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Sun City Shadow Hills 
Emergency Preparedness Plan 

 
Introduction and Acknowledgements 

 
 
 Sun City Shadow Hills is located in a geographic region that can face a great 

variety of community hazards, including but not limited to: earthquake, wildfire, flooding, 

extreme weather, landslides, insect infestation, hazardous materials, transportation 

emergencies, pipeline incidents, power failure, toxic pollution, nuclear incident, civil 

unrest, jail/prison incidents, terrorism, and climate change.  The items underlined above 

are deemed most likely to occur in our community. 

According to the State Seismic Commission and the California Earthquake 

Authority, when a major earthquake occurs in the Coachella Valley our community and 

the surrounding roads and commercial buildings will be devastated. The Washington, 

Jefferson and Monroe Bridges over the I-10 Freeway may collapse onto the freeway, 

most roadways may be unusable, water and gas mains may be broken, innumerable 

injuries would occur, and first-responder emergency services would be unable to respond 

to our community. 

The Sun City Shadow Hills’s Emergency Preparedness Sub-Committee (EPSC) to 

the SCSH Safety Advisory Committee has worked diligently to prepare for this 

catastrophic situation: working with local, state, and federal agencies, brainstorming 

scenarios, developing plans and contingencies, recruiting and training volunteers, holding 

resident awareness programs and furnishing an Emergency Operations Center, stocking 

In the event of an actual emergency -- EVERYONE is responsible 

for his or her own emergency preparation, first aid, and survival skills. 

The Sun City Shadow Hills Homeowners Association and those 

volunteers who come forward to help during a crisis undertake 

absolutely no responsibility or liability for the care of those within our 

neighborhoods; however, they will do their best to implement this 

emergency plan.  There are no implied or expressed promises or 

guarantees of any kind associated with this emergency plan. 
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first aid supplies, radios and portable generators for HOA needs, and organizing 

community-wide participation in California’s annual Great California Shakeout drills 

occurring the third Thursday of October each year. 

We are not predicting an earthquake to occur.  In fact, we are expecting a major 

earthquake to occur because California is a very seismically active region. A 

2008 study by the Southern California Earthquake Center has forecast a 99.7% chance of 

an earthquake the size of the Northridge Earthquake or larger anytime during the next 30 

years. 

The 2015/2016 HOA Board directed the EPSC’s mission emphasis to concentrate 

on training homeowners to be self-sufficient and prepared for a 7-14 day event and 

thereby lessen an extensive Incident Command Sytem activation.   The CERT-

Community Emergency Response Team program will be used to train as many residents 

as possible and to maintain said training. Hand-in-hand with this directive was a direction 

to mitigate as much HOA liability as possible by streamlining efforts and preparing 

residents toward total individual responsibility for their own preparedness and survival.  To 

this end, it is incumbent upon each individual resident to ensure that if an emergency 

occurs, the resident has adequate food, water, pet food, other supplies, and prescription 

drugs for at least 7-14 days. 

The fruits of our EPSC’s efforts to prepare our community for emergencies are 

presented in this document, The Sun City Shadow Hills Emergency Preparedness Plan 

(EPP). It describes the policies and procedures to be followed in response to an 

emergency, whether partial or catastrophic, occurring at Sun City Shadow Hills.  The EPP 

is designed as a flexible tool to either expand or collapse as needs dictate. 

This is a living document routinely reviewed and updated, ensuring it stays current 

It is also the result of long hours and hard work by many residents and staff too numerous 

to mention individually, whom we acknowledge and thank for their contributions over 

nearly the past decade: the several authors of the Plan and its revisions over the years, 

the Association Board of Directors without whose input and financial support this plan 

would not have come to fruition; the General Manager and the Community Safety 

Director, the members of the Safety Advisory Committee, and other staff. It would be 

impossible to carry out this endeavor without them. 

 

 

The structural model for this plan combines other information gleaned from 
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previous iterations of the SCSH EPP, FEMA’s Community Emergency Response Team 

program, and several Southern California municipal emergency preparedness plans. 

We also gratefully acknowledge the hundreds of Sun City Shadow Hills residents  

who will volunteer to help their neighbors when our community needs them in an 

emergency. Without these volunteers, the plan would go nowhere, and our efforts at 

readiness and our response in an emergency will be weakened. 

Finally, and most importantly, we gratefully thank the members of the Emergency 

Preparedness Sub-Committee for their dedication to a difficult task. 

We hope that this plan is never activated; but if it is, we are confident the plan will 

work. 

 

The Emergency Preparedness Plan Authors 
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Section I: The Big Picture, Definitions and 
Descriptions 
 
The Plan’s Purpose 

 
The purpose of this plan is to provide guidance and direction to volunteer personnel 

involved in emergency operations in Sun City Shadow Hills (SCSH). The health and safety of 
all residents, staff and visitors to Sun City Shadow Hills are critically important; therefore  the 
plan is intended to be applicable to all persons who are within Sun City Shadow Hills at the 
time of an emergency, such as a community-wide incident where the residents require 
assistance, when help from outside agencies is not expected in a reasonable period of time. 

 
The Plan Document – A Description 

 
This plan incorporates organization elements of the ICS-Incident Command System 

and the CERT-Community Emergency Response Team.  Every person reading this 
document should understand that this is a living, organic plan designed to expand or 
collapse as dictated by an understanding of the event and to meet the needs of that 
event.  It is the EPSC’s intent that as many community members as possible become 
trained in CERT procedures, including ICS procedures. 

 A copy of this Plan is provided to every EPSC (Emergency Preparedness Sub-
Committee) director, each SCSH board member, the General Manager, and published on the 
HOA’s website.  This document is divided into six sections: 

 
Section I: gives the big picture, definitions and descriptions, including the EPSC’s 
organization chart, job descriptions, and procedures for its day-to-day, non-emergency 
operations. 

 
Section II: provides ICS, CERT, and notification procedures and is taken from Section 
6 of the FEMA CERT Participant Manual. 

 
Section III:  provides two sample scenarios with associated responsibilities. 

 
Section IV: is an addendum containing the blank CERT forms necessary for 
successful event recording. 

 
The EPSC’s mission 

 
The EPSC (Emergency Preparedness Sub-Committee) is a board-appointed, standing 

(permanent) sub-committee of the Sun City Shadow Hills Community Association and its 
Safety Advisory Committee. The EPSC is responsible for the direction, organization, training, 
supplies, equipment and communications for an emergency. 

 
The EPSC’s structure 

 
The Executive Committee consists of up to 7 positions that oversee an unlimited number 

of volunteers who function in numerous capacities. The Committee’s organization is 
described in Section I, with an organization chart and job descriptions for all members of the 



Page 8 of 54 SCSH Emergency Preparedness Plan
 Augus

 Revision: 8/2016 -- JK  

committee, from the committee chairman, through various directors, Division Directors, 
CERTs, First-Aid teams, search-and-rescue teams, and gate teams. The EPSC’s important 
day-to-day operations in non-emergency mode, such as ensuring volunteer and resident 
readiness, an annual vendor EXPO, acquiring and maintaining certain supplies and 
equipment, and maintaining the Emergency Operations Center, are not described in this 
document, and are only hinted at here. 

 
The EPSC’s Authority 

 
The EPSC is directly responsible to the Board of Directors of the Community Association 

of Sun City Shadow Hills. Its mission is to train, inform, and assist the residents and staff of 
the community in case of an emergency through activation into an Incident Command 
System (ICS).  

 
The EP Organization’s Divisions 

 
The Emergency Preparedness Organization overall is divided geographically into 5 

Divisions (aka: divisions) that also correspond to the 5 Divisions of Sun City Shadow Hills. 
Each is headed by a full-time resident volunteer Division Director. Due to the transient 
nature of our seasonal population, the Division Director will be responsible to recruit and train 
a selection of full-time resident volunteers to assist within his/her division. 

 
Incident Command Structure - Description 

 
When an emergency response is required, the EPSC converts to a F.E.M.A. 

recommended Incident Command Structure (ICS) utilizing CERT trained volunteer personnel 
similar to that used by first responder agencies to manage emergency operations.  It insures 
that all personnel are “speaking the same language.” In most cases, members of the 
Emergency Preparedness Sub-Committee fill ICS and CERT positions. (Sections II and III 
are perhaps the most important of this document, for they contain the procedures to be 
followed in an emergency, including an ICS organization chart, CERT structure charts, job 
descriptions, procedures, and the various responsibilities are contained in Section II and III. 
From the IC (Incident Commander) and down through an organization of directors, advisors 
and teams, Division personnel, plus Association staff members and the Association’s 
contracted security service, most aspects of handling an emergency situation are  identified. 

 
Emergencies - Description 

 
Sun City Shadow Hills is located in a geographic region that can face a great variety of 

community hazards, including but not limited to: earthquake, wildfire, flooding, extreme 
weather, landslides, insect infestation, hazardous materials, transportation emergencies, 
pipeline incidents, power failure, toxic pollution, nuclear incident, civil unrest, jail/prison 
incidents, terrorism, and climate change.  The items underlined above are deemed most 
likely to our community. 
 

For the purposes of this emergency plan an emergency could be caused by a natural 
disaster (earthquake, flooding), a hazardous material spill (from I-10, the railroad line, or a 
pipeline accident), a pandemic biological hazard, or a terrorist attack. In these cases 
emergency services resources such as fire, ambulance and police may be strained if not 
completely unavailable. Bridges over the I-10 and the railroad tracks could be impassable, 
and the residents would not get fire fighting or ambulance service assistance. It is possible 
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that all utilities will be disrupted; structures within Sun City Shadow Hills and in the 
surrounding communities could be damaged or demolished; and food, water and other 
essentials may not be delivered immediately. Further, medical care might be severely taxed 
or not available at all. This situation could last for an extended period of time — perhaps as 
long as two weeks or more — until outside assistance is received. 

 
Emergencies – Basic Response for all EPSC Members 

 
Here is a very simplified overview of the basic steps to be followed by the EPSC 

Executive Committee, and all trained volunteer Division Directors and their subordinates 
when becoming aware of any type of emergency, minor to major. This Plan speaks to each 
step. 

 
a. Take care of your family and house first. 
b. Notify appropriate people. 
c. Determine the scope of the problem and decide on the appropriate level of activation—

partial or total.  
d. Convert to Incident Command Structure organization (ICS). 
e. Activate appropriate teams for the EOC and the Divisions. 
f. Notify external emergency organizations (County Office of Emergency Services - 

- Indio EOC, Indio Police Department, Local fire station) 
g. Allocate resources. 
h. Execute ICS Plans. 
i. Terminate the incident following ICS procedures. 
j. Document the incident. 

 
The EOC (Emergency Operations Center) 

 
In an emergency, the EPSC directors will rendezvous at the EOC (Emergency Operations 

Center) Bin located east of the tennis courts on Sun City Boulevard, determine the nature 
and severity of the emergency, and decide upon the extent and means of community 
volunteer activation. The EOC is the nerve center for the ICS/CERT and contains radios, 
supplies and emergency  equipment. 

 
 
Notification of Volunteers 

 
When there is a neighborhood emergency incident of any kind, the EPSC is alerted. If it is 

determined that a full or partial activation is required, then the Incident Command Structure 
(ICS) is immediately activated and replaces the EPSC. EPSC members are notified in a 
chain of cascading responsibility. 
 

The ICS Notification Chain appears in Section VI.   At the direction of the Incident 
Commander, the activation of the Divisions takes place, communicating by telephone/text if 
phone lines remain operational.  If phone lines are down, notification must be by any feasible 
means—runners in automobiles, golf carts, on bicycle or on foot. In all cases, persons who 
are working the notification process are responsible for staying with it until they have 
contacted all of the persons they are responsible to notify. At that point, they are to return to 
the EOC to assume their ICS assignments. 
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After activation, if phone lines are down, communication may be by means of radios and 

walkie-talkies. 
 
Radio Communications 

 
The Emergency Operations Center (EOC) has it’s own radio network with repeaters 

operating on several different frequencies: 
 One is a Very High Frequency (VHF) radio operated by the amateur radio operators 

(HAMs) for communications with the Indio Emergency Operations Center and other 
emergency preparedness groups in the area.  A licensed HAM operator operates this 
radio. 

 
It is the responsibility of the EPSC to maintain these radios during non-emergency times. 

The handheld radios require ongoing battery conditioning and charging. They are distributed 
by the EOC when they are required, and are returned to the EOC after the need is over. This 
ensures each radio is in a state of readiness. 

 
Each Division Director will be supplied with a Walkie-Talkie radio for communication after 

an event is declared. Batteries for these Walkie-Talkies are replaced annually or as needed, 
by the EPSC. These radios have a range of only about a half mile, line of sight, and in some 
cases messages will have to be relayed by runners. 

 
First Aid Stations 
 

First Aid is provided by volunteer ‘Good Samaritans’ possessing basic first-aid skills at two 
First Aid Stations. These are located at or near both clubhouses: 

� Montecito Clubhouse First Aid Station serves residents of Divisions 1 - 4 (Phases 1 
and 2). 

� Santa Rosa Clubhouse First Aid Station serves residents of Divisions 5 (Phase 3). 
In case of injury during an emergency, residents and staff who are within our gates should 

go to whichever First Aid Station is nearest. It should be noted that emergency treatment 
will by necessity be limited to basic first aid only. There will be no facilities for medical 
interventions, surgery or treatments. 

 
Command Posts 

 
Command Posts may be set up in garages or common areas throughout the community 

based on a ‘windshield’ survey and other information after an event is declared. Each 
Command Post is headed by Division Director and is staffed by CERT trained volunteers, 
volunteer full-time residents, and others available. The undesignated volunteers should report 
to their respective Command Posts and may be given a reflective vest, a walkie-talkie, a 
lighted signal whistle, etc. It is their job to check every house in their assigned area, and to 
help “their Division” residents in the emergency. 

 
Community Association Board Members’  Responsibilities During an Emergency 

 
The duties and responsibilities of the Association Board members in the event of a major 

emergency in Sun City Shadow Hills include but are not limited to: 
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1. The Board Liaison to the Emergency Preparedness Sub-Committee will be the liaison 
to the Incident Commander in the case of a major emergency, and will be among the 
first people notified. In the case of an obvious major event such as a severe 
earthquake, the Liaison should appear as soon as possible at the EOC. 

2. In case of the liaison’s absence from home, the Board President, or in his/her absence, 
the Vice President, Secretary, or any other available board member as they decide 
among themselves, will act as Board Liaison to the Incident Commander (IC) of the 
emergency. 

3. The selected Board Liaison will make contact with the IC for information and support 
purposes only and will keep the remaining Board members informed of the magnitude 
and severity of the emergency, the proposed plan of action of the IC, and the 
involvement level of the Board requested by the IC. 

4. Unless requested by the IC, the Board members will not be involved in the mitigation 
efforts of the emergency. If the Board feels they need to inform or influence the 
Emergency Action Plan prepared and implemented by the IC, they will call a meeting of 
the appropriate personnel, IC, General Manager and Board members to express their 
concerns or give  direction. 

5. In no way can an IC interfere with or relieve the Board members of their obligation or 
responsibility in providing for the well-being of the Sun City Shadow Hills Community 
during an emergency. 

6. The Board members will make themselves available for periodic briefings given 
7. by the Liaison, Public Information Officer (PIO) and/or the IC. 
8. The HOA Board president, and/or her/his designee, will conduct all Association 

communication with the media. All media releases and interviews will be delivered by a 
representative of the Board unless otherwise directed by the Board, in which case they 
may be delivered by the PIO. 

9. Only the Board liaison or her/his designee can authorize expenditures during an 
emergency above current approved budget amounts. The Board may ensure that 
justified emergency financial support is available when requested.   
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EPSC’s Non-Emergency Operations 
 
EPSC Organization Chart 
 

First-Aid 
Director 

Division 
Operations 

Director 
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EPSC Job Descriptions:  Note that EPSC and ICS/CERT Positions may be the same 
thing or dissimilar depending upon the event. 

 
CHAIRPERSON 

 

1. Is a member of the Emergency Preparedness Sub-Committee (EPSC). 
2. For the monthly EPSC meetings: 

a. Establishes and prepares the agenda. 
b. Chairs the meeting, keeping the meeting moving on the agenda topics. 
c. Notifies attendees of meeting time & location. 

3. Ensures that EPSC subcommittees are communicating with each other on 
appropriate items. 

4. Establishes overall direction for the emergency preparedness organization and 
identifies future projects. 

5. When an emergency occurs, either assumes the position of Incident Commander, 
or functions under the direction of the Incident Commander according to the plan 
outlined in the Incident Command Structure (ICS). 

6. Reports to the SCSH Community Association Board when appropriate. 
7. Stays informed of all Riverside County emergency preparedness matters. 
8. Works closely with SCSH Community Association Staff to insure for the planning 

and integration of disaster services. 
9. Works collaboratively with all SCSH clubs and committees to support the 

functioning of the EPSC. 
10. Recruits for all positions in the emergency preparedness organization. 
11. Approves and operates on an annual budget. 

 
VICE-CHAIRPERSON 

 

1. Is a member of the Emergency Preparedness Sub-Committee (EPSC). 
2. For the monthly EPSC meetings: 

i. Schedules the room, with proper table & chair arrangement. 
3. When an emergency occurs, functions under the direction of the Incident 

Commander according to the plan outlined in the ICS. 
4. Assists the Chairperson as required. 
5. Performs the Chairperson's duties when the Chairperson is not available. 
6. Motivate personnel and recruit CERT volunteers. 
7. Supervises the construction and maintenance of the EPSC database to insure: 

i. Information is properly secured from unauthorized access. 
ii. Information is properly backed up so it will not be lost in a disaster. 
iii. Ensures the database contains timely and accurate data. 
iv. Information in the database is available to authorized EPSC personnel 

in an easy to use format. 
8. Controls all documents prepared on behalf of the EPSC. 

 

COMMUNICATIONS DIRECTOR 
 

1. Is a member of the Emergency Preparedness Sub-Committee (EPSC). 
2. Is responsible for communications between the EPSC and the residents of Sun City 

as well as EPSC volunteers. This includes: 
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i. Updates EPSC information on the HOA website. 
ii. Prepares (or delegates responsibility for) the monthly page(s) for The 

View  publication. 
iii. Performs as an official Public Information Officer (PIO) when directed 

by the IC or the Board. 
3. Maintains email distribution lists and sends out announcements to all EPSC 

volunteers who can receive email, and other means for those without email. 
4. Reports to the IC (per the Incident Command Structure) for assignments when the 

emergency preparedness organization is activated. 
5. Motivate personnel and recruit CERT volunteers. 

 
DIRECTOR AT LARGE 

 

1. Is a member of the Emergency Preparedness Sub-Committee (EPSC). 
2. Advises the EPSC on how it can improve it’s effectiveness. 
3. Maintains a history of the Emergency Preparedness organization in SCSH. 
4. Represents the EPSC at various organizations and reports back to the EPSC. 
5. Motivate personnel and recruit CERT volunteers. 
6. Reports to the Incident Commander (per the Incident Command Structure) for 

assignments when the emergency preparedness organization is activated. 
 

DIRECTOR OF DIVISION OPERATIONS 
 

1. Is a member of the Emergency Preparedness Sub-Committee (EPSC). 
2. Assists each Division to: 

a. Create an effective Division organizational structure. 
b. Motivate personnel and recruit CERT volunteers. 
c. Standardize titles. 
d. Include Division Delegate in the emergency preparedness planning. 
e. Ensures Division personnel have current procedure manuals and other 

organizational material to enhance their effectiveness (e.g. database reports, 
maps, etc). 

3. Is responsible for approving appointments to all positions of Division Director, and 
any other positions in the chain of command of the Director of Division Operations. 

4. Reports to the EPSC on the concerns and needs of the Division emergency 
preparedness organizations. 

5. Communicates information from the EPSC to each Division emergency 
preparedness team. 

6. Works with the Training Director to ensure all Division volunteers are motivated and 
properly trained. 

7. Maintains a roster of all Division emergency preparedness volunteers. Notifies the 
Chairperson of all roster changes and updates. 

8. Approves and operates on an annual budget for planned Director of Division 
Operations expenses 

9. Recruits for all positions in the emergency preparedness organization. 
10. In an emergency, the Division Director of Operations reports to the Incident 

Commander under ICS and assumes his/her ICS position of responsibility. 
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EMERGENCY OPERATION CENTER (EOC) DIRECTOR 
 

1. The Emergency Operations Center (EOC) Director is a member of the Emergency 
Preparedness Sub-Committee (EPSC). 

2. The EOC Director is responsible for enacting the Incident Command Structure (ICS) to 
deal with emergencies including but not limited to earthquakes, flooding, or hazardous 
material spills that may affect Sun City Shadow Hills. 

3. Organizes, staffs, trains and equips such teams as are necessary to carry out the mission 
described in the item above. Such teams include, but are not limited to, search and 
rescue, generator, communications (both external and internal), and gate security. 

4. Supports other operations of the EOC such as first-aid, training, logistics, planning, and 
safety. 

5. Prepares the EOC to assume ICS responsibilities in case of an emergency. 
6. Assumes a role in ICS when activated 
7. Works with any other Sun City Shadow Hills committee or organization to provide for the 

welfare of the residents in case of an emergency. 
8. Works with other EPSC committees as needed. 
9. Approves and operates on an annual budget. 
10. Recruits for all positions in the emergency preparedness organization. 

 
FIRST-AID DIRECTOR 

 

1. Is a member of the Emergency Preparedness Sub-Committee (EPSC). 
2. Assigns volunteers to First Aid Stations (FAS). 
3. Evaluates personnel, procedures and equipment and makes recommendations for 

improvements when needed. 
4. Provides input for an annual budget for first-aid team needs. 
5. Educates and updates first-aid volunteers in all aspects of SCSH EPSC plan and 

maintains a current roster. 
6. Reports to the Incident Commander (per the Incident Command Structure) for 

assignments when the ICS is activated. 
7. Suggests ways to improve the overall work of the First Aid Teams in the event of an 

emergency. 
8. Approves and operates on an annual budget. 

 
TRAINING DIRECTOR 

 

1. Is a member of the Emergency Preparedness Sub-Committee. 
2. Organizes a “Training Committee” to oversee the Training program. 
3. Coordinates the development and execution of an effective training program for 

emergency preparedness volunteers, including but not limited to: 
4. Block Captain Coordinators (BCC’s) and BCCA’s ( Assistants). 
5. Block Captains (BC’s) and BCA’s (Assistants). 
6. Runners. 
7. Command Post personnel. 
8. Works with the Emergency Preparedness Sub-Committee to educate the residents of 

SCSH in how to prepare for a disaster. 
9. Works with the Communications Director to disseminate information via The View 

publication, the EPSC web site,  emails, and other media as might be appropriate to the 
conditions present. 

10. Approves and operates on an annual budget. 
11. Recruits for all positions in the emergency preparedness organization. 
12. Reports to the Incident Commander (per the Incident Command Structure) for 
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assignments when the ICS is activated. 
 
SECRETARY: 

1. Is a member of the Emergency Preparedness Sub-Committee (EPSC). 
2. Makes sure meeting agendas are posted 3 days prior to monthly meetings on the 

website.appropriately to the HOA website and where necessary. 
3. Is responsible for taking minutes at all regular EPSC meetings and distributing the 

minutes for approval at the next  meeting. 
4. Ensures approved minutes are sent to the HOA General Manager for Board review 

and approval, monthly. 
5. Amends the minutes according to the comments of other committee members. 
6. Participates in other projects under the direction of the Chairperson. 
7. Approves and operates on an annual budget. 
8. Reports to the Incident Commander (per the Incident Command Structure) for 

assignments when the ICS is activated. 
 
 
DIVISION DIRECTOR (DD) 

 

1. Is the leader of the Emergency Preparedness Team or CERTs in his/her Division, 
and reports to the Division Director of Operations. 

2. Is responsible for executing the activities of the SCSH Emergency Preparedness 
Team for his/her Division. The pre-emergency activities include: 

a. Recruits a Alternate Division Director (ADD). 
b. Selects locations for Command Posts (CPs) for his/her Division. 
c. Works with the Training Director to obtain and train a staff of volunteers for 

their Division emergency preparedness team and CERTs. 
d. Maintains a current contact list of all the emergency preparedness personnel 

in his/her Division. 
e. Meets with all the volunteers and CERTs in his/her Division at least twice a 

year to ensure the emergency preparedness team is fully staffed and trained 
and is knowledgeable about emergency preparedness plans and activities. 

f. Attends training classes in order to maintain the skills required to perform 
their respective duties. 

g. Recruits new volunteers and CERTs for all emergency preparedness 
positions. 

3. During an emergency, the Division  Director: 
a. Notifies his/her ADD’s to activate their emergency preparedness teams 

when notified to do so by the Incident Commander. 
b. Follows the procedures outlined in the Division Directors Manual. 
c. Assists Division emergency preparedness personnel as necessary. 
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Section II: ICS, CERT, and Notification 
Procedures 
 
Principles of Onscene Management 
Onscene management in a disaster situation has three primary goals: 

� Maintain the safety of disaster workers.  The CERT Incident Commander/Team 
Leader (IC) must continually prioritize response activities based on the team’s 
capacity and training and the principle that rescuer safety is the number one 
concern.  CERT functional leadership assigns activities and accounts for team 
members.  CERT members work in the buddy system and respond based on their 
sizeup of the situations that they encounter. 

� Provide clear leadership and organizational structure by developing a chain of 
command and roles that are known by all team members.  Each CERT member 
has only one person that he or she takes direction from and responds to. 

� Improve the effectiveness of rescue efforts.  Disaster information is collected and 
responses are prioritized based on rescuer safety and doing the greatest good for 
the greatest number according to the team’s capabilities and training. 

 
The CERT organization is based on the Incident Command System (ICS), which is a 
proven management system used by emergency responders. 
 
The Sun City Shadow Hills EOC operation will follow basic ICS and CERT leadership and 
organizational principles throughout any event.  Position titles may become 
interchangeable, and/or volunteers, regardless of CERT training, may hold more than one 
position simultaneously. 
 
The EOC direction will not be to engage in heavy search and rescue, transportation, or 
other activities that would place the HOA Corporation at greater risk, while trying to do the 
greatest good for the greatest number according to the team’s capabilities and training. 
 
CERT Onscene Management 
The specific CERT organizational structure and protocols provide: 

� A well-defined management structure (e.g., leadership, functional areas, reporting 
chain, working in teams) 

� A manageable span of control that provides for a desirable rescuer-to-supervisor 
ration of between three and seven rescuers per supervisor 

� Common terminaology that contributes to effective communication and shared 
understanding 

� Effective communication among team members and with professional responders, 
including the use of radios 

� Consolidated action plans that coordinate strategic goals, tactical objectives, and 
support activities 

 
 

� Comprehensive resource management that facilitates application of available 
resources to the incident in a timely manner 

� Accountability 
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INCIDENT 
COMMANDER 

OPERATIONS 
SECTION CHIEF 

LOGISTICS 
SECTION CHIEF 

PLANNING 
SECTION CHIEF 

FINANCE 
ADMINISTRATION 
SECTION CHIEF 

Objectives for CERT Onscene Management 
In a disaster situation, the CERT: 

� Identifies the scope of the incident (What is the problem?) 
� Determines an overall strategy (What can we do, and how will we do it?) 
� Deploys teams and resources (Who is going to do what?) 
� Documents actions and results 

 
The Need For Flexibility 
Disasters create a dynamic, ever-changing environment.  The CERT organizational 
framework is flexible so that it can expend or contract depending on the ongoing 
assessment priorities determined by the CERT Incident Commander/Team Leader (IC), 
and people and resources available.  This expansion and contraction helps ensure: 

� Rescuer safety 
� Doing the greatest good for the greatest number 
� A manageable span of control 
� Accountability of CERT members 

 
Incident Command System 
The incident Command System (ICS) is the system used by emergency response 
agencies to manage emergency operations.  When CERTs activate, they become part of 
that system. 
 
Basic ICS structure for CERT is established by the person who arrives first on the scene.  
This person becomes the Incident Commander/Team Leader (IC).  Initially, the IC may 
handle all of the command positions of ICS but, as the incident evolves, he or she may 
assign personnel as needed to the four ICS Command Functions. 

� Operations Section Chief 
� Logistics Section Chief 
� Planning Section Chief 
� Finance/Administration Section Chief 

Through an effective ICS, all CERT members report through a chain of command to the 
IC.  The IC reports to the first fire or law enforcement official at their location and takes 
direction from that person until otherwise directed or until the CERT is relieved. 
 
 
 
 
 
 
 
 
 
 
 
 
Although there are a number of detailed responsibilities under each ICS function, the 
system itself is straightforward.  CERTs will typically require the Operations, Planning,  
 

ICS Command Function Organization Chart 
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and Logistics functions.  The CERT Incident Commander/Team Leader (IC is responsible 
for handling or delegating each function. 
 
As the incident expands, CERT members are assigned or re-assigned to each section to 
handle specific aspects of the response while maintaining an effective span of control. 
 
CERT Incident Commander/Team Leader 

� Provides overall leadership for incident response 
� Ensures incident safety 
� Establishes incident objectives 
� Is responsible for all functions until delegated 
� Delegates authority to others 
� Provides information to internal and external parties 
� Establishes and maintains liaison with other responders (e.g., fire, law 

enforcement, public works, other CERTs) 
� Takes direction from agency official 

 
Operations Section 

� Directs and coordinates all incident tactical operations 
� Is typically one of the first functions to be assigned 

 
Planning Section 

� Tracks resource status (e.g., number of CERT members who have “reported for 
duty”) 

� Tracks situation status 
� Prepares the Team’s action plan 
� Develops alternative strategies 
� Provides documentation services 

 
Logistics Section 

� Provides communications 
� Provides food and medical support to Team members 
� Manages supplies and facilities 

 
Finance and Administration Section 

� Contract negotiation and monitoring 
� Timekeeping 
� Cost analysis 
� Compensation for injury or damage to property 

 
Finance and Administration is a function in the formal Incident Command System: 
however, CERTs will have very limited need, if any, for this function. 
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CERT Operations 
 
Based on the principles of ICS, CERTs follow these protocols: 

� Each CERT must establish a command structure. 
� The CERT Incident Commander/Team Leader (IC) directs team activities. During 

activation for a disaster, the first person at a predesignated staging area assumes 
this responsibility. The initial IC may hand off this role to a predesignated leader 
when that person arrives. 

� The location established by the CERT IC as the central point for command and 
control of the incident is called the Command Post for the CERT.  The IC stays in 
the Command Post.  If the IC has to leave, the responsibility of IC must be 
delegated to someone in the Command Post. 

 
Using the ICS structure, CERT members are assigned to assist with a range of functions: 

� Logistics – managing resources, services, and supplies 
� Planning/Intelligence – collecting and displaying information; collecting and 

compiling documentation 
� Operations – conducting fire suppression, medical operation, search and rescue 

 
In all situations, each unit assigned must have an identified leader to supervise tasks 
being performed, to account for team members, and to report information to his or her 
designated leader. 
 
In all situations, a manageable span of control is three to seven team members reporting 
to their designated leader whenever possible. 
 
CERT personnel assigned to Operations should be assigned to teams consisting of at 
least three to four persons: 

� One person will serve as runner and communicate with the Command Post. 
� Two people will “buddy up” to respond to the immediate needs. 
� Search and rescue teams must include at least four people, with a safety person 

remaining outside the area to be searched and at least two people to conduct the 
search. 

 

ICS Job Descriptions: Commander, Staff and Directors 
 
INCIDENT COMMANDER: 

� Is in charge of all emergency activities during an  incident.  This role will typically be 
filled by the EPSC Chairperson. 

� Receives reports from all support activities, and with the advice of the various 
directors makes all decisions pertaining to the emergency. The Incident 
Commander, in turn, reports to the Sun City Shadow Hills Community Association 
Board or its representative. 

� Can, at his/her discretion, delegate responsibilities and authority to the various 
directors. 

� Steps aside in case a government agency wishes to assume responsibility within 
Sun City. 
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� Has as alternates the Safety Advisory Committee Chairperson, Director of Team 
Operations, the Safety Advisor, the Director of Division Operations,  and the 
Logistics Director in that order. 

 
PUBLIC INFORMATION OFFICER 

� Is on the immediate staff of, and reports to, the Incident Commander. 

� Specifically works with the Board president and/or her/his designee to 
communicate with residents and all outside media. 

� Acts as the liaison between the Incident Command Staff and the residents of Sun 
City. 

� Stays aware of on-going activities and statistics during an emergency. 
� Sets up briefings, and prepares and distributes news releases to residents and the 

general public in case of an emergency. 
� Keeps the Incident Commander aware of feedback from residents. 
� Establishes times and locations to brief the residents of what is going on. 
� Keeps the First Aid Station Administrators aware of what is going on so they can 

answer questions of residents who talk to them. 
� Selects and trains an alternate to take over for him. Keeps the alternate aware of 

what is going on. 
� Will assist the SCSH Board with the media. 

 
SAFETY ADVISOR 

� Is on the immediate staff of, and reports to, the Incident Commander. 
� Consults with various Directors and Team Leaders to insure that volunteers work 

in a safe manner. 
� Insures that all activities of all of the volunteers involved in the emergency 

operations are conducted in a safe manner. 
 
STRUCTURAL ADVISOR 

� Insures that all structures being used by emergency operations are safe for use. 
� Examines roads, bridges, utility lines, and trees to determine if they are safe to use 

or work around. If not, determines alternative routes and procedures. 
 
DIRECTOR OF TEAM OPERATIONS 

� Is on the immediate staff of, and reports to, the Incident Commander. 
� Responsible for the staffing, training, and operation of all teams listed under the 

“Team Operations” section of the ICS Organization Chart. 
� Selects team leaders. 
� Keeps Incident Commander and other staff apprised of situation reported from the 

field. 
� Documents all activities and orders. 
� Is responsible for the staffing of subordinate teams for a minimum of 72 hours. 
� Can replace Incident Commander. 
� Designates an alternate, and keeps him aware of what is going  on. 
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DIRECTOR OF DIVISION OPERATIONS 
� Is on the immediate staff of, and reports to, the Incident Commander. 
� Is responsible for the teams listed on the ICS Organization Chart under Director of 

Division Operations. 
� In case of activation of the Incident Command System, the Director of Division 

Operations is responsible to see that the Division Director structure is notified. 
� Becomes thoroughly aware of the emergency situations in Sun  City Shadow Hills. 
� Maintains situation map. 
� Documents all incoming damage reports and emergency activities. 
� Advises IC and staff on over-all situation and priority of assistance. Is responsible 

for the staffing of subordinate teams for a minimum of 72 hours. 
� Designates an alternate and keeps him/her aware of what is going on. 
� Receives radio requests, prioritizes needs and dispatches necessary personnel 

and equipment to fulfill requirements. 
� Supervises radio communications within SCSH and from SCSH to community 

emergency  organizations. 
 
LOGISTICS DIRECTOR 

� Is on the immediate staff of, and reports to, the Incident Commander. 
� Is responsible for the teams listed under Logistics on the ICS organizational chart. 
� Documents all communications. Orders supplies and equipment of the non- 

emergency type from outside sources if available. 
� Is responsible for the documentation of the utilization of supplies, equipment and 

outside material. 
� Coordinates the staffing of the EOC and works with other staff to keep first-aid 

teams staffed. 
� Is responsible for the staffing, training and operation of all teams listed under 

“Logistics” on the Incident Command Organization  Chart. 
� Is responsible for the staffing of subordinate teams for a minimum of 72 hours. 
� Designates an alternate and keeps him/her aware of what is going on. 
� Can replace Incident Commander. 

 
FIRST-AID DIRECTOR 

� Is on the immediate staff of, and reports to, the Incident Commander. 
� Responsible for the staffing, training and operations listed under “First-Aid” on the 

ICS Organization Chart, including First Aid Stations and volunteer teams, etc. 
� Advises the IC of the medical situation within Sun City. 
� Is available at the Emergency Operations Center (EOC) to make decisions about 

evacuation of patients from First Aid Stations and from SCSH. 
� Is available for consultation by radio with First Aid Stations on patient care. 
� Coordinates the consolidation of First Aid Stations. 
� Is responsible for the staffing of First Aid Stations for a minimum of 72 hours. 
� Keeps key staff aware of situation. 

 
FINANCE/ADMINISTRATION DIRECTOR 

 

� Is on the immediate staff of, and reports to, the Incident Commander 
� Is responsible for the staffing, training and operation listed under Administration / 
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Finance on the ICS Organization Chart. 
� Is responsible for the activation of SCSH Divisions under the overall supervision of 

the Director of Division Operations (See Notification and Division Activation Plans). 
� Supervises Teams that are responsible for Planning, Finance, Documentation and 

Situational Analysis. 
� Coordinates with other ICS Directors. 
� Keeps Staff advised of activities as needed. 

 
COMMUNITY ASSOCIATION BOARD LIAISON 

� Is NOT on the staff of the Incident Commander. 
� Provides liaison between the EOC and the Board. 
� Receives ongoing briefing on casualties, including fatalities, damage, etc. 
� On behalf of the HOA Board offers recommendations to the EOC staff  through the 

Incident Commander. 
� Is available to the Incident Commander on behalf of the HOA Board for 

consultation on any matter. 
� Reviews and approves emergency expenditures in the absence of the Board 

president and/or her/his designee. 
 
EQUIPMENT CREW 

� Assist the Incident Commander in all administrative matters, including but not 
limited to filing, typing, record keeping, etc. 

� Maintain the orderliness of the administrative area of the EOC. Provide liaison 
between the IC and the Incident Command Staff. 

� Provide liaison between the EOC Commander and Staff and the others as 
required. 

� Assist the IC/EOC staff in the preparation of their required manuals and Procedure 
Manuals. 

� Represent the EOC Commander in communication with any other Incident 
Command/Emergency Preparedness Sub-Committee personnel. (i.e. “I am calling 
on behalf of the EOC Commander, etc. etc.”). 

� Assist in recruiting staff and sub-staff  positions. 
� Assist in the distribution and recovery of radios and other equipment and supplies. 
� Assist in the Notification process in case of an  activation. 

 
ICS Job Descriptions: Directors’ Teams 

Under most ICS Directors there are two or more teams as listed on the ICS Chart. 
Each team is led by a Team Leader who reports to the Director. With the advice and 
consent of the Director, the Team Leader appoints an assistant team leader if 
appropriate. 

 
Each team has a specific responsibility (generators, radio, staffing, etc). The team 
leaders keep their director aware of their activities and any problems. 

 
DIRECTOR OF TEAM OPERATIONS: 

Generator Team: Provides generator-supplies electrical power and lighting to 
locations as directed. They will also maintain generators and replenish fuel to said 
generators. 
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Gate Teams: Work with Community Safety Director and contract security 
company if available, to manually open specific Sun City gates. Control traffic 
wishing to enter/exit Sun City consistent with the Gate Teams Emergency Action 
Outline as described in the Gate Action Plan. 

 

Support Liaison: Provides liaison between EOC and the HOA Maintenance 
Department, Golf Course Maintenance and the Community Safety 
Director/contract security company to coordinate their efforts with the emergency 
preparedness efforts during an event. 

 
FINANCE/ADMINISTRATION DIRECTOR TEAMS: 

Finance Team: Keeps track of all expenditures made during an emergency to 
include, but not limited to, rental of equipment, use of outside services or 
equipment, and purchases of any sort made specifically for dealing with the event. 
Documents all such expenditures for payment by SCSH, or to request 
reimbursement from other agencies. Keeps track of use of expendables. 

 
Planning Team: Stays aware of what is going on during the emergency. Takes an 
overview. Recommends to the IC what actions should be taken such as where to 
concentrate effort, when to start closing first aid stations and other information. 

 
Documentation Team: Accurately documents the activity of the Incident 
Command Teams, including a real-time activity log, dispatch log, etc.  Along with 
Financial Administration team keeps a list of the material used, particularly the 
disposable items for replacement purposes. 

 
Situational Analysis Team: Monitors radio communications and briefings to stay 
aware of the damage situation in Sun City as well as the number of deceased, 
injured and sick. Keeps the IC, the Director of Team Operations, the Director of 
Division Operations and the First-Aid Director aware of those specific areas and 
problems that need immediate attention, such as a shortage of gasoline for the 
generators, or heavy equipment needed to move debris, etc. 

 
DIRECTOR OF DIVISION OPERATIONS 

Radio Team: Responsible for radio communications between Sun City EOC, City 
of Indio EOC, and Coachella Valley / Riverside County EOC. Also is responsible 
for communication between the Sun City EOC and the First Aid Stations as well as 
Division Operations personnel, the Gate team and other personnel requiring 
communication with the EOC. Supports the internal Division Emergency 
Preparedness Teams radio system by the use of roving radio teams. 

 
LOGISTICS DIRECTOR TEAMS 

Resource Distribution Team: Maintains a list of resources available to 
emergency preparedness that is not under immediate control of the EPSC or the 
IC. List includes but is not limited to vehicles, tools, fuel, water, HOA Staff, 
buildings, and the like. Coordinates the use of these resources with ICS staff. 
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Volunteer Coordinator Team: Keeps advised of personnel shortages within  
 
Divisions and within First Aid Stations. Recommends transfer of personnel within a 
Division, and between Divisions, as required. 

 
Transportation Team: Provides transportation of supplies and equipment as 
required. Responsible for maintenance and recharging of golf carts. 

 
FIRST-AID DIRECTOR TEAMS 

First Aid Station Administrators: Responsible for the operation of the First Aid 
Stations. Keeps them stocked with First-Aid supplies. Arranges for their re-supply 
through the EOC. Supervises the operation of the First Aid Stations. Identifies 
personnel who will staff the stations and assists in their training. Keeps Incident 
Commander and Public Information Officer (PIO) aware of patient load. Under the 
direction of the PIO keeps residents living near the First Aid Station aware of what 
is going on. Provides crowd control around the area. 

 
First-Aid Support Team: Coordinates with the First-Aid Director. Can replace the 
First-Aid Director. Is responsible for supporting the First Aid Stations. Supports 
EOC in all medical problems. Consults with Staffing Team for allocation of 
personnel among First Aid Stations. 

 
Morgue Team: Reports to the First-Aid Director. Responsible for the respectful 
handling, documentation and storage of the remains of any one in Sun City who 
dies during an event, if local coroner services are unavailable due to the event. 
When it becomes possible, will coordinate with family members of the deceased 
and arrange for the transfer of the bodies to local mortuaries within the community 
and notify the families of all details.  This protocol is a compilation of best practices 
as recommended by: 

� The California Emergency Services Act of 2015 
� Riverside County Emergency Management Department 9-22-15 Report 
� The California Office of Emergency Services Mass Fatality Emergency 

Guide 2007 
� The Pan American Health Organization-World Health Organization 

Management of Dead Bodies in a Disaster Situations Manual 2004 
 
ICS Job Descriptions:  Division-Based Personnel 

 
DIVISION DIRECTORS 
Upon receiving instructions to activate their Division, first takes care of self, family and 
property. Activates their Division Emergency Preparedness Teams. Confirms that 
someone within the Division structure is operational to insure all necessary people are 
activated. Maintains the names, address and telephone numbers of the DEP Teams 
and knows how to find their homes in case personal activation is required. 
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ICS Job Descriptions: Contract Security Patrol 
Emergency Action Outline for Contract Community Patrol 

� Submitted by SCSH Community Safety Director. 
� Assumes that the Contract Employees remain available. 

 
In the event of a major emergency (Earthquake, etc.) all contracted security employees must 
be accounted for and a status given. The procedure is as follows:  

 
6-1-16: Current contract security provider has no specific requirements that 
mandate their security personnel stay on their respective properties following any 
major disaster. Should they have the opportunity to leave to check on family they 
would be allowed to do so per company policy. 
 
However, there is a minimum standard response prior to them leaving which is in 
place here at SCSH. Whether or not they follow it will depend largely on the nature 
and level of destruction, and if there are means on property with which they can 
contact their families, negating the necessity to leave. 

 
PROTOCOL: 

Immediately following a major disaster, such as an earthquake, the contract 
security staff will accomplish the following: 
1. Report in place their respective status to on-site shift supervisor; 

(Main Gate, North Gate, Alpha, Bravo, Charlie, Safety Director) 
2. Check all entry points/gates/ gate personnel 
3. Perform a section by section Sit Rep to supervisor 
If staying on property, pick up EPC Keys from gates and report to EOC. 

 
ADDITIONALLY: 

1. All personnel should immediately exit the building they are in, taking only the portable 
radio. Do not try and grab any valuables, leave immediately and report to your Staging 
Area. Smoking is prohibited in case of a gas leak. 

2. Do not re-enter any building until a full structural inspection is completed. 
3. All contracted security employees except the Jefferson and North Gate officers and 

Patrol units will immediately, without haste, report to the Santa Rosa 
Clubhouse/Security Office staging area.  

4. In the event that any patrol unit cannot make it to the staging area, status and current 
location must be provided. 

5. Emergency radio procedures will be in place and therefore the designated radio 
channel must be kept clear unless directed by the Shift Supervisor or Site Supervisor. 

6. The Supervisor should ensure contact is made with all gates and confirm status of 
officers. If there is no response, a Patrol unit must be diverted to investigate and 
report back. 

7. The Shift Supervisor or Site Supervisor must notify the Community Safety Director of 
the status, as soon as the following items have been identified: 

a. Status of employees; any missing, any injuries, deaths, etc. 
b. Status of the Jefferson Gate/North Gate structure. 
c. Status of vehicles. 
d. Status of utilities. 
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e. Status of Gates (Swing & Arm). 
f. Status of communications. 

8. If there are any injuries, deal with them as best you can but anyone injured should be 
directed to one of the First Aid Station locations. 

 
9. Contracted security personnel will begin to implement operational procedures to 

limit access to unauthorized individuals. Actual severity of emergency will determine 
what level of operational security procedures will be implemented. Facilitate access 
for any Emergency Services First-Responder Personnel arriving on the property. 

10. Start your Emergency procedures as listed in detailed gate program. 
11. Once designated by the on-duty security supervisor, or Community Safety Director, or 

the EOC Director tell residents who call or arrive at either the Main or North Gates, to 
go to their designated staging areas. 

 
ICS Job Descriptions: Volunteer Gate Teams 
Emergency Action Outline for Volunteer Gate Teams 
In the event of a major earthquake, if it is found that the contracted security company/Sun 
City Shadow Hills (SCSH) Association staff cannot provide the work force necessary to 
provide appropriate access control at the SCSH gates, emergency operations will be 
instituted. 
 
The EOC will immediately begin implementing the Gate Action Plan by having resident 
volunteers staff the Jefferson and North gates. All manned gates will remain closed during 
the emergency and opened manually to grant access. 

Conduct of Gate Personnel 
No volunteer resident gate personnel will carry any type of a weapon, nor will they become 
involved in any type of physical confrontation. If there is a problem, the volunteer resident 
gate personnel shall notify their supervisor and attempt to de-escalate the situation by 
either talking to the confrontational person(s) in a calm voice or simply walking away. 

People Authorized to Exit/Enter Community 
The following people are authorized to exit/enter the SCSHCA facility during an 
earthquake emergency: 
 

Exit 
1. Residents, their guests and employees 
2. Association staff and employees and contract personnel 
3. Visitors on the facility at the time of the incident 
4. Emergency Assistance (vehicles and personnel) 

 
Entrance (under direction and appropriate designated processing) 

 
1. First-Responder Emergency Assistance (vehicles and personnel) 
2. Residents, relatives of residents, and any person rendering assistance to 

residents 
3. Association Staff and employees 

 
Any individual not appearing on this list is not to be granted entry. However, under no 
circumstances shall a volunteer try to physically restrain someone insisting on entrance. 
EOC Command shall be notified immediately. 
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Chain of Command 
The following chain of command will be in effect for gate personnel (from bottom to top): 
 

1. Volunteer Gate Personnel 
2. Volunteer Gate Supervisor 
3. Incident Command Division Operations Director 
4. Incident Commander 
5. Board of Directors 

 
If gate personnel are unable to contact or communicate with the Gate supervisor due to an 
emergency situation, they will then contact the next person in the chain of command until 
someone is finally contacted. 
 
The Gate supervisor will periodically contact gate personnel to provide assistance if 
needed and to check on their safety. 
 
Work Shifts 
A work shift shall consist of two gate residents working four hours at each gate. There will 
be no “lunch” breaks. Resident gate personnel will bring their own food and water to 
consume, when not busy. If staff members or contract personnel are staffing the gate, they 
will receive their normal lunch break. 
 
Depending on the duration of the earthquake devastation and the number of gate 
personnel available, a work schedule will be published as to who will report each day; the 
time they are to report; and the location of their work assignment. Gate personnel will 
report to the Emergency Operations Center (EOC) to receive their work schedule and 
pick-up their equipment bag. Gate Supervisors will be responsible for the maintenance of 
the work schedules. 
 
If a gate person is unable to report or complete his/her assignment, the person shall 
immediately notify their Gate supervisor. 
 
The off-going shift will advise the on-coming shift as to any unusual occurrences or any 
encountered resident/non-resident problems. 
 
Equipment 
When pairs of gate personnel report to the EOC, they will check out an equipment bag that 
will have various items of equipment for the two residents. The bag will contain one multi-
channel radio, two helmets, flashlights with extra batteries, heavy-duty gloves, reflective 
orange vests, clipboards with pens, a first-aid kit, a box of vinyl/latex gloves, face masks, a 
box of Handi-wipes, a camera and the gate log. At the conclusion of the shift, the gate log 
will be returned to the EOC. 
 
The on-coming shift shall verify all equipment in the bag is present and accounted for.  At 
the end of the emergency, the last shift will return the bag to the EOC. 
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Gate personnel shall bring their own clothing, jackets, boots, and incidentals as needed. 
 
The helmets will have the word “GATE” painted on the front in large letters and the  
 
helmets should be worn by gate personnel. The fluorescent vests shall be worn. The 
importance of appearance cannot be overstated during an emergency, as there will be 
individuals who are panicked and not thinking clearly. A good appearance conveys the 
impression of authority. 
 
Communications 
Gate personnel will have one portable multi-channel radio at each gate. These radios will 
only be used to communicate emergency or important information. The Gate supervisor 
can also be utilized to communicate emergency or important information. 
 
Reporting Procedures 
A gate log will be utilized at each manned gate and will include each gate person’s name 
as they begin their shift and will include any unusual occurrences or any encountered 
resident/non-resident problems. 
 
Back-up/Replacements 
The Gate supervisor will ensure that all manned gates are fully staffed at all times. The 
Gate supervisor will also ensure that if a back-up of personnel is needed at a particular 
gate, the supervisor will have adequate manpower to respond. The Gate supervisor will 
likewise have a reservoir of personnel to replace non-attendance gate personnel. 
 
Association Equipment Failure 
If any needed equipment fails to perform, immediately notify the Gate supervisor. The 
Gate supervisor will attempt to replace the item or rectify the situation. If unable, the Gate 
supervisor will notify his/her supervisor in the chain of command for guidance. 
 
Emergency Medical Care 
If gate personnel are approached by an injured person, they can provide bandages to the 
injured person and then advise the person to go to one of the different medical First- Aid 
stations on the community property. Gate personnel shall wear latex/vinyl gloves 
whenever assisting injured people who are bleeding. 
 
De-Activation of Gate Action Plan 
When the contracted Security Manager or the Community Safety Director notifies the 
EPSC that adequate security personnel are on hand and can again assume the role of 
Access Control, the Incident Commander will then deactivate the Gate Action Plan and 
notify the SCSH Board of Directors and all concerned personnel. 
 
Changes to Gate Action Plan 
In any emergency situation, circumstances or problems will arise that may cause a major 
change(s) to be made from the original plan. If such a critical situation occurs during an 
EPSC emergency and time is of the essence, the normal chain of command shall be 
bypassed and the reporting person shall immediately notify the Incident Commander 
directly, for a decision. The Incident Commander is authorized to make a change and all 
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concerned personnel will be notified of that change. 
 
 
 
ICS Job Descriptions: Community Association Staff Emergency Action 
Outline for Community Association Staff 

1. As soon as an emergency is declared, notify the Emergency Response Team and 
Contract Patrol to begin evacuation of buildings. 

2. If the alarm sounds, begin the evacuation  immediately. 
3. Allow employees to retrieve personal items at their desk or work area ONLY. They 

may not go to lockers or remote areas for personal items. 
4. Direct employees to the designated exits. Have them precede single file through a 

narrow exit, or double-file through wide exits and down stairwells. Some should 
hold the doors open and then close them behind the last  person. 

5. Direct the employees to the area of assembly and ask that the group stay together. 
6. Direct the evacuation of the disabled and those who need assistance. 
7. The Emergency Response Team conducts a sweep of the assigned area and 

checks all areas for persons still in the building. Be sure to check: 
8. Restrooms 
9. Private Offices 
10. Locker Rooms 
11. Supply Rooms 
12. Service/Janitor closets 
13. Employee Lounges 
14. Interior/non-exit hallways 
15. Note: In the event of a bomb threat, NO SEARCH WILL BE CONDUCTED by staff 

or volunteers; evacuate immediately to allow First-Responder bomb search team 
access. 

16. The Emergency Response Team is the last to exit, closing all doors behind them. 
17. The Emergency Response Team proceeds to the area of assembly and conducts a 

head count. 
18. Employees are to wait until released before returning to buildings or leaving the 

premises. Members of Emergency Response Teams can be excused, joining 
their teams. 

19. The Emergency Response Team should verify employee phone numbers and 
provide a message center phone number for employees to contact in order to learn 
when business will resume. 

20. No one is to return back to his or her area until it is declared safe and the Incident 
Commander has given authorization to do so. 

21. Incident reports are to be completed immediately following the incident by the team 
members whose areas are affected by the emergency and a copy sent to the 
Human Resources Manager. 
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ICS/CERT Organization Chart 
Bear in mind that this is not an all inclusive chart.  It can contract or expand dependent on the need. 
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CERT operations section structures, showing the Section Chiefs at the top and the 
Group Leaders underneath.  Not shown:  EOC Director, Incident Commander, and 
PIO. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Expanded CERT/ICS Operations Structure 
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Dealing with the Media 
 
CERT members should refer any media inquiries to the CERT IC.  The IC shold then 
refer the media inquiries to the Public Information Officer (PIO) of the CERTs’ sponsoring 
organization. 
 
If the PIO of the sponsoring organization refers media to the CERT IC or otherwise 
authorizes them to speak with the media, the IC should: 

� Refrain from addressing the media until doing so will no longer inhibit or delay the 
team’s ability to do the greatest good for the greatest number in the shortest 
amount of time 

� Establish an area for briefing the media if necessary 
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� Be careful about the information he or she releases, making sure it is both 
accurate and approved for release, while also keeping in mind victim’s rights to 
privacy 

� Not feel compelled to answer every question asked 
 
NIMS Compliance 
The Incident Command System is part of the National Incident Management System 
(NIMS). NIMS provides a consistent, comprehensive approach to incident management.  
It applies at all jurisdictional levels and across all emergency management functions and 
types of incidents. 
 
NIMS was established so that first responders, including CERT members, from different 
jurisdictions and disciplines can work together better to respond to disasters and 
emergencies. 

� To meet NIMS standards, CERT members must complete both the IS-100.a 
(Introduction to Incident Command System) and IS-700.b (Introduction to National 
Incident Management System [NIMS]) courses. 

� Both independent study course are available online from FEMA at 
http://training.fema.gov/IS/NIMS.asp . 

 
CERT Mobilization 
The following steps describe how CERTs mobilize when an incident occurs.  Immediately 
following the incident, CERT members take care of themselves, their families, their 
homes, and their neighbors. 

� If the standard operating procedure (SOP) calls for self-activation, CERT 
members proceed to the predestinated staging area with their disaster supplies.  
Along the way, they make damage assessments that would be helpful for the 
CERT IC’s decision-making. 

� The first CERT member at the staging area becomes the initial IC for the 
response.  As other EPSC, EOC, and CERT members arrive, the CERT IC should 
pass leadership to someone else.  The IC establishes operation to ensure 
effective communication, to maintain span of control, to maintain accountability, 
and to do the greatest good for the greatest number without placing CERT 
members in harm’s way. 

� One of the CERT IC’s first decisions will be to locate the team’s Command Post. 
The staging area may become the Command Post; however, if another location 
would be safer or otherwise better, the Command Post should be set up there. 

� As intelligence is collected and assessed, the IC must prioritize actions and work 
with the Section Chiefs or leaders.  The CERT organization is flexible and evolves 
based on new information. 

 
Following an incident, information – and therefore, priorities – may be changing rapidly.  
Communication between the CERT IC and response teams ensures that CERTs do not 
overextend their resources or supplies. 
 
Rescuer Safety 
Effective emergency scene management requires the formulation and communication of 
strategic goals and tactical objectives to do the most good for the greatest number while 
maintaining the safety of rescue personnel.  Only CERT trained volunteers may  
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participate only in light search and rescue.  Heavy search and rescue efforts will be 
undertaken by professionals. 
 
Remember that rescuer safety is paramount.  The first question to ask is, “is if safe for the 
CERT members to attempt the rescue?”  The answer to this question is based mainly on 
the degree of damage: 

� If the damage is heavy:  No rescue should be attempted.  Use tape around the 
area or mark the area as heavy damage.  CERT members do not have any legal 
authority to stop or restrict someone who wants to enter an area.  At best, CERT 
members can warn others about the danger and inform the CERT IC immediately 
if it is known that people are in a damaged building. 

� If the damage is moderate:  Locate, triage (quickly evaluate, and treat Immediates 
for airway obstruction, bleeding, and shock), and immediately evacuate victims to 
a safe area while minimizing both the number of rescuers inside the building and 
the amount of time that they remain inside. 

� If the damage is light:  Locate, triage, continue sizeup, and document. 
 

CERT Rescue Efforts Based on Degree of Damage 
Degree of Damage Should Rescue Be Attempted? 
Heavy No.  Too dangerous to enter.  Warn people to stay away.  Inform the 

CERT IC immediately if it is known that people are in the building. 
Moderate Yes, but perform only quick and safe removals; limit onsite medical 

care to checking for breathing, stopping major bleeding, and treating 
for shock.  Minimize the number of rescuers inside the building. 

Light Yes.  Locate, triage, continue sizeup, and document. 
 

CERT Tasks Based on Damage Level 
Light Damage Site 

Fire Search & Rescue Medical (on site) Medical (off site) 
-Shut off utilities as 
needed 
-Extinguish small fires 
-Document 

-Locate 
-Triage 
-Treat airway/major bleeding 
-Continue sizeup 
-Document 

-Triage again 
-Move to treatment area 
-Head-to-toe assessment 
-Treatment 
-Facilitate transport as needed 
-Document 

-Triage again 
-Head-to-toe assessment 
-Treatment 
-Facilitate transport as 
needed 
-Document 

Moderate Damage Site 
Fire Search & Rescue Medical (nearby) Medical (off site) 
-Shut off utilities if safe 
-Extinguish small fires 
-Document 

-Locate 
-Triage 
-Treat airway/major bleeding 
-Evacuate 
-Warn others 
-Continue sizeup 
-Document 

-Triage again 
-Move to treatment area (nearby safe 
location) 
-Head-to-toe assessment 
-Treatment 
-Facilitate transport as needed 
-Document 

-Triage again 
-Head-to-toe assessment 
-Treatment 
-Facilitate transport as 
needed 
-Document 

Heavy Damage Site 
Fire Exterior Search & 

Rescue Only 
  

-Shut off utilities if safe 
-Document 

-Mark area for heavy damage 
-Warn others 
-Gather information 
-Inform CERT IC immediately 
-Document 

  

Tasks required of Fire, Search and Rescue, First-Aid Station teams based on the degree 
of damage to a structure 
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Documentation 
It is extremely important to document and communicate information about the disaster 
situation and resource status. 
 
Efficient flow of information makes it possible for resources to be deployed effectively and 
for professional emergency services to be applied appropriately. 
Documenting serves several purposes: 

� The CERT IC will know what is happening throughout the incident. 
� The CERT IC will have written information to pass on to the professional 

responders when they arrive. 
� The CERT will be able to show how many volunteer hours it provided to the 

sponsoring agency or entity. 
� Liability exposure will be documented. 
� Communication will be improved: 

o Between the functional areas 
o Between shifts 

 
Under the CERT structure, each level of organization has documentation responsibilities: 

� Section Chiefs are responsible for providing the Command Post with ongoing 
information about damage assessment, group status, and ongoing needs. 

� The Command Post is responsible for documenting the situation status, including: 
o Incident locations 
o Access routes 
o Identified hazards 
o Support locations 

 
Support locations include: 

� A staging area 
� A medical treatment and triage area 
� A morgue, if there are fatalities 

This information is vital for tracking the overall situation and for the CERT IC to be ready 
to provide the documentation to the first professional responders on the scene. 

 
Write it down!  The most important thing to do is to write down what happened. 

 
The information can be written down on specific CERT forms or it can be written down on 
a piece of paper. 
 
Every entity such as a functional team or staging location must have a scribe to record 
everything.  The CERT IC’TL typically designates the scribe and provides some simple 
instructions. 
 

Documentation Forms 
There are eight standard forms that can be used to facilitate documentation and 
information flow.  The forms are functionally consistent with Incident Command System 
(ICS) forms and are designed to be NIMS compliant. 
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The CERT forms are: 
� Damage Assessment 
� Personnel Resources Sign-In 
� Incident/Assignment Tracking Log 
� Briefing Assignment 
� Victim Treatment Area Record 
� Communications Log 
� Equipment Inventory 
� General Message 

 
Remember that scribes can produce useful, high-quality documentation without using the 
forms as long as they take detailed notes of all activities. 
 

Forms Used for Response Documentation 
Form Purpose 

Damage Assessment 
[CERT Form #1] 

� Completed by CERT members as they travel through the area to the 
CERT’s staging location, then given to the CERT IC; provides a summary 
of overall hazards in selected areas, including: 

o Fires 
o Utility hazards 
o Structural damage 
o Injuries and casualties 
o Available access 

� Essential for prioritizing and formulating action plans 
Personnel Resources 
Sign-In 
[CERT Form #2] 

� Used to sign in CERT members as they arrive at the staging location; 
provides information about: 

o Who is on site 
o When they arrived 
o When they were assigned 
o Their special skills 

� Used by staging personnel to track personnel availability 
Incident/Assignment 
Tracking Log 
[CERT form #3] 

� Used by the Command Post for keeping abreast of situation status; 
contains essential information for tracking the overall situation 

Briefing Assignment 
[CERT Form #4.a-b] 

� Used by the Command Post to provide instructions to functional teams; 
used by teams to log their actions and report new damage assessment 
information 

Victim Treatment Area 
Record 
[CERT Form #5] 

� Completed by medical treatment area personnel to record victims 
entering the treatment area, their condition, and their status 

Communication Log 
[CERT Form #6 (based 
on ICS 309)] 

� Completed by the radio operator; used to log incoming and outgoing 
transmissions 

Equipment Inventory 
[CERT Form #7 (based 
on ICS 303)] 

� Used to check out and check in CERT-managed equipment 

General Message 
[CERT Form #8 (based 
on ICS 213)] 

� Used for sending messages between command levels and groups; 
messages should be clear and concise and should focus on such key 
issues as: 

o Assignment completion 
o Additional resources required 
o Special information 
o Status update 
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Documentation Flow 
 
Here is how a CERT would use these standard documents within the context of an event.  
Remind participants that, even if the forms are not used, this should give them an idea of 
the preferred information that needs to be collected and communicated between groups. 

� The Damage Assessment Form is completed by CERT members as they travel 
through the area to the CERT’s staging location (usually their Division Command 
Post or the EOC).  The form is then given to the CERT IC.  The form provides a 
summary of overall hazards in selected areas.  The information is used for 
prioritizing and formulating activities. 

� The CERT IC assembles teams and makes assignments based on the damage 
assessment information.  This person keeps the Incident/Assignment Tracking Log, 
which is the most important tool for recording the activities of the functional teams 
and overall situation status. 

� A scribe at the staging location signs in each volunteer using the Personnel 
Resources Sign-In Form, noting any particular preferred team assignments or skills.  
This information needs to be passed on to the Command Post. 

� The Briefing Assignment Form is shared by the Command Post and the functional 
team.  The CERT IC uses the front side of the form to communicate instructions 
about an incident such as address, incident type, and team objectives.  The scribe 
of the functional team uses the back side (blank side) of the form to log team 
actions.  The form is returned to the Command Post when the team checks in. 

� The Victim Treatment Area Record is used to document each person brought into 
the treatment area and his or her condition (Immediate, Delayed, or Minor). 

� The Communications Log is used to log incoming and outgoing transmissions; it is 
typically kept by the radio operator. 

� The Equipment Inventory is kept in the area or vehicle in which equipment is stored. 
� The General Message form is used for sending messages between and command 

levels and groups.  The messages must be clear and concise. 
 

Documentation Forms 
Area maps, site maps, and building plans are also very useful for tracking response 
activities. 
 
The forms will assist in collecting and organizing critical information during CERT 
operations.  However, information needs to be recorded even if the correct form is not 
available.  That is one reason why all members need a small notebook and a pen in their 
personal CERT kit.  Remember, write it down! 
 
The Decision to Activate the ICS 
In case of any incident, the Incident Command System (ICS) is activated and becomes 
operational if the following Emergency Preparedness Sub-Committee persons determine 
that it should do so: 

� EPSC Chairperson 
� Incident Commander  
� EPSC Vice Chairperson  
� EOC Director 
� Director of Division Operations 
� And/or other EPSC members present at the time of the incident. 
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Once the EPSC agrees to any level of activation, the INCIDENT COMMAND SYSTEM 
(ICS) immediately becomes active and supersedes the EPSC for the duration of the 
activation. 
 
In some cases, the need to activate will be obvious, such as a major earthquake or power 
outage of some duration. Other events of a less comprehensive nature will have to be 
evaluated on an individual basis, and classified as to their severity. 
 
Activation Classifications 
For the purpose of activation and subsequent notification, incidents can be classified as 
being on one of three levels. These examples include but are not limited to: 
 

EVENT/SITUATION 
 
•Localized Power Failure 

ACTIVATION LEVEL 
 
Standby Alert 
(Level 1) 

EOC STAFFING 
 

•All EP Committee Members 
•Other Volunteers if advised 

•Moderate Earthquake 
•Campus-wide Power 

Outage 
•Major Wind or Rain 

Partial Activation 
(Level 2) 

•All EP Committee Members 
 

•All EP Committee Members 
•EP Volunteers as required 

 
•Major Earthquake 
•Community Wide         
Disaster 

 
Full Activation 
(Level 3) 

 
•All EP Committee Members 
•All EP Volunteers 

Level 1 - Standby/Alert 
 

• The emergency includes incidents that can be managed using normal community 
emergency response operations. The EOC organization is not activated but 
appropriate EOC volunteers are informed and placed on alert status. 

• After the EPSC’s decision on activation level, the Director of Finance/Administration 
will notify the appropriate volunteers using telephone/text notification or the “runner” 
notification system described further in this Section. 
 
Level 2 - Partial Activation 
 

• The emergency can no longer be managed using normal community emergency 
response procedures. The EP organization including the EOC is partially activated, 
i.e. some, but not all positions are called on to coordinate and support the response 
to the incident. One or more Divisions may be mobilized, depending upon the 
nature of the incident. 

• EP Volunteer staffing decisions are made by the Incident Commander and depend 
on the circumstances surrounding the event. The Director of Finance/Admin will  

 
notify the appropriate volunteers using telephone/text notification or the “runner” 
notification system described below. 
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Level 3 - Full Activation 
• Immediate mobilization may occur as a result of an obvious incident such as a 

major earthquake or other disasters of a community-wide impact. The EP 
organization including the EOC is fully activated and all emergency volunteers are 
mobilized. 

• All members of the Emergency Preparedness Sub-Committee must immediately 
report to the Emergency Operations Center after checking their family, pets, and 
house first. On their way to the EOC the committee members are to carefully view 
the houses, trees, bridges, buildings, and other structures to determine what 
damage has been created by the incident. 

• All other EP volunteers (Division Directors, First Aid Station staff, etc.) should report 
to their pre-assigned staging areas and not wait for a phone request to respond 
after checking their family, pets and house first. 

• The Director of Finance/Administration will attempt to notify all EP volunteers using 
a telephone/text notification or the “runner” notification system described further in 
this Section. 
 

Notification Using Automated Phoning Service (Future Asset Not Currently 
Available) 

If phone lines are working, notification will automatically be sent by telephone/text to 
the appropriate volunteers simultaneously, advising them of both the level of the 
emergency and whether to report or remain on standby. 
 
If phone lines are down, the notification process will be by the “runner system” as 
described next. 
 

Notification Using “Runner System” When Phone Lines are Down 
If any incident results in phone lines being down, notification of the appropriate 
personnel will have to be made in person using any feasible means—automobiles, 
golf carts, bicycles or on foot. 
 
In all cases, persons who are working the notification process are 
responsible for staying with it until they have contacted all of the persons 
they are responsible to notify. In no case should the notification process be 
dropped because the responsible party cannot locate the required person. 
The responsible person must continue down their list until some one is 
located. However, after 30 minutes this task should be delegated to another 
responsible person and the first person should report to their primary 
emergency job. 
 
If the persons who are responsible for starting the notification process are not 
available, their areas of responsibility will have to be picked up by other non-
immediate essential personnel at the discretion of the Incident Commander or 
his/her designee. 
To facilitate the efficient operation of the notification process, particularly if the 
notification has to be done in person, the list will be divided up geographically rather 
than by areas of responsibility.  
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Persons who have notification responsibilities will be responsible for 
obtaining the names, addresses and telephone numbers of the persons they 
are responsible to activate and their alternates. Keeping their notification list 
updated is also their responsibility. The database available at the EOC should 
be able to provide most of this information. 
 

Notification for Activation to Appropriate Level 

If an automated phoning system is operable, it will of course be used for 
notification, whether partial or total. If it is not operable, the “runner “system will be 
used. The following procedures assume the latter is the case: 
 
Activation of EOC 
As soon as the activation parameters are established, the ICS staff will start 
activating the EOC. The staff will be responsible for activating either the selected 
emergency preparedness teams or Divisions or the entire emergency program, if 
necessary. 
 
Notification of Directors’ Teams 
ICS Directors at the EOC will be responsible for notifying their teams. They can 
utilize the persons they initially activate, or they can utilize the EOC administrative 
staff, if they are available. The various team leaders under the various Directors are 
responsible for the activation of their teams. 
 
Notification of Divisions 
The notification of the Divisions will be the responsibility of the Director of 
Finance/Administration and the designated team. The duties of the various 
responsible persons involved in the activation of the Divisions, after first taking care 
of self, family and property, are: 
 

� Finance/Admin Director: Under the supervision of the F/A Director, and at the 
direction of the Director of Division Operations, the F/A Team, now considered to be 
Activators, will immediately initiate the activation of either or all of the Divisions, or 
only those selected Divisions that require aid. The F/A Director will notify the 
Activators in case of a full activation, or, in a partial activation, only the Activators 
responsible for the Divisions that are to be activated. The F/A Director will assign 
the Divisions on a geographic basis as far as possible. The F/A Director will assign 
one of these areas to each of the Activators, keeping one area for themselves. This 
has to be done immediately. The Finance/Administration Director is responsible for 
keeping assignments up to date if and when there are personnel changes. If 
possible, the areas should be assigned so that the responsible Activator will have 
the area of responsibility closest to where they live. 
 

� Activators: Each Activator will be assigned specific Division Directors (Divisions) 
to notify.  It is the responsibility of the Activators and their assistants to know the 
names, addresses and telephone numbers of the Division Directors and alternates 
that they are responsible for and know how to locate their homes.  Activators will 
first attempt to contact the Division Director, then the alternates. They will stay on 
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this task until they have made an authorized contact. If necessary, they will contact 
the Division Delegate.  Once all of the necessary contacts have been made, the 
Activators are to report back to the F/A Director and then are dismissed from their 
activation duties and can revert to their duties within the Incident Command 
Structure. 
 

� Division Directors: Upon receiving instructions to activate their Division, each first 
takes care of self, family and property, then activates their Division Emergency 
Preparedness Teams. They must confirm that someone within the Division 
structure is operational to insure all necessary people are activated. It is the 
responsibility of the Division Director to maintain the names, address and telephone 
numbers of the Division Emergency Preparedness Teams and know how to find 
their homes. 
 

Notice of Cancelation 
 
When an alert or mobilization order has been issued and subsequent information 
indicates EP assistance is no longer required, the Incident Commander will issue a 
notice of cancelation that will follow down the chain of command. The Incident 
Commander will request the Director of Finance/Administration to contact all EP 
volunteers using telephone/text notification, radios, or the “runner” system, to inform 
them that the activation has been canceled. 
 

ICS Notification Chain 
 
POSITION NOTIFIES (BY TITLE) 
 

EPSC Chairperson Incident Commander 
 First-Aid Director 
 Public Information Office (PIO) 
 Community Safety Director / contract security firm 
 
Incident Commander   Director of Team Operations 
 Director of Division Operations 
 Safety Advisor 
 Structural Advisor 
 
IT IS THE RESPONSIBILITY OF TEAM LEADERS TO NOTIFY ALL MEMBERS OF THEIR TEAM: 
 
First-Aid Director   First-Aid Station Teams 
     Morgue Team Leader 
 
Public Information Director  HOA Board Liaison or Alternate Board Liaison 
     SCSH General Manage 

Director of Logistics Team 
 
Director of Team Operations  Search and Rescue Team Leader 
     Generator Team Leader 
     Gate Team Leader 
 
Director of Division Operations Director of Finance/Administration (F/A) 
     Radio Team Leader 
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Logistics Director   Resource Team Leader  
     Volunteer Coordinator  
     Transcribers 
     Transportation Team Leader 
 
Director of Finance/Administration Situation Analysis Team / Activator 
     Planning Team / Activator 
     Documentation Team / Activator  
     Finance Team / Activator 
 
Activators    Division Directors 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 44 of 54 SCSH Emergency Preparedness Plan
 Augus

 Revision: 8/2016 -- JK  

Section III: Possible Emergency Scenarios 

Scenario for Partial Activation of Emergency Procedures 
(Example: A partial blackout of a portion of Sun City) 

1. An Emergency Preparedness Sub-Committee (EPSC) member receives a telephone 
call concerning the incident and in turn notifies the EPSC Chairperson. 

2. EPSC Chairperson: 
a. Notifies Community Safety Director who notifies contract security firm 

personnel, who in turn notify fire and police departments. 
b. Notifies Board Liaison. 
c. Activates a portion of the Notification Procedure pertaining to the EPSC. 

Committee meets at the Emergency Operation Center (EOC) to quickly 
evaluate emergency. Determines what area is affected. 

3. Committee activates Incident Command Structure (ICS). 
4. ICS Commander orders limited activation of: 

a. First-Aid Director(s) 
b. Division Directors 

5. Notification of activated personnel occurs; necessary equipment is distributed. 
6. Activity is documented. 
7. ICS deactivates and control reverts to EPSC. 

 

Scenario for Total Activation of Emergency Procedures 
(Example: A major earthquake with epicenter 3.5 miles northeast of Sun City) 

1. Earthquake occurs. Obvious damage to residences and structures in Sun City. 
Event affects all residents of Sun City. 

2. Chairperson activates portion of notification procedure pertaining to the EPSC. 
3. Committee meets and quickly agrees that incident is community-wide. Incident 

Command Structure activates. 
4. The Incident Command Teams are activated through the Notification Procedure. 
5. All Division teams and First Aid Stations draw equipment. 
6. First Aid Stations send runners to Emergency Operation Center (EOC) to draw 

medical bags and radios if needed. 
7. “HAM” radio operators establish communications with Riverside County 

emergency personnel, and other INCA communities. 
8. Generator team powers EOC for operation and sets up power at First Aid 

Stations as required 
9. Continuous operation of all ICS teams as well as EOC, First Aid Stations, 

Division Directors, Block Captain Coordinators, Block Captains and Assistant 
Block Captains. 

10. Generator team establishes lighted areas at selected places. 
11. All teams document their activities. 
12. Aftershocks cause no further damage or injuries. 
13. All volunteers go on a rotation system so efforts can continue 24 hours a day. 
14. All casualties are evacuated; normal power is  returned. 
15. At some point, some of the teams deactivate; remainder goes on standby. 
16. At some point the ICS Staff determines the event is over for the Sun City EOC. 
17. All First-Aid bags, radios and other equipment are returned to EOC and put 

away. 
18. Documentation of activities is completed. 
19. ICS deactivates and control reverts to EPSC. 
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