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Section 6: EOC Position Descriptions & Checklists

This section provides checklists for all functional positions required to staff the EOC in a
major emergency. It is important to note that all positions are not required for all
emergencies. Only those positions that are needed to effectively handle the emergency
should be staffed. These checklists are to be used in conjunction with the hazard specific
checklists found in Section 6.

Checklists have proven to be an effective tool during emergencies. They help guide staff
that may not be familiar or practiced in their function, and provide useful reminders of
items that should be done in an emergency. It is important that the entire checklist for a
given position be read completely through at least once before initiating action items.
It should also be noted that not all items will need to be actioned in a given
emergency.

As emergencies and exercises are reviewed, the applicability of the checklists should be
reviewed and revised as required. Responsibility for this review lies with the EOC Director
and Emergency Coordinator.

The Emergency Operation Centre (EOC) provides support for the response effort
and should be forward planning for 24-48-72 hours immediately following the event.
The Emergency Operation Centre Director facilitates policy development and, as
necessitated by the situation, will discuss the economic, political, legal, and social
implications that may arise from the emergency and/or impact the response or recovery
efforts with responsible elected officials.

The following is a list of position descriptions / checklists included in this Plan:

6.1 EOC Management SECtioN OVEIVIEW..........ccccueiieiieieiiecie et sre e sna e 6-3
6.1.1 Emergency Operations Centre DIF€CIOr ...........ccevvevieiieiiese e 6-4
6.1.2  Emergency Operations Centre Deputy DIreCtor ...........ccccuvvrieieneneneneneseenens 6-8
6.1.3  Liaison Officer (Emergency Operations Centre Coordinator)(Municipal

Emergency Program Coordinator) ..........ccceoererinieienene e 6-11
6.1.4  Risk Management / Safety / Security Management Officer............c.cccccevevnennnne 6-15
6.1.5  INFOrmation OFFICEr ......cooviiieiiee e 6-20

6.2 Operations SECHION OVEIVIEW........c.coveiueiieieeite ettt se et e e sre e sraenae s 6-29
6.2.1  Operations Section Chief ... 6-30
6.2.2  Air Operations Branch Coordinator..............ccoeiiiininiiiiieiesese s 6-35
6.2.3  Special Operations Branch Coordinator ............cccccvvveveiiieiieeve e 6-38
6.2.4  Fire & Rescue Branch Coordinator............ccoccveiverieiieeniesie e e e e 6-41
6.2.5  Police Branch CoordiNator............cuuueiierierenesisesiseseeee e 6-45
6.2.6  BC Ambulance Service Branch Coordinator............ccccveveiieneiiesvenesieseeninns 6-49
6.2.7  Health Branch COOrdiNAtOr..........couuviieierieiiiese s 6-51
6.2.8  Infrastructure Branch COOrdiNatOr..........covueiierieieiieesesie e e eee e sie e snee e 6-55
6.2.9  Environmental Group SUPEIVISOL ........ecviiieiuieieieeseesiesiesteesie e srae e eaesraesneas 6-59
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6.2.10  ULilitieS GroUP SUPBVISOL .....coiviiuieiiieiieiesiiesiieie e see et sie e sie et sneenaeas 6-62
6.2.11 Emergency Social Services (ESS) Branch Coordinator .............ccccceevvevieieennnn 6-65
6.3 Planning SECION OVEIVIEW .........cociiiiiiiiiiiieiesie sttt sttt nae s 6-69
6.3.1  Planning Section Chief.........cccoiiiiiiiie e 6-70
6.3.2  Situation Assessment Unit Coordinator ............ccovvviriiinieieiene e 6-74
6.3.3  Resource Unit COOMQINALON. ........ccuuiiirieeieiie ettt 6-78
6.3.4  Demobilization Unit COOrdiNator...........ocoieieieieniniseseeeee e 6-81
6.3.5  Advance Planning Unit Coordinator ...........ccccovieiiiiienienie e 6-84
6.3.6  Recovery Planning Unit Coordinator.............ccooveieiiieiesrie e e e e e esee e 6-87
6.3.7  Documentation Unit COOrdiNator...........ccouvueiiiiiiieiieiesie e 6-89
6.3.8  Risk Management Unit CoOrdinator ..........cccccuevveieerieeresieseese e see e sie e 6-92
6.3.9  Technical Specialists Unit COOrdiNator............ccccoveieeienienieie e 6-94
6.4 LOQIStiCS SECLION OVEIVIEW......cuviiiieieceie ettt sneesae e e nreenneenee e 6-97
6.4.1  LoQistics SECtiON ChIET .......ccooiieiccc e 6-98
6.4.2  Communications Unit COOrdiNator ............cueveririeerieniesieie e 6-102
6.4.3  Transportation Unit Coordinator............ccccveverierieeiie s 6-106
6.4.4  Personnel Unit CoOrdiNator.........ccooiiiiiieiiiie e 6-109
6.4.5  Supply / Procurement Unit Coordinator............ccoovvevviiieveenieciese e 6-113
6.4.6  Support and Security Unit CoOrdinator...........ccoveierierienine e 6-116
6.4.7  Facilities Unit COOrdiNALOr.........cccouiiiieiiiie et 6-119
6.5 Finance/Administration SEction OVEIVIEW..........ccovieiiiiiriiiie e 6-122
6.5.1  Finance/Administration Section Chief...........ccccooviiiiiiiii e 6-123
6.5.2  Time and Recording Unit CoOrdinator ...........cccuevveieieesreieseesesee e 6-127
6.5.3  Purchasing Unit Coordinator ............cccccveeiveieiieie e 6-130
6.5.4  Compensation & Claims Unit Coordinator...........ccccevvereniniveriesieseenie e 6-133
6.5.5  Cost Accounting Unit CoOrdinator...........cccccevveieeiieieeneeie e e 6-136
6.6 Elected Officials / POlICY GroUP...... ..o 6-140
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