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Appendix C
Emergency Shelter Operations Team

Charter

In order for the Agency to meet the emergency preparedness requirement, the Emergency Shelter Operations Team (ESOT) has been established and will develop policies and protocols for the readiness and operation of Emergency Shelters. These may include, but are not necessarily limited to, the following:

Agency readiness for sheltering during disasters

· Ensure appropriate staff are trained according to the NIMS (National Incident Management System) guidelines

· Create and maintain the Emergency Shelter Procedures Handbook

· Maintain updated staff contact/information list including emergency contact information, status of training in sheltering, special skills, etc.

· Recruit participants for mock disaster exercises
· Participate in the review ESF6 (Emergency Support Function #6) of the local government emergency operations policy and procedures as requested by the EOM (Emergency Operations Manager) 
· Perform other duties as may be required for the smooth operation of disaster shelter management

ESOT members include: Current FMFT members, Director, both Assistant Directors, Chief of Business Services, UVA Program Manager and (Lisa Jordan’s title). 
Appendix D
Legal Authority 

1. Title 44, Chapter 3.2-The Emergency Services and Disaster Law of 2000, as Amended -defines the powers and duties of the Governor and of political subdivisions, establishes the Department of Emergency Management, defines emergency declarations, the duties of emergency management organizations and joins Virginia to the national Emergency Management Assistance Compact.  In particular, LDSS role in Emergency Management may be inferred from § 44-146.19 and § 44-126.24.
2. Title 44, Chapter 3.3-The Transportation of Hazardous Radioactive Materials- authorizes VDEM to monitor transportation of hazardous radioactive materials within the Commonwealth.
3. Title 44, Chapter 3.4-Funding for State and Local Government Radiological Emergency Preparedness- authorizes payment of fees to the Commonwealth by the owner of each nuclear power station in Virginia.
4. Title 44, Chapter 3.5-Virginia Hazardous Materials Emergency Response Program- establishes the VDEM regional hazardous materials incident response program.
Additional statutes provide oversight and coordination for elements of the Commonwealth’s emergency management program.

1.  §2.2-304- establishes the Office of Commonwealth Preparedness to work with and through others (federal, state, local, private and voluntary) to develop a seamless, coordinated security and preparedness strategy and implementation plan for the Commonwealth.
2. §2.2-306- establishes the Secure Virginia Panel with authority to monitor and assess the implementation of statewide prevention, preparedness, response and recovery initiatives.
3. §2.2-205.1.E- authorizes the Governor to direct the Secretary of Commerce and Trade to activate a disaster-specific Economic Crisis Task Force to coordinate the resources to plan and implement a strategy for long-term community recovery.
4. §10.1-602- authorizes the Department of Conservation and Recreation to develop a flood protection plan for the Commonwealth and serve as the coordinator of all flood protection programs and activities, including the FEMA National Flood Insurance Program and the federal flood protection programs of the USACE and USGS.
5. §44-146.18 amended and reenacted. The Virginia Department of Emergency Management shall in the administration of emergency services and disaster preparedness programs:  Develop an emergency response plan to address the needs of individuals with household pets and service animals in the event of a disaster and assist and coordinate with local agencies in developing an emergency response plan for household pets and service animals.

Federal Statutes.  There are numerous federal statutes and references which are included in the National Response Plan.  Listed below are a number of specific federal statutes and references that have particular applicability to Emergency Management and may have applicability to local emergency management activities.

1. The Stafford Act – The Robert T. Staff Disaster Relief and Emergency Assistance Act, 93 Public Law No. 288 Stat. 143, as amended, establishes the programs and processes for the federal government to provide disaster and emergency assistance to state, local governments, tribal nations, individuals and qualified private non-profit organizations at the request of the  Governor.  The Stafford Act is defined by the Code of Federal Regulations (CFR) 44.

2. The Homeland Security Act of 2002, Public Law 107-296, 116 Stat. 2135 (2002) established the Department of Homeland Security with primary missions to prevent terrorist attacks, reduce the vulnerability of the US to terrorism at home, minimize the damage and assist in the recovery from terrorist attacks that occur and act as the focal point regarding natural and manmade crises and emergency planning.

3. The Public Health Security and Bioterrorism Preparedness and Response Act of 2002, Public Law 107-188, 116 Stat.294 (2002) is designed to improve the ability of the US to prevent, prepare for, and respond to bioterrorism and other public health emergencies.

4. The National Emergencies Act, 50 U.S.C. §§1601-1651 (2003) establishes procedures for the Presidential declaration and termination of national emergencies.

5. The Comprehensive Environmental Response, Compensation, and Liability Act, 42 U.S.C. §§9601-9675 (2002) and the Federal Water Pollution Control Act (Clean Water Act) establish broad federal authority to respond to releases or threats of releases of hazardous substances and pollutants or contaminants that may present an imminent and substantial danger to public health or welfare and to discharges of oil.

6. The Public Health Service Act, 42 U.S.C. §§201 et.seq, provides that the Secretary of Health and Human Services may declare a public health emergency under certain conditions.

7. The Flood Control and Coastal Emergencies Act, 33 U.S.C. §§701 (2002) authorizes an emergency fund for the U.S. Army Corps of Engineers for preparation for emergency response to natural disasters, flood fighting and rescue operations.

8. The Robert T. Stafford Disaster Relief and Emergency Assistance Act:  FEMA 592 April, 2007.  Also known as the Pets Evacuation and Transportation Standards Act (P.E.T.S.) Sec. 613. Contributions for Personnel and Administrative Expenses (42 U.S.C. 5196b)
(g) Standards for State and Local emergency Preparedness Operational Plans – In approving standards for State and local emergency preparedness operational plans pursuant to subsection (b)(3), the Director shall ensure that such plans take into account the needs of individuals with household pets and service animals prior to, during, and following a major disaster or emergency.

 9.  Department of Homeland Security Appropriation Act, 2007, Public Law 100-295, 120, 

      Stat. 1355 (2006), Sec. 536. The Department of Homeland Security shall, in approving standards for State and local emergency preparedness operational plans under section613 (b) (3) of the Robert T. Stafford Disaster and Emergency Assistance Act (42 U.S.C.  5196b (b) (3)), account for the needs and individuals and household pets and service  animals before, during and following a major disaster or emergency:  Provided, that Federal agencies may provide assistance as described in section 403(a) of the Robert T. Stafford Disaster and Emergency Assistance Act (42 U.S.C. 5170b (a)) to carry out plans described in the previous proviso. 
Appendix E
Training
Training requirements based on FEMA website at time of development of this handbook.  http://www.training.fema.gov/IS/NIMS.asp
Check with your EOC regarding training requirements for your locality.

i. Suggested Training for all staff including contract and temporary staff. 
· IS-700.a – National Incident Management System (NIMS), an Introduction
ii. Suggested Training for all first-level supervisors and above (including contract and temporary staff assigned to these supervisory responsibilities)
· IS-800.b – National Response Framework, An Introduction
· IS-100.b – Introduction to Incident Command System
· IS-200.b – ICS for Single Resources and Initial Action Incidents
v. EWA Phoenix online Registration 

vi. Handbook

i. Recommended Training.   The following training is recommended but not required and can be accessed through http://www.vaemergency.com/em/training
· Basic Public Information Officer training (Shelter Manager)
· IS-7         A Citizen’s Guide to Disaster Assistance
· IS-10.a    Animals in Disasters:  Awareness and Preparedness
· IS-11.a    Animals in Disasters:  Community Planning
· IS-244.a  Developing and Managing Volunteers
· IS-366     Planning for the Needs of Children in Disasters
· IS-806     Emergency Support Function (ESF) #6 – Mass Care,   
                     Emergency Assistance, Housing, and Human Services

Appendix F
SHELTER MANAGER’S KIT

As part of its disaster preparedness, the agency should keep on hand one or more pre-packed shelter kit(s). The list below shows the contents of a kit adequate for a shelter housing 100 persons. However, this list is meant to be a sample only. A footlocker or large insulated plastic ice chest makes a good container for the kit. Only items that have an indefinite shelf life should be placed in pre-packed kits. Other items such as batteries should be readily available for insertion in kits before use. Pre-packed shelter kits should be inventoried annually to ensure that items are in good condition.

	Red Cross Materials: 

2 pack 50 Disaster Shelter Registration Forms (F5972)

2 pack/5 Disaster Relief With Blank Block (P928)

1 pack/5 Sign Strips (P926)

1 pack/5 Utility Pole ID (P949)

1 pack/5 All Disaster Help is Free 24” X 36” (P902A)

Red Cross Worker ID: 20 Temporary Name Badges (F6712) shipped in 150 packs and holders

                                   Vests (320176) or other identification/apparel used by the chapter

Office Supplies:

12 Pencils                           
1 box thumbtacks

12 Ball Point Pens               
2 rolls masking tape

1 package 3”X5” cards      
1 pencil sharpener               
1 roll scotch tape
24 file folders
2 clip boards                      
2 Staplers                            
1 package rubber bands
1 box staples
4 paper tablets         
1 pad of easel paper
1 pair scissors
2 boxes paper clips             
1 package carbon paper       
1  3-ring binder with tab dividers
1 whistle
1 manual hole punch           
1 roll orange tape for traffic control
2 large black magic markers  
Other Items:

1 Box trash bags                 
1 flashlight

2 rolls paper towels            
1 electric lantern
1 package paper napkins     
2 flashlight batteries
1 box safety pins                  
1 lantern battery
1 bottle all purpose cleaner
1 battery operated radio
Language cards

Local phone book

 Toiletries:     

1 package disposable diapers
1 box sanitary napkins
2 boxes facial tissues
6 rolls toilet tissue
1 package antiseptic pre-moistened moist wipes (40)
                                                   


Appendix G
Suggested {Insert name of Health District here} Contents of Supply Box for Emergency Shelter
SUPPLIES:

Medical staff vests

Walkie talkies (pulled from cache) 

Clipboard

Permanent marker

Legal pad 

Scissors

Pad of Progress Notes

Whiteboard markers 

Box of black pens

Box of paper clips

Stapler

1 roll of scotch tape 

Box of red pens

1 pad of large yellow post its

Nametags

2 flashlights (working) with batteries installed

1 powerstrip 

1 portable radio with batteries

1 Swiss Army knife 

1 CPR mask

Masks

1 adult aneroid BP cuff

1 large adult aneroid BP cuff

1 child aneroid BP cuff

2 stethoscopes 

1 glucometer

Lancets for glucometer

Glucose test strips
5 digital thermometers

Disposable thermometer sheaths

Tweezers

Bandage scissors

2 large red hazardous waste bags

1 small Sharps container

2 large black trash bags

1 roll masking tape

2 bottles of hand sanitizer

1 bottle of normal saline

1 roll of paper towels

1 box of tissues

2 rolls of toilet paper

Kotex/tampons

1 container of Caviwipes 

1 package of blue pads

1 box of small vinyl gloves

1 box of medium vinyl gloves

1 box of large vinyl gloves

1 box of gauze 4 x 4s 

1 box of gauze 2x2s

1 roll of  ½ in. paper tape

3 ACE bandages

1 package of large safety pins

2 triangular bandages

2 cold packs

2 rolls of gauze

1 package of assorted size adhesive pads

2 boxes of 100 band aides

Bag of 100 tongue blades

Bag of 500 cotton balls

Box of 50 baby wipes

Box of 200 alcohol swabs

Sugar packets

Disposable drinking cups

6 pack of water

1 package adult diapers

1 box straws

5 Emesis basins

 (50) Individual doses of 325 mg of Aspirin

(50) 2 pill packet 325 mg of Tylenol

(50) 1 pill packet 500 mg of Tylenol

Hydrocortisone

Neosporin 

Vaseline

Benadryl

Atarax

 Children’s Tylenol

Baby Tylenol (liquid)

Antacid tabs

DOCUMENTS:

· Annex P: Shelter response Plan

· The American Red Cross Disaster Health Services Protocols

· Virginia Department of Health Nursing Directives/Guidelines

· Phone list for Health Dept. staff

· Phone numbers of local hospitals and pharmacies

· Binder with multiple Health Assessment forms printed out

BOOKS: 

Control of Communicable Diseases Manual

A nursing drug book
Appendix H
Vulnerable or Special Medical Needs Populations
Licensed facilities (ALF’s, Nursing Homes, Group Homes, etc) are required to develop a plan for emergencies.  Given that the LDSS often has responsibility for shelter operations in a locality, it is critical to determine if local plans are adequate and responsive to the needs of the vulnerable population.  Don’t wait for the emergency to happen to determine if a licensed facility in your locality has a plan and one that is tested regularly.  Determine who has lead for this in your community (Health Department, OEM, etc) and ensure that this is addressed.

To determine the licensed facilities in your community use the following links:

www.dss.virginia.gov/facility/search/alf.cqi
http://www.vdh.virginia.gov/OLC/Facilities/
http://www.dbhds.virginia.gov/LPSS/LPSS.aspx
The following facilities are licensed by VDSS:

Assisted Living Facilities

Family Day Homes

Child Day Centers

Children’s Residential Facilities

Adult Day Care Centers

ASSISTED LIVING FACILITIES 22 VAC 40-72 
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PART IX.

EMERGENCY PREPAREDNESS.

22 VAC 40-72-930. Emergency preparedness and response plan.

A. The facility shall develop a written emergency preparedness and response plan that shall address:

1. Documentation of contact with the local emergency coordinator to determine

(i) local disaster risks, (ii) communitywide plans to address different disasters and emergency situations, and (iii) assistance, if any, that the local emergency management office will provide to the facility in an emergency.

2. Analysis of the facility's potential hazards, including severe weather, fire, loss of utilities, flooding, work place violence or terrorism, severe injuries, or other emergencies that would disrupt normal operation of the facility.

3. Written emergency management policies outlining specific responsibilities for provision of:

a. Administrative direction and management of response activities;

b. Coordination of logistics during the emergency;

c. Communications;

d. Life safety of residents, staff, volunteers, and visitors;

e. Property protection;

f. Continued provision of services to residents;

g. Community resource accessibility; and

h. Recovery and restoration.

4. Written emergency response procedures for assessing the situation; protecting residents, staff, volunteers, visitors, equipment, medications, and vital records; and restoring services. Emergency procedures shall address:

a. Alerting emergency personnel and facility staff;

b. Warning and notification of residents, including sounding of alarms when appropriate;

c. Providing emergency access to secure areas and opening locked doors;

d. Conducting evacuations and sheltering in place, as appropriate, and accounting for all residents;

e. Locating and shutting off utilities when necessary;

f. Maintaining and operating emergency equipment effectively and safely;

g. Communicating with staff and community emergency responders during the emergency; and

h. Conducting relocations to emergency shelters or alternative sites when necessary and accounting for all residents.

5. Supporting documents that would be needed in an emergency, including emergency call lists, building and site maps necessary to shut off utilities, memoranda of understanding with relocation sites, and list of major resources such as suppliers of emergency equipment.

B. Staff and volunteers shall be knowledgeable in and prepared to implement the emergency preparedness plan in the event of an emergency.

C. The facility shall develop and implement an orientation and quarterly review on the emergency preparedness and response plan for all staff, residents, and volunteers. The orientation and review shall cover responsibilities for:

1. Alerting emergency personnel and sounding alarms;

2. Implementing evacuation, shelter in place, and relocation procedures;

3. Using, maintaining, and operating emergency equipment;

4. Accessing emergency medical information, equipment, and medications for residents;

5. Locating and shutting off utilities; and

6. Utilizing community support services.

D. The facility shall review the emergency preparedness plan annually or more often as needed and make necessary revisions. Such revisions shall be communicated to staff, residents, and volunteers and incorporated into the orientation and quarterly review for staff, residents, and volunteers.

E. In the event of a disaster, fire, emergency or any other condition that may jeopardize the health, safety and welfare of residents, the facility shall take appropriate action to protect the health, safety and welfare of the residents and take appropriate actions to remedy the conditions as soon as possible.

F. After the disaster/emergency is stabilized, the facility shall:

1. Notify family members and legal representatives; and

2. Report the disaster/emergency to the regional licensing office by the next working day as specified in 22 VAC 40-72-100.

22 VAC 40-72-940. Fire and emergency evacuation plan.

A. Assisted living facilities shall have a written plan for fire and emergency evacuation that is to be followed in the event of a fire or other emergency. The plan shall be approved by the appropriate fire official.

B. A fire and emergency evacuation drawing shall be posted in a conspicuous place on each floor of each building used by residents. The drawing shall show primary and secondary escape routes, areas of refuge, assembly areas, telephones, fire alarm boxes, and fire extinguishers, as appropriate.

C. The telephone numbers for the fire department, rescue squad or ambulance, police, and Poison Control Center shall be posted by each telephone shown on the fire and emergency evacuation plan.

D. An assisted living facilities where all outgoing telephone calls must be placed through a central switchboard located on the premises, this information may be posted by the switchboard rather than by each telephone, providing this switchboard is manned 24 hours each day.

E. Staff and volunteers shall be fully informed of the approved fire and emergency evacuation plan, including their duties, and the location and operation of fire extinguishers, fire alarm boxes, and any other available emergency equipment.

22 VAC 40-72-950. Fire and emergency evacuation drills.

A. Fire and emergency evacuation drill frequency and participation shall be in accordance with the current edition of the Virginia Statewide Fire Prevention Code (13

VAC 5-51). The drills required for each shift in a quarter shall not be conducted in the same month.

B. Additional fire and emergency evacuation drills may be held at the discretion of the administrator or licensing inspector and must be held when there is any reason to question whether the requirements of the approved fire and emergency evacuation plan can be met.

C. Each required fire and emergency evacuation drill shall be unannounced.

D. Immediately following each required fire and emergency evacuation drill, there shall be an evaluation of the drill by the staff in order to determine the effectiveness of the drill. The licensee or administrator shall immediately correct any problems identified in the evaluation.

E. A record of the required fire and emergency evacuation drills shall be kept in the facility for two years. Such record shall include:

1. Identity of the person conducting the drill;

2. The date and time of the drill;

3. The method used for notification of the drill;

4. The number of staff participating;

5. The number of residents participating;

6. Any special conditions simulated;

7. The time it took to complete the drill;

8. Weather conditions; and

9. Problems encountered, if any.

22 VAC 40-72-960. Emergency equipment and supplies. 

A. A complete first aid kit shall be on hand at the facility, located in a designated place that is easily accessible to staff but not to residents. Items with expiration dates must not have dates that have already passed. The kit shall include, but not be limited to, the following items:

1. Activated charcoal (use only if instructed by physician or Poison Control

Center);

2. Adhesive tape;

3. Antiseptic ointment;

4. Band-aids (assorted sizes);

5. Blankets (disposable or other);

6. Disposable single use breathing barriers/shields for use with rescue breathing or CPR (CPR mask or other type);

7. Cold pack;

8. Disposable single use waterproof gloves;

9. Gauze pads and roller gauze (assorted sizes);

10. Hand cleaner (e.g., waterless hand sanitizer or antiseptic towelettes);

11. Plastic bags;

12. Scissors;

13. Small flashlight and extra batteries;

14. Thermometer;

15. Triangular bandages;

16. Tweezers; and

17. The first aid instructional manual.

B. In facilities that have a motor vehicle that is used to transport residents and in a motor vehicle used for a field trip, there shall be a first aid kit on the vehicle, located in a designated place that is accessible to staff but not residents, that includes items as specified in subsection A of this section.

C. First aid kits shall be checked at least monthly to assure that all items are present and items with expiration dates are not past their expiration date.

D. Each facility with six or more residents shall be able to connect to a temporary emergency electrical power source for the provision of electricity during an interruption of the normal electric power supply. The installation of a connection for temporary electric power shall be in compliance with the Virginia Uniform Statewide Building Code,

13 VAC 5-63.

E. The following emergency lighting shall be available:

1. Flashlights or battery lanterns for general use.

2. One flashlight or battery lantern for each employee directly responsible for resident care who is on duty between 5 p.m. and 7 a.m.

3. One flashlight or battery lantern for each bedroom used by residents and for the living and dining area unless there is a provision for emergency lighting in the adjoining hallways.

4. The use of open flame lighting is prohibited.

F. There shall be an alternative form of communication in addition to the telephone such as a cell phone, two-way radio, or ham radio.

G. The facility shall ensure the availability of a 96-hour supply of emergency food and drinking water, and oxygen for residents using oxygen.

22 VAC 40-72-970. Plan for resident emergencies and practice exercise.

A. Assisted living facilities shall have a written plan for resident emergencies that includes:

1. Procedures for handling medical emergencies including identifying the staff person responsible for (i) calling the rescue squad, ambulance service, resident’s physician, or Poison Control Center, and (ii) providing first aid and CPR, when indicated.

2. Procedures for handling mental health emergencies such as, but not limited to, catastrophic reaction or the need for a temporary detention order.

3. Procedures for making pertinent medical information and history available to the rescue squad and hospital, including but not limited to information on medications and any advance directives.

4. Procedures to be followed in the event that a resident is missing, including but not limited to (i) involvement of facility staff, appropriate law-enforcement agency, and others as needed; (ii) areas to be searched; (iii) expectations upon locating the resident; and (iv) documentation of the event.

5. Procedures for notifying the resident’s family, legal representative, designated contact person, and any responsible social agency.

6. Procedures for notifying the regional licensing office as specified in 22 VAC 40-72-100.

B. At least once every six months, all staff on each shift shall participate in an exercise in which the procedures for resident emergencies are practiced. Documentation of each exercise shall be maintained in the facility for at least two years.

C. The plan for resident emergencies shall be readily available to all staff.

STANDARDS FOR LICENSED FAMILY DAY HOMES 22 VAC 40-111
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22 VAC 40-111-800. Emergency preparedness and response plan. 
A. The family day home shall have a written emergency preparedness and response plan that: 
1. Includes emergency evacuation, emergency relocation, and shelter-in-place procedures; 
Interpretation of § 800 A 1: "Evacuation" means movement of occupants out of the building to a safe area near the building. 
"Relocation" means movement of occupants of the building to a safe location away from the vicinity of the building. 
"Shelter-in-place" means movement of occupants of the building to designated protected spaces within the building. STATE BOARD OF SOCIAL SERVICES Page 98 of 121 
If you have further questions, please contact Annette Kelley with the Division of Licensing at (804) 726-7632 or email Annette.kelley@dss.virginia.gov
Appendix I
What to Bring to the shelter – staff “Go Bag”

You need to be prepared to stay at the shelter for an extended time.  Bring the following:

· Change of clothing

· Light jacket

· Medication (prescription)

· Reading material

· Sleeping gear

· Personal hygiene items (toothbrush, toothpaste, deodorant, etc)

· Other items you may want/need (phone charger, laptop & charger, crank radio, snacks, water, business cards, wallet, extra batteries, flashlight and hearing aid)

· For Shelter Managers: bring pocket ABC’s of Opening a Shelter guide

· Other personal items as desired or needed (make up, hairspray, hair holders, chapstick, sunglasses, etc)

· Emergency Contact information (personal) including important documents such as health insurance cards

Arrange childcare as you may be at the shelter for 2-3 days. Notify immediate family/friends of your destination and duration. Leave the telephone number of EOC or Shelter if known.  Make arrangements for the care of your pet. 

Shelter Team member’s “Go Bag” and/or Shelter Kit may also contain the following items: 
· Water, one gallon of water per person per day for at least three days, for drinking and sanitation

· Food, at least a three-day supply of non-perishable food 
· Battery-powered or hand crank radio and a NOAA Weather Radio with tone alert and extra batteries for both 
· Extra batteries 
· First aid kit 
· Whistle to signal for help 
· Dust mask, to help filter contaminated air and plastic sheeting and duct tape to shelter-in-place 
· Moist towelettes, garbage bags and plastic ties for personal sanitation 
· Wrench or pliers to turn off utilities 
· Can opener for food (if kit contains canned food) 
· Local maps 
· Glasses 
· Infant formula and diapers 
· Important family documents such as copies of insurance policies, identification and bank account records in a waterproof, portable container 
· Cash or traveler's checks and change 
· Emergency reference material such as a first aid book or information from www.ready.gov 
· Sleeping bag or warm blanket for each person. Consider additional bedding if you live in a cold-weather climate. 
· Complete change of clothing including a long sleeved shirt, long pants and sturdy shoes. Consider additional clothing if you live in a cold-weather climate.
· Household chlorine bleach and medicine dropper—when diluted nine parts water to one part bleach, bleach can be used as a disinfectant. Or in an emergency, you can use it to treat water by using 16 drops of regular household liquid bleach per gallon of water. Do not use scented, color safe or bleaches with added cleaners. 
· Fire extinguisher 
· Matches in a waterproof container 
· Mess kits, paper cups, plates and plastic utensils, and paper towels
· Paper and pencil 
· Books, games, puzzles, or other activities for children

Appendix J
What to bring to the shelter – evacuees
(At least 3 days supply)

List:

a. Medication (prescription)

b. Clean clothes

c. Personal Items (towel/washcloth, soap, shampoo, deodorant, tooth brush, tooth paste, etc)

d. Formula and baby food

e. Diapers for children and adults

f. Sleeping bag or bedding for everyone in the family

g. Special dietary food

h. Medical equipment such as:

i. Oxygen

ii. Wheelchair, walker, cane

iii. Diabetic Supplies (Glucometer, insulin, medications)

i. Important papers, such as

i. ID

ii. Name, address and phone number of your physician

iii. Name, address and phone number of relatives not living in area

j. Miscellaneous items, such as

i. Games, cards, flashlights, battery powered radios, books

k. If using pet shelter bring proof of vaccinations including rabies in addition to crate for the animal if available.

Appendix K
Albemarle County 
SHELTER RULES

1. All occupants of the Emergency Shelter must register with the Shelter Team.  

2. For accountability purposes, we ask that you sign in and out of the shelter each time you enter and leave the building.
3. While a resident of this shelter, we ask that you treat other residents and members of our shelter staff with dignity and respect.  Belligerent, abusive language or violent behavior will not be permitted at any time.  Offenders will be asked to leave the shelter.  

4. Please provide any information impacting shelter operations and evacuees to members of the shelter staff. 

5. In the interest of providing security and protecting the confidentiality of evacuees, no pictures will be taken inside the shelter.  This includes pictures taken from cell phones, and other personal communications equipment.

6. Evacuees are responsible for the security of their belongings.  Valuables should be locked in your automobiles or carried on your persons.  The Emergency Shelter Staff is not responsible for the loss, theft or damage of your personal property.

7. Parents are responsible for their children.  Please do not leave children unattended.

8. Please adhere to posted quiet time:  _______________________________

9. If you have a medical condition, please register/notify the nurse.

10. Firearms and other weapons of any type are not allowed in the shelter

11. Smoking is limited to designated areas outside the facility.  Smoking is not allowed inside the building.

12. Possession and/or use of alcohol and illegal substances are forbidden.  

13. All food should be consumed in areas designated for eating.  Exceptions to this policy must be coordinated in advance and approved by the Shelter Manager.

14. Open flames or any other form of cooking in the shelter is not allowed.   
15. Service animals are permitted in the shelter.  These are working animals – not pets.  All evacuees are asked to stay away from service animals.  These animals are normally recognized by a vest, harness or through the performance of a service readily identifiable 
16. Pets are allowed only at the discretion of the Shelter Manager.  Pets are restricted to a designated area of the facility and are not allowed in the resident shelter areas.  
17. We ask that any individual listed in the Virginia Sex Offender and Crimes Against Minors Registry notify the shelter management of their registry status.  You can speak with any shelter staff or security member to comply.

Appendix L
Albemarle County Social Services 
RULES FOR PETS
As the owner/guardian of a pet who is taking shelter in a Charlottesville-Albemarle County-University of Virginia emergency shelter facility, I agree that I will:

1. 
Report to the designated pet registration location prior to the impact of the storm.

2. 
Maintain personal and pet identification information on myself, my animal, and its cage.

3. 
Provide an appropriate animal crate or cage for pets (except for service animals)
4. 
Provide written proof of current rabies and distemper vaccinations.

5. 
Recognize that pets are not permitted to enter “resident shelter areas”. There are designated “shelter areas” for residents and designated “shelter areas” for animals (except for service animals)
6. 
Feed, water, sanitize and exercise my pet on a scheduled frequency of no less that twice daily until the arrival/departure of 45 mph winds.

7. 
Properly and immediately dispose of any waste created by my pets.

8. 
Properly leash my pet when it is outside of the cage.

9. 
Not permit other shelter occupants to handle or approach my animal(s).

10. 
Keep cage doors latched and firmly secured.

11. 
Recognize that animals demonstrating unruly or aggressive behavior, showing signs of contagious disease, or are infected by parasites (fleas, ticks, lice, etc.) may not be accepted.

12. 
Recognize that failure to follow these rules may result in the removal of the animal(s).

13. 
Know that animals found in the shelter, abandoned or without an owner/guardian present, are relocated to Albemarle SPCA. Final disposition is left to the discretion of Albemarle SPCA.

14. 
Understand that exotic animals are not permitted in Charlottesville-Albemarle County-University of Virginia emergency shelters.

15. 
Recognize that I am responsible for any and all damages caused by my animal.

16. 
Acknowledge that I am liable in the event that my pet injures any person or animal.

17. 
Realize that weather, security, and safety considerations, may preclude me sheltering with or visiting my pet.
  ____________________________                                            ___________________

                                     Signature of Pet Owner(s)                                                                                                                                                        Date
Appendix M
Sample Job Descriptions

Shelter Manager/Supervisor

The Shelter Manager shall oversee all shelter operations and be the point of contact between the shelter, the EOC, and the community at large.  Specific responsibilities shall include:

Outside of shelter duties, the shelter managers shall:

· Maintain current phone lists for their shelter teams

· Organize meetings with their teams as needed to debrief following a crisis, to restock necessary supplies and forms, to process any team changes or issues that arise, etc.

· Maintain updated information about shelter locations, and ensure that shelter team members have current packets and updated information on rules, regulations, school locations, etc.

Upon receiving notification that a shelter must open, the shelter manager shall:

· Determine staff needs and shelter locations with the EOC, establish which agencies will be providing staff support for the shelter, coordinate opening time and contact person at the school

· Contact all staff on the Shelter Support team to activate the team

· Organize any last minute supplies that might be needed depending on the nature of the shelter operation. 

Upon arriving at the shelter, the shelter manager shall:

· Contact EOC to notify them that you have arrived at the shelter

· Immediately locate and identify the entrance to the shelter, ensure that all other exits are secure, and if possible locate the contact person for the school to confirm the layout of the building and the designated areas.

· Set up a registration table to begin registering evacuees (should they arrive early) immediately

· When shelter support team is present, hold a meeting to review the following:

· Review building layout and areas designated for registration, sleeping (staff and evacuees), communications, eating, activities, supplies location, etc. and make signs/hang signs for each location – mark “off limits” areas if any exist

· Roles and responsibilities, how shifts will be scheduled, etc.

· Review rules, schedule for eating/sleeping, etc.

· Ensure staff have on their turnout gear and IDs

· Initial assessment of supplies and food to determine what may need to be brought in or designate staff to make purchases if needed

· Manager will make contact with the EOC immediately following the initial meeting to let them know the staff headcount and that the shelter is ready for opening

· The shelter manager will be the point of contact with the media and will be the only source of communication with the media.  The manager will ensure with security that media are not permitted in the shelter and will notify EOC when media have approached the shelter.  

· As staff is assigned to different locations, they will provide updates to the manager on an hourly basis with regard to the activities taking place in their locations and what their needs are (food, supplies, etc.)

· If shift changes occur, manager will hold two meetings at the end of shelter operations – one with the incoming team to review how the previous shift went and one with the outgoing team to debrief.  

· When the shelter is ready to close, the shelter manager will meet with shelter staff after evacuees have left to ensure all closing tasks have been completed and to debrief before heading out.  Each designated area in the shelter will be responsible for closing down their section and the manager will assist where needed.  As the shelter is being closed, the shelter manager will conduct a walk-thru of the shelter (preferably with the school personnel) to ensure that entrances/exits are secured, that all supplies are collected and that all persons have left the building. The manager will collect all registrations and staff logs and any receipts for food or other items purchased.  

· The shelter manager will be responsible for tending to and addressing any personnel issues that arise during the shelter’s operation, both to resolve the immediate circumstance and to address with the workers’ supervisors after shelter operations have ceased should the need arise.

Registrar

Head Registrar Responsibilities:

· Secure other staff and volunteers to assist with registration

· Establish a filing procedure for all registration cards in alpha order

· Register all staff in the shelter

· DSS, Health Dept., Parks and Recreation, Mental Health, Red Cross, Sheriff’s Dept., Fire Dept., School Personnel and Clergy

· Establish and maintain an official “staff” log to include name, agency, time in, time out and total number of staff hours worked in the shelter. This log will be utilized as the official record to pay overtime and compensation to staff

· Ensure registration of all evacuees that enter the shelter

· Ensure deregistration of all evacuees and staff as they leave the shelter (other than shelter closing)

· Maintain an accurate count of all staff and evacuees in the shelter in order to report to the EOC hourly

· Supervise registrars and volunteers

Staff’s Tasks and Duties:

1. Insure necessary office supplies and tables are equipped for  

registration purposes to include, but not limited to adequate amounts of: pencils, pens, registration forms, etc.

2. Instruct staff and evacuees on filling out registration forms (assist only when necessary) and a personal inventory form. 

3. Upon completion of registration form, give an information sheet with shelter rules and regulations and a map of the permitted and restricted shelter areas will be given and explained (one separate for staff and one separate for evacuees). 

4. Assure that all evacuees are registered before entering shelter areas.

5. Deregister (maintain a name list) of any evacuee registered but not 

remaining in the shelter.  Intended destination will also be very beneficial for inquiries.

6. Maintain copies of shelter work schedules and report to shelter 

     supervisor if personnel do not report to work shift.

7. Establish and maintain a shelter log during shelter operations.  This log should include significant developments, problems and actions taken, i.e., births, deaths, health problems, and other dates to preclude legal cases in the post-shelter period. Communications

STAFF ASSIGNED TO COMMUNICATIONS ARE RESPONSIBLE FOR:

· Establishing and maintaining a communications channel between the Shelter and the Emergency Operations Center.  This staff person will be tasked with making sure that all cell phones, landline phones, e-mail links, and pagers are functional and operational within the shelter.

· Establishing a method of communication between the Shelter Manager and the EOC. 

· Establishing a method of communication between the Shelter Manager and the Shelter staff.

· Establishing a method of communication between the Shelter Manager and the evacuee population.  This most likely would be the public address system.

· Establishing and maintaining a log of all communications in regard to the sheltering operation.  Log should list time and date of all incoming and outgoing communications to the EOC, the general public and the media.

·  Acting as a liaison between the shelter staff and the media, volunteers, evacuees and general population.

TASKS AND DUTIES

1. When the shelter is activated the Communications Officer will assess the communication situation and establish a channel with the EOC. The Communication Officer will advise the EOC and the Shelter Manager as to what type of communication devices are going to be used.

2. The Communications Officer will advise all interested parties as to the particular “phone numbers, etc.” to be used for communication purposes.

3. The Communications Officer will ensure that a telephone landline within the Shelter is used solely for Shelter communications.  This landline is not to be used by the Shelter staff or the evacuees for personal communication.

4. The Communication Officer will ensure that the PA system is usable in the Shelter.  If the PA system is not working it will be the Communication Officer’s responsibility to establish an alternate system for communication. This might be the use of a bull horn, etc. Use of the PA or alternate system is required for communicating with the staff and evacuees.

5. If the landline phone is disabled it will be the Communication Officer’s responsibility to ensure that an alternate method of communication remains active.  This might be a cell phone, radio device, etc.

6. The Communication Officer will work in conjunction with the Shelter Manager to ensure proper conveyances of information to the media and the public.

Security

Safety in Sleeping and Activity Areas

Responsibilities:

-
Establish and place signs indicating entries to main entrance, sleeping and activity areas

-
 Secure all entries and exits to shelter

-
 Place signs explaining regulations concerning smoking, use of candles,   

   
firearms/weapons, alcohol, drugs, explosives and noise volume for sleeping area.

-
Maintain communication with and direct any problems with evacuees and/or areas to 

   
law enforcement officials.

-
Establish security for shelter supplies, staff possessions and other secured areas in the 

   
 shelter.

-
 Supervise and set up sleeping area (cots, mats, etc.)

-
 Assess clothing/supply (blankets, etc) needs for evacuees

-
Maintain communication with Shelter manager and advise of regulations and 

   
procedures established

Tasks and Duties:

1. Notify appropriate personnel (law enforcement, shelter manager) of shelter entrance and all areas of shelter that will be occupied.

2. Ensure fire exits and entrances to shelter are clear of any obstruction and unlocked.

3. Ensure proper entrance/exit signs have been posted for shelter, sleeping and activity areas.

4. Recruit shelter members to monitor and secure all entrances/exits for shelter, sleeping and activity areas.

5. Communicate with law enforcement personnel rules concerning weapons, firearms, explosives, alcohol and drugs.

6. Communicate with Shelter Manager:

-Identify shelter team members monitoring entrances/exits to shelter, sleeping and activity areas

-Emergency escape procedures

-Establish rules and regulations for sleeping/activity areas

-Establish locations for shelter supplies, staff’s possessions and secured areas

7. Maintain order and discipline in the shelter at all times.  Problems to be considered are:

-Internal traffic and movement

-Alcohol and drugs

-Rumors and low morale

-Firearms and other weapons

-Sexual problems

-Hoarding of food and water or other supplies

-Theft

-Personality clashes

8.
Determine quantities and sizes of clothing needed to replace contaminated clothing.

9.  
Communicate and provide assessment and needs list to shelter supervisor.

Supply and Maintenance

STAFF ASSIGNED TO SUPPLY AND MAINTENANCE ARE RESPONSIBLE FOR:

All communications for needed supplies, etc. will be handled by the Shelter manager on duty to the EOC

-
Inventory of all supplies in the shelter upon arrival to include paper products, food (work with school personnel to make determination.

-
Ensure that supplies not utilized in the shelter operation are delivered to the appropriate authority such as Red Cross, etc.

-
Determine needs based upon population census.   

-
Receive and inventory incoming supplies, maintaining records of money spent and itemized lists of goods received and from whom.

-
Assess shelter’s physical layout, working with school staff to maintain comfort regarding lighting, heat, etc.

-
Develop meal schedule and coordinate feeding of shelter population.

-
Coordinate maintenance needs through school personnel and provide report to Shelter manager on duty.

-
Advise Shelter manager of supplies needed, menu and feeding schedule in order for coordination to occur with EOC.

Tasks and Duties:

1. Report food assessment to the shelter manager and update as needed.

2. Meet with school personnel to deliver meals.

3. Secure assistance from unassigned staff on duty or shelter population.

4. Determine if an alternate means of food preparation is needed due to lack of power after consultation with shelter manager.

5. Provide assessments to shelter manager in writing and update as needed. 
Department of Social Services
Emergency Operations Center Staff

DSS Staff assigned to the Emergency Operations Center coordinate emergency shelter site openings and closings.  Staff maintains statistical data regarding number of evacuees at each site and track events and areas of concern which are occurring at each site.  Staff communicates with appropriate members at the Emergency Operations Center regarding pertinent information for each site.  Staff man telephones to assist with any issues brought to the Emergency Operations Center which may be pertinent to shelter operations, or any other issues addressed by county residents.    Staff coordinates any logistical issues which may be within the abilities of the department to provide.

Duties of the DSS EOC Staff include:

· Coordinate opening and closing of needed emergency shelter sites.

· Track and report on numbers of evacuees housed at each site.

· Track and report on any area of concern at each site.

· Recommend openings of additional sites as determined necessary, and if opening is determined necessary and approved by the EOC, coordinate with appropriate Shelter Managers to ensure each site is manned properly and timely.

· Man telephone lines to assist whenever possible county residents who may be in need of assistance during the emergency.  Examples include coordinating transportation to sites for those unable to transport themselves, and assess situations which may be reported to the EOC by citizens and route the call to the appropriate individuals for additional help and support.

· Provide any available resources needed to assist in the emergency such as emergency social services, emergency lodging, and emergency clothing or supplies.

Appendix N
Emergency Shelter List

(Insert date here)
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	Wireless Internet Access (required for EWA Phoenix)
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Appendix O
Shelter Floor Plans

(insert here)

Appendix P
DIRECTIONS TO SHELTERS

(insert here)
Appendix Q
AFTER HOURS TELEPHONE NUMBERS

	Albemarle Police Department


	

	Albemarle Police Department Investigations



	

	Albemarle Social Services


	

	Transit

	

	Schools

	

	J & D Court Staff

	

	Child Abuse Hotline


	

	Region Ten Emergency/Crisis Intervention or Community Service Board
	

	Salvation Army


	

	Shelter for Abused Women
	


	UVA Hospital Main Number


	

	UVA Emergency Room (also Pediatric ER)


	

	Martha Jefferson Main Number


	

	Martha Jefferson Emergency Room


	

	Public Works


	

	Albemarle DSS Answering Service


	

	Other


	

	Other


	


Appendix R
Glossary

These terms and definitions apply to the Charlottesville-Albemarle County Emergency Shelter Operations Guidebook:
Amateur Radio Emergency Service (ARES/RACES): A public service organization of licensed amateur radio operators who have voluntarily registered their qualifications and equipment to provide emergency communications for public service events as needed.
Branch: The organizational level having functional or geographical responsibility for major aspects of incident operations. A Branch is organizationally situated between the Section Chief and the Division or Group in the Operations Section, and between the Section and Units in the Logistics Section. Branches are identified by the use of Roman numerals or by functional area. 

Chain of Command: The orderly line of authority within the ranks of the incident management organization. 

Chief: The Incident Command System title for individuals responsible for management of functional Sections: Operations, Planning, Logistics, Finance/Administration, and Intelligence/Investigations (if established as a separate Section). 

Declaration of Emergency: Whenever, in the opinion of the Governor, the safety and welfare of the people of the state require the exercise of extreme emergency measures due to a threatened or actual disaster, he may declare a state of emergency to exist. (Also see “Local Declaration of Emergency.”)

Director: The Incident Command System title for individuals responsible for supervision of a Branch.

Division: The organizational level having responsibility for operations within a defined geographic area. Divisions are established when the number of resources exceeds the manageable span of control of the Section Chief. See Group.
Emergency/Disaster/Incident: An event that demands a crisis response beyond the scope of any single line agency or service and that presents a threat to a community or larger area.  An emergency is usually an event that can be controlled within the scope of local capabilities; a major emergency or disaster usually requires resources beyond what is available locally.
Emergency Management Coordinator –Appointed official shared by the City of Charlottesville, the University of Virginia, and the County of Albemarle to monitor day-to-day activities of the emergency preparedness program.

Emergency Management/Response Personnel: Includes Federal, State, territorial, tribal, substate regional, and local governments, NGOs, private sector-organizations, critical infrastructure owners and operators, and all other organizations and individuals who assume an emergency management role. (Also known as emergency responder.) 

Emergency Operations Center (EOC): A facility from which government directs and controls its emergency operations; where information about the status of the emergency situation is officially collected, assimilated, and reported on; where coordination among response agencies takes place; and from which outside assistance is officially requested.

Emergency Operations Plan (EOP): A document which provides for a preplanned and coordinated response in the event of an emergency or disaster situation.
Emergency Support Function #6.  A grouping of government and private-sector capabilities into an organizational structure to provide the Mass Care, Housing, and Human Services support, resources, and program implementation for State, regional, local, and tribal government and nongovernmental organizational needs.

Finance/Administration Section: The Incident Command System Section responsible for all administrative and financial considerations surrounding an incident. 

Group: An organizational subdivision established to divide the incident management structure into functional areas of operation. Groups are composed of resources assembled to perform a special function not necessarily within a single geographic division. See Division. 

Hazardous Materials (HazMat): Substances or materials which may pose unreasonable risks to health, safety, property, or the environment when used, transported, stored or disposed of, which may include materials which are solid, liquid, or gas.  Hazardous materials may include toxic substances, flammable and ignitable materials, explosives, or corrosive materials, and radioactive materials.

Hazardous Materials Emergency Response Plan: The plan was developed in response to the requirements of Section 303 (a) of the Emergency Planning and Community Right-to-Know Act (Title III) of Superfund Amendments and Reauthorization Act of 1986.  It is intended to be a tool for our community’s use in recognizing the risks of a hazardous materials release, in evaluating our preparedness for such an event, and in planning our response and recovery actions.  This plan is separate from the county’s Emergency Operations Plan.

Incident Commander (IC): The individual responsible for all incident activities, including the development of strategies and tactics and the ordering and release of resources. The IC has overall authority and responsibility for conducting incident operations and is responsible for the management of all incident operations at the incident site. 

Incident Command Post (ICP): The field location where the primary functions are performed. The ICP may be co-located with the Incident Base or other incident facilities. 

Incident Command System (ICS): A standardized on-scene emergency management construct specifically designed to provide an integrated organizational structure that reflects the complexity and demands of single or multiple incidents, without being hindered by jurisdictional boundaries. ICS is the combination of facilities, equipment, personnel, procedures, and communications operating within a common organizational structure, designed to aid in the management of resources during incidents. It is used for all kinds of emergencies and is applicable to small as well as large and complex incidents. ICS is used by various jurisdictions and functional agencies, both public and private, to organize field-level incident management operations. 

Job Aid: Checklist or other visual aid intended to ensure that specific steps of completing a task or assignment are accomplished. 

Local Declaration of Emergency: The condition declared by the local governing body when, in its judgment, the threat or actual occurrence of a disaster is or threatens to be of sufficient severity and magnitude to warrant coordinated local government action to prevent, or alleviate loss of life, property damage, or hardship.  Only the Governor, upon petition of a local governing body, may declare a local emergency arising wholly or substantially out of a resource shortage when he deems the situation to be of sufficient magnitude to warrant coordinated local government action to prevent or alleviate the hardship or suffering threatened or caused thereby.

Logistics Section: The Incident Command System Section responsible for providing facilities, services, and material support for the incident. 

Mitigation: Activities providing a critical foundation in the effort to reduce the loss of life and property from natural and/or manmade disasters by avoiding or lessening the impact of a disaster and providing value to the public by creating safer communities. Mitigation seeks to fix the cycle of disaster damage, reconstruction, and repeated damage. These activities or actions, in most cases, will have a long-term sustained effect. 

Multijurisdictional Incident: An incident requiring action from multiple agencies that each have jurisdiction to manage certain aspects of an incident. In the Incident Command System, these incidents will be managed under a Unified Command. 

Mutual Aid Agreement or Assistance Agreement: Written or oral agreement between and among agencies/organizations and/or jurisdictions that provides a mechanism to quickly obtain emergency assistance in the form of personnel, equipment, materials, and other associated services. The primary objective is to facilitate rapid, short-term deployment of emergency support prior to, during, and/or after an incident.

National Incident Management System: A set of principles that provides a systematic, proactive approach guiding government agencies at all levels, nongovernmental organizations, and the private sector to work seamlessly to prevent, protect against, respond to, recover from, and mitigate the effects of incidents, regardless of cause, size, location, or complexity, in order to reduce the loss of life or property and harm to the environment.


National Response Framework: A guide to how the Nation conducts all-hazards response.

National Response Plan (NRP). Establishes a comprehensive all-hazards approach to enhance the ability of the United States to manage domestic incidents.  The plan incorporates best practices and procedures from incident management disciplines—homeland security, emergency management, law enforcement, firefighting, public works, public health, responder and recovery worker health and safety, emergency medical services, and the private sector—and integrates them into a unified structure.  It forms the basis of how the Federal Government coordinates with State, local and tribal governments and the private sector during incidents.

Operational Period: The time scheduled for executing a given set of operation actions, as specified in the Incident Action Plan. Operational periods can be of various lengths, although usually they last 12 to 24 hours.

Operations Section: The Incident Command System (ICS) Section responsible for all tactical incident operations and implementation of the Incident Action Plan. In ICS, the Operations Section normally includes subordinate Branches, Divisions, and/or Groups. 

Plain Language: Communication that can be understood by the intended audience and meets the purpose of the communicator. For the purpose of the National Incident Management System, plain language is designed to eliminate or limit the use of codes and acronyms, as appropriate, during incident response involving more than a single agency. 

Planning Section: The Incident Command System Section responsible for the collection, evaluation, and dissemination of operational information related to the incident, and for the preparation and documentation of the Incident Action Plan. This Section also maintains information on the current and forecasted situation and on the status of resources assigned to the incident.

Preparedness: A continuous cycle of planning, organizing, training, equipping, exercising, evaluating, and taking corrective action in an effort to ensure effective coordination during incident response. Within the National Incident Management System, preparedness focuses on the following elements: planning; procedures and protocols; training and exercises; personnel qualification and certification; and equipment certification. 

Presidential Declaration: A presidential declaration frees up various sources of assistance from the Federal government based on the nature of the request from the governor.
Reasonable Accommodation/Reasonable Modification.  In general, an accommodation is any change to the rules, policies, procedures, environment, or in the way things are customarily done that enables an individual with a disability to enjoy greater participation.  A requested accommodation is unreasonable if it poses an undue financial or administrative burden or a fundamental alteration in the program or service.

Recovery: The development, coordination, and execution of service- and site-restoration plans; the reconstitution of government operations and services; individual, private-sector, nongovernmental, and public assistance programs to provide housing and to promote restoration; long-term care and treatment of affected persons; additional measures for social, political, environmental, and economic restoration; evaluation of the incident to identify lessons learned; postincident reporting; and development of initiatives to mitigate the effects of future incidents.

Response: Activities that address the short-term, direct effects of an incident. Response includes immediate actions to save lives, protect property, and meet basic human needs. Response also includes the execution of emergency operations plans and of mitigation activities designed to limit the loss of life, personal injury, property damage, and other unfavorable outcomes. As indicated by the situation, response activities include applying intelligence and other information to lessen the effects or consequences of an incident; increased security operations; continuing investigations into nature and source of the threat; ongoing public health and agricultural surveillance and testing processes; immunizations, isolation, or quarantine; and specific law enforcement operations aimed at preempting, interdicting, or disrupting illegal activity, and apprehending actual perpetrators and bringing them to justice. 

Section: The Incident Command System organizational level having responsibility for a major functional area of incident management (e.g., Operations, Planning, Logistics, Finance/Administration, and Intelligence/Investigations (if established)). The Section is organizationally situated between the Branch and the Incident Command.

Span of Control: The number of resources for which a supervisor is responsible, usually expressed as the ratio of supervisors to individuals. Under the National Incident Management System, an appropriate span of control is between 1:3 and 1:7, with optimal being 1:5, or between 1:8 and 1:10 for many large-scale law enforcement operations. 

Functional Needs Population: A population whose members may have additional needs before, during, and after an incident in functional areas, including but not limited to: maintaining independence, communication, transportation, supervision, and medical care. Individuals in need of additional response assistance may include those who have disabilities; who live in institutionalized settings; who are elderly; who are children; who are from diverse cultures, who have limited English proficiency, or who are non-English-speaking; or who are transportation disadvantaged. 

Standard Operating Guidelines: A set of instructions having the force of a directive, covering those features of operations which lend themselves to a definite or standardized procedure without loss of effectiveness. 

Standard Operating Procedure: A complete reference document or an operations manual that provides the purpose, authorities, duration, and details for the preferred method of performing a single function or a number of interrelated functions in a uniform manner. 

State of Emergency: The condition declared by the Governor when, in his judgment, a threatened or actual disaster in any part of the State is of sufficient severity and magnitude to warrant disaster assistance by the State to supplement local efforts to prevent or alleviate loss of life and property damage. 

Supervisor: The Incident Command System title for an individual responsible for a Division or Group.

Supporting Agency: An agency that provides support and/or resource assistance to another agency. 

Telecommunications Relay Service (TRS).  A telephone service that uses operators, called communications assistants (CAs), to facilitate telephone calls between people with hearing and speech disabilities and other individuals.  TRS providers—generally telephone companies—are compensated for the costs of providing TRS from either a State or a Federal fund. There is no cost to the user.

Telecommunications Service Priority (TSP) Program.  The National Security/Emergency Preparedness (NS/EP) TSP program is the regulatory, administrative, and operational program authorizing and providing for priority treatment (i.e., provisioning and restoration) of NS/EP telecommunications services.  As such, it establishes the framework for NS/EP telecommunications service vendors to provide, restore, or otherwise act on a priority basis to ensure effective NS/EP telecommunications services.

Unified Command: Shared responsibility for overall incident management as a result of a multi-jurisdictional or multi-agency incident.  In the event of conflicting priorities or goals, or where resources are scarce, there must be a clear line of authority for decision-making.  Agencies contribute to unified command by determining overall goals and objectives, jointly planning for tactical activities, conducting integrated tactical operations and maximizing the use of all assigned resources.

Video Relay Service.  Form of Telecommunications Relay Service that enables people who are deaf, are hard of hearing, or have speech disabilities who use American Sign Language (ASL) to communicate with voice telephone users through video equipment, rather than through typed text.

Appendix S
Acronyms

XXPD


City/County Police Department

XXSO


City/ County Sheriff’s Office

ADA


Americans with Disabilities Act

AED


Automated External Defibrillator

ARC


American Red Cross

ARES


Amateur Radio Emergency Service

ASCII


American Standard Care for Information Interchange 

ASL


American Sign Language


CART


Computer Assisted Real Time Translations

CBO


Community Based Organization

CDC


Centers for Disease Control and Prevention

CERT


Community Emergency Response Teams

CIL


Center for Independent Living

CMS


Consumable Medical Supplies

CPG


Comprehensive Preparedness Guide

DHS


Department of Homeland Security

DME


Durable Medical Equipment

DOJ


(U.S.) Department of Justice

DRA


Disability Related Assistance

DRC


Disaster Recovery Center

DSS


Department of Social Services

EAS 


Emergency Alert System

ECC


Emergency Communications Center
EMC


Emergency Management Coordinator

OEM


Office of Emergency Management 
EOC


Emergency Operations Center

EOP


Emergency Operations Plan
EPA


Environmental Protection Agency
EPAP


Emergency Prescription Assistance Program

ESF


Emergency Support Function

FAST


Functional Assessment Service Teams

FEMA


Federal Emergency Management Agency

FNSS


Functional Needs Support Services

ICP


Incident Command Post

ICS


Incident Command System

IMT


Incident Management Team

JIC


Joint Information Center

JFO


Joint Field Office

LVN


Licensed Vocational Nurse

MOA


Memorandum of Agreement

MOU


Memorandum of Understanding

MRC


Medical Reserve Corps

NAWAS

National Warning System
NGO


Nongovernmental Organization
NIMS


National Incident Management System
NOAA


National Oceanic and Atmospheric Administration
NWS


National Weather Service
NRF


National Response Framework
OTC


Over- the -Counter Drugs

PAS


Personal Assistance Services

PIO


Public Information Officer

RACES

Radio Amateur Civil Emergency Services

RN


Registered Nurse

SOC


State Operations Center

SOP


Standard Operating Procedures

SPCA


Society for the Prevention of Cruelty to Animals 

TDD


Telecommunications Device for the Deaf

TTY


Teletypewriter

UPD


University of X Police Department
USDA


United States Department of Agriculture
UX OEP

University of X Office of Emergency Preparedness

VDEM


Virginia Division of Emergency Management

VOAD


Voluntary Organizations Active in Disasters

VSP


Virginia State Police
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