference Section). 
 
• State Emergency Management Agency. 
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The following reference materials are available from the Federal 
Emergency Management Agency Publications Office. 
 
Federal Emergency Management Agency Civil Preparedness Guides – 
Series 1 
 
CPG 1-5 Objectives for Local Emergency Management (July 

1984) 
  
CPG 1-6 Disaster Operations: A Handbook for Local 

Governments (July 1981) 
  
CPG 1-8 Guide for the Review of State and Local Emergency 

Operations Plans (September 1990) 
  
CPG 1-10 Guide for the Development of a State and Local 

Continuity of Government Capability (July 1987) 
  
CPG 1-14 Principles of Warning and Criteria Governing 

Eligibility of National Warning Systems (GNAWS) 
Terminals (November 1981) 

  
CPG 1-20 Emergency Operating Centers Handbook (May 1984) 
  
CPG 1-35 Capability and Hazard Identification Program for 

Local Governments—Workbook (April 1992) 
  
CPG 1-37 State and Local Communications and Warning 

Systems Engineering Guidance (September 1984) 
  
CPG 1-40 Emergency Broadcast System (May 1991) 

 
Hazardous Materials Contingency Planning Course: Risk Assessment/ 
Vulnerability Users Manual for Small Communities and Rural Areas 
(SM 111A, July 1987, U.S. Department of Transportation). 
 
Emergency Planning Job Aid Manual (SM.235.1, September 1991, 
FEMA). 
 
Principal Threats Facing Communities and Local Emergency 
Management Coordinators (FEMA-191, April 1992). 
 
Risks and Hazards: A State-by-State Guide (FEMA-196, September 
1990). 

References  IS-RF-1 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Curriculum Guide 

 
 
 
 
 
 
 
 

  



The EOC’s Role in Community Preparedness, Response and Recovery Activities 
 
 

 

 
 
 
 
 
 
 
 
 
 
State and Local 
Courses 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Curriculum Guide 
 
 
The following list of courses is provided for your reference. These 
courses are available through your local or State offices. You should 
check with your supervisor or training officer for details on enrollment 
and class schedules. 
 
 
Exercise Design Course (G120) 
 This 2 ½-day course provides knowledge and develops skills 

that will enable you to train a staff and to conduct an exercise 
that will test your community’s plan and its operational 
response capability. 

 
Exercise Evaluation Course (G130) 
 This 2-day course provides you with the knowledge and skills 

to manage exercise evaluation activities before, during, and 
after an emergency management exercise. 

 
Emergency Planning Course (G235) 
 This 4 ½-day course seeks to improve planning skills and 

promote the preparation of integrated emergency management 
plans. 

 
Incident Command System/Emergency Operating Center  
(ICS/EOC) Interface (G191) 
 This 2 ½-day course reviews the ICS and EOC models of 

emergency management operations, including coordination, 
communication, and chief executive decision making 
knowledge of comprehensive, all-hazards emergency 
management. (Also offered as a resident course). 

 
Introduction to Emergency Management (G230) 
 This 4 ½-day course examines the need for an emergency 

management system and the importance of an integrated 
approach to managing emergencies. 

 
Basic Skills Emergency Program Management (G240) 
 This course is designed for emergency management officials 

and their staff. The content reinforces existing management 
skills and introduces management skills required for building 
an emergency management system. The modules in this course 
are: Leadership and Influence, Decision Making and Problem- 
Solving, and Effective Communications. 
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Independent Study 
Courses 
 

Resource Management (G276) 
 This 2-day course is designed for those persons assigned 
 responsibilities for resource management. It covers resource 
 needs assessment and analysis, developing resource 
 management SOPs using job aids, and implementing the 
 resource management system. 
 
 
Emergency Program Manager: An Orientation to the Position  
(IS-1) 
 This independent study course provides an introduction to  
 Comprehensive Emergency Management and the Integrated 
 Emergency Management System. Included is an in-depth look 
 at the four phases of comprehensive emergency management: 
 mitigation, preparedness, response, and recovery. 
 
Emergency Preparedness, USA (IS-2)  
 This independent study course contains information about 
 natural and technological hazards and national security issues. 
 Participants are led through the development of emergency 
 preparedness plans and are encouraged to become involved in 
 the local emergency preparedness network. This text is 
 accompanied by illustrations, maps, charts, and diagrams. 
 
Portable Emergency Data System (PEDS) (IS-6) 
 This course provides hands-on computer training on the use of 
 the Portable Emergency Data System (PEDS). Radio 
 communicators will learn how to use PEDS as a planning tool 
 to support specific emergency communications. 
 
A Citizens’ Guide to Disaster Assistance (IS-7) 
 This course provides a basic understanding of the roles and 
 responsibilities of the local community, State, and Federal 
 government in providing disaster assistance. It is appropriate 
 for both the general public and those involved in emergency 
 management who need a general introduction to disaster 
 assistance. 
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ANSWERS 
 
1. What roles does an EOC perform that can save lives and properties? 
 

The roles are: disaster planning and disaster recovery as well as coordination during 
response to an emergency. 

 
2. During a disaster, response operations must be run efficiently and in a coordinated 

manner. How does an EOC help achieve such a response? 
 

Response efforts are centralized and coordinated. 
 
3. If individual departments can handle certain emergencies, why is an EOC necessary? 
 

Although certain disaster can be handled without the assistance of an EOC, many more 
disaster situations require responses that overwhelm the resources of individual 
departments, agencies, or even entire communities. 

 
Centralization and coordination through an EOC help to focus the efforts of community 
decision makers in an environment in which staff share the same information, can 
monitor the situation, provide rapid decisions, and reach consensus on relief efforts that 
go beyond agency and departmental boundaries. 

 
4. The videotape pointed out the key role that communications play in the operation of an 

EOC. How is the communications function organized in an EOC? 
 

Communications is usually centered around police and fire and rescue communications 
centers located in municipal buildings. In-place communications personnel and 
equipment provide communications between personnel in the EOC and those at the 
scene(s). 

 
5. What term does the videotape use to identify the individual in charge of the EOC? 
 

The EOC Operations Chief. Keep in mind that different communities may use different 
titles for this person, but the function would be the same. In this course, we use the term 
“EOC Manager”. 
 
The EOC manager has primary responsibility for the overall operations of the EOC prior 
to, during, and after EOC activation. He/she coordinates staffing and planning, which 
serves to ensure adequate disaster response. 
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6. Many disasters last several days. If you were the EOC manager, how would this affect 

your staffing decisions? 
 

You would have to be certain that all EOC staff positions were filled with primary (initial 
call-out) personnel and back-up personnel. You would ensure that all disaster planning 
related to the EOC identified shift schedules and shift change procedures that would 
result in uninterrupted EOC operations 24 hours daily during a disaster. Staffing is 
covered in WEMs II and III. 

 
7. Under what circumstances would an EOC be activated in advance of a disaster? Would 

all personnel be called up initially? 
 

Weather conditions such as a severe storm “watch” or “warning” may dictate to the 
EOC manager that the EOC be activated in advance of an actual disaster. The Standard 
Operating Procedures for the EOC identify call-out procedures and the personnel who 
would be mobilized. Not all personnel would be called out unless the person with the 
statutory authority to activate the EOC believed a total call-out prior to an actual 
emergency was necessary—an unusual occurrence. 
 

8. Besides personnel, what are some of the resources required to keep an EOC functioning? 
 

Resources include communications and electrical power generation equipment (primary 
and backup), ventilation and water supplies, adequate food supplies, and arrangements 
for sleeping. The potential need to operate for an extended period means that 
communications and electrical equipment must be backed up, and feeding and sleeping 
arrangements must be planned. Due to the inability to predict the location of a disaster, it 
may be useful to store all backup equipment in a portable trailer. 
 
Fuel and batteries must be kept stocked, and any food supplies must have a long shelf-
life. If food and water are to be supplied by outside sources, these sources must be 
identified in the Standard Operating Procedures. 
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9. Given the critical role communications plays in the functioning of an EOC, what aspects 

of this vital resource must receive careful consideration? 
 

Consideration must be given to the type and location of equipment available, the kinds of 
communications needed, protection of equipment, and equipment backup. In establishing 
an EOC, you must consider both voice and data communications. Equipment available 
today includes standard radio devices as well as FAX machines, teletype devices, and 
portable telephones. 
 
Some EOCs use fixed equipment that under normal situations support police, fire and 
rescue operations. Other EOCs rely on portable communications equipment brought into 
the EOC only during disaster situations. Communications equipment (voice and data) 
must be protected against power surges and electromagnetic pulse (strong electronic 
surges sent out by nuclear blasts). Remember, always back up your primary method of 
communications. 
 
Whichever method or equipment is used, it is crucial to be able to communicate with all 
levels of responders (local, State, Federal, and the private sector). 
 

10. What purpose does a typical EOC Standard Operating Procedure serve? 
 

The EOC Standard Operating Procedure (SOP) is the “game plan” for an EOC, serving 
as both a training document and an operational reference; identifying the EOC’s 
physical layout, functions, duties of EOC personnel, and operational plans and resources. 
 

11. If you were asked to design an EOC, what design factors would be important? 
 

The EOC should take advantage of existing communications centers, power supplies, 
conference rooms, and office spaces. A key factor is that the EOC should be safe from the 
effects of potential disasters that are most likely to hit a particular community. The EOC 
should be located with other emergency management activities (for example: police, fire, 
and emergency medical areas). 
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12. Coordinating disaster operations is key to an effective EOC. Does this require that all 

personnel be located in one space? Why or why not? 
 

No. While it is desirable for the emergency response team to be located together to 
coordinate disaster response, certain EOC personnel can be located elsewhere as long as 
a reliable communication link is in place. For example, communications staff may be 
located in a communications center separate from the EOC operations center. Also, if a 
formal public information staff position exists, it may be better to locate this person away 
from the EOC to minimize public access to the EOC during a disaster. 

 
13. What is the primary means for ensuring EOC personnel are always ready to respond to a 

disaster in your community? 
 

The primary means for ensuring the readiness of EOC personnel is coordinated planning 
and training. EOCs must be exercised on a regularly scheduled basis. This means that all 
personnel with EOC assignments practice their EOC duties during full-scale exercises, 
and that their performance is observed and evaluated. State emergency management 
agencies can assist in EOC simulation exercises. Additionally, the EOC SOPs are useful 
as a training document, especially for new personnel. 
 

14. If you do not have either an EOC or SOPs, who should be involved in planning to 
implement or establish an EOC and in writing the procedures? 

 
Key emergency management personnel who may serve as EOC staff or who have a role in 
emergency response should be involved as well as a design engineer. 
 
 
 
 

Your answers to the questions in the section, “What About Your Community’s EOC?” will vary. 
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Directions 
 
 
 
 

FINAL EXAMINATION 
 
Carefully read each question and all of the possible answers before you 
mark your answers on the answer sheet. There is only one correct 
answer for each test item. Mark all of your answers on the final exam 
answer sheet by properly filling in the appropriate space with a soft 
lead (#2) pencil. 
 
 
 
Mark “A” for True or “B” for False for each of the following 
statements. 
 

1. All EOCs must be designed according to the emergency 
operations center standard. 

 
2. Location of the EOC must be based on an analysis of potential 

threats to the community since it must survive likely disasters. 
 

3. It is seldom necessary to identify an alternate site for an EOC. 
 

4. The emergency program manager (EPM) is involved more with 
emergency management, whereas the EOC manager is 
concerned with management and operations of the EOC. 

 
5. There aren’t any situations that would warrant activation of the 

EOC prior to an actual disaster. 
 

6. A hazard identification involves determining the vulnerability 
of populations, structures, and land areas to hazards. 

 
7. The emergency management phases (mitigation, preparedness, 

response, and recovery) have linear relationships. 
 

8. Which of the following is not a role that can be performed by 
the EOC? 

 
a. Disaster planning 
b. Disaster recovery 
c. Reimbursement for damages 
d. Coordination during response to an emergency 
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 9. Who has primary responsibility for the overall performance of 

the EOC prior to, during, and after EOC activation? 
 

a. EOC manager 
b. Police chief 
c. Mayor 
d. Fire chief 

 
10. Which document is the “game plan” for an EOC? 

 
a. Emergency Operations Plan 
b. EOC Standard Operating Procedures 
c. EOC’s organization chart 

 
11. Is the EOC manager involved in staffing and planning of the 

EOC? 
 

a. No, it’s the responsibility of the administrative manager 
b. It depends on whether the EOC manager has a personnel 

department 
c. Yes, the EOC manager coordinates staffing and planning 

 
12. –15. Identify the appropriate phase of emergency   

 management associated with each of the following  
 activities by filling in the space on the answer sheet  
 under the letter that corresponds to the correct phase. 

 
 a.  Mitigation   b.  Preparedness 
 c.  Response   d.  Recovery 
 
 12.  ___ The EOC manager’s involvement in  
   developing an Emergency Operations  
   Plan. 
 
 13.  ___ The EOC manager’s review of the  
   hazard vulnerability analysis in  
   developing plans for a survivable EOC. 
 
 14.  ___ The EOC manager’s involvement in  
   collecting funds expended during the  
   disaster. 
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  15.  ___ The EOC manager’s efforts to  

   coordinate actions such as providing 
   emergency assistance for casualties,  
   including search and rescue. 
 

16. Developing standard operating policies and procedures is 
important because: 

 
a. They help to ensure coordinated and responsive efforts in 

an emergency. 
b. They’re required by State and local law. 
c. They help to uncover potential problems or resource 

shortages. 
d. Both a and c. 

 
17. Inspection and maintenance contracts are important because: 
 

a. They help to ensure that all equipment is in operating 
condition when needed. 

b. They are used to determine when new equipment can be 
purchased. 

c. They provide a system of checks and balances. 
 

18. Records and documentation retention policies are important 
because: 

 
a. They are required for reimbursement. 
b. They can provide accurate accounting of expenditures 

during an emergency. 
c. They can be helpful in proving or disproving contractors’ 

claims. 
d. All of the above. 
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19. Documents between agencies that specify arrangements to 
provide services if a disaster occurs are often called:  

 
a. Memorandums of Understanding 
b. Maintenance Contracts 
c. Non-binding agreements 

 
20. Life support systems may be regulated by: 
 

a. Federal, State, and locally defined standards 
b. The Administrative Procedures Board 
c. Federal Emergency Management Agency 

 
 
 
 
 

 

 
Final Examination               IS-4 


	Foreword
	Foreword
	Independent Study Course


	Introduction
	Introduction
	Curriculum Goal
	Curriculum Overview
	Course Overview


	Module 1
	The Role of the Emergency Operations Center
	Key Points
	Learning Activity
	Summary




	Module 2
	Module 3
	AND PROCEDURES
	Main Emergency Operations Plan Elements
	Hazards, Risks, and Vulnerabilities Checklist



	Glossary
	Resources
	References
	Curriculum Guide
	Appendix A
	Answer Key:
	Operations Center
	Final Examination
	FINAL EXAMINATION

