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INTRODUCTION TO ANNEX TEMPLATE

This section of the template is a guide to developing functional annexes, which describe emergency operations of local agencies or departments. Functional annexes support the basic plan and include specific detail and direction for the departments and agencies.  Representatives of the various departments or agencies with an emergency management role should participate in the planning process.  

This document guides plan development in the Emergency Support Function (ESF) format, which is an element of the National Incident Management System (NIMS), used in planning documents of all levels of government including the National Response Framework (NRF), Commonwealth of Virginia Emergency Operations Plan (COVEOP), and several Local Emergency Operations Plans (LEOP) throughout the state.  The purpose is to facilitate communications between various levels of government during large-scale emergencies, and for this reason, the Virginia Department of Emergency Management (VDEM) recommends adopting the ESF format, although it is not a requirement of a local government to be NIMS compliant. If a local government chooses to incorporate another format, they should have the ability to cross-reference the annexes to the ESF format.  This template is intended to serve as a guide to help local governments transition to an ESF format as well as understand the relationship between ESF and other formats.  

Basic Information to include in all Functional AnnexE(s)

The following items are common to each ESF annex and can be used as a guide to formatting the information collected for each function. 
The purpose of the supporting annexes is to add direction and specific information to the annex.  
Each annex should be developed in collaboration with all local departments and outside organizations, such as nongovernmental agencies and private sector business/corporations that   have a role in the particular function.  From this collaboration, standard operating procedures for the annex should be developed for each function.  

All the annexes should include the following elements: 
· Purpose, Scope, and Situation Overview of the annex

· Planning Assumptions specific to the annex
· Position by title that has the responsibility to coordinate the ESF

· Include organization and assignment of responsibilities

· All agencies that have primary and support (secondary) functions 
· Missions for each emergency phase-normal operations, response, recovery, and mitigation- (see CONOPS section in Basic Plan template) based on the hazard analysis and capabilities of organizations involved

· Agreements such as memorandums of understanding (MOU), mutual aid agreements (MAA), and automatic aid with neighboring jurisdictions, non-profits, and private firms that could support the ESF during an emergency

· Tasks that each member organization/agency are responsible for within the annex

· Describe coordination between annexes or functions in response to specific incidents 

· Administration, Finance and Logistics or if not specific to annex reference this section in the Basic Plan

· Policies of an agency or organization that may have an effect on response operations
Matrix of Responsibility 

This matrix can be used to align local government agencies with ESFs.  It includes several examples of agencies, departments, or organizations that have typical roles in emergency management.  These agencies can be cross-referenced with the ESFs.  The ESFs are consistent with the ESFs in the COVEOP.   If writing the plan in another format, consider revising the chart to reflect each annex as written the EOP.
	Agency
	ESF  1 Transportation
	ESF  2 C Communications
	ESF  3 Public Works
	ESF  4 Firefighting
	ESF  5 Emergency         Management
	ESF  6 Mass Care
	ESF  7 Logistics
	ESF  8 Public Health 
	ESF  9 Search & Rescue
	ESF  10 Hazmat
	ESF  11 Agriculture
	ESF  12 Energy
	ESF  13 Public Safety
	ESF  14 Recovery
	ESF  15 External Affairs
	 ESF  16 Military Support
	ESF  17 Volunteers & Donations
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Row 1 has been filled out as an example, P denotes the agency has primary responsibility for the ESF and S is secondary or supplemental responsibility. 

Transportation ESF 1 

Identify transportation infrastructure and services that may be essential during an event, including evacuation routes. Consider capabilities and shortfalls associated with the transportation methods within the community.  
· Based on capabilities and resources, summarize the roles and responsibilities of all personnel that have a role in ESF 1. 
· Identify and describe the reporting/monitoring system for damaged transportation infrastructure.
· Example:  Establish mechanisms or processes to report blocked roads
· Reference coordination with ESF 3 to prioritize cleanup of roadways and Identify alternate roadways and access routes 
· Identify all major modes of transportation and infrastructure and identify on maps 

· Identify transportation dependent populations in the jurisdiction. 
· Identify resources that your jurisdiction would use in an evacuation and consider citizens with special needs: 

· Identify local transit and para-transit resources
· Identify available school buses and how many of these buses are equipped to handle the evacuation of immobile citizens 
· Pre-identify pick- up sites throughout the community/jurisdiction
· List all evacuation routes  
· Include maps
· Example:  Identify major roads leading out of the jurisdiction 

· Example:  Identify major roads that neighboring jurisdiction may use for an evacuation and those routes that could impact the locality’s resources such as fuel 

· Identify traffic control resources, such as signage, barriers, road cones
Communications ESF 2 

Identify the communication resources that will be used when responding to an incident or disaster.  It is important for the jurisdiction to examine the communication capabilities to anticipate the needs of the public and the first responders.  Redundant communications plans and backup are essential in life safety situations
· Indicate if the jurisdiction has an emergency notification system and identify who (by position and title) is able to activate a warning.
· List emergency notification call-down list including contact information (schools, hospital facilities, nursing homes)

· Describe communication methods to make information available to persons with special communication needs as compliant with the Americans with Disabilities Act. 

· Examples:  Utilize TTY to disseminate messages to the public; preparedness initiatives printed in Braille/Unicode for the blind

· Describe interoperable communications plan.  Identify which agencies are able to communicate with each other and which neighboring jurisdictions have the ability to communicate within the locality.  Include the methods that will be used to overcome shortfalls in communication (radio patches, alternative methods of communications-POTS, cellular, and CB radios).  Describe the issues of communication with private entities such as hospitals, daycare facilities.  

· Reference the SOP for the 911/Dispatch Center support and coordination of on-scene activities.
· Example:  Indicate a dedicated dispatcher for the significant event 
· Example:  Describe how 24- hour communication will be supported (augmenting extra staff, just in time training)

· Example:  Include message/information log form used by dispatch

· Determine how the locality will notify surrounding jurisdictions of an event.
· Example:  Jurisdiction will notify county X, Y, and Z of significant event and briefly summarize the areas where support may be needed in the future for deployment of mutual aid resources 

· Include a list that identifies all available means of communication (ARES, satellite phones, touch to talk capabilities on cellular devices).
Public Works & Engineering ESF 3
Outline the structure to provide public works and engineering-related support for the changing requirements of domestic incident management.
·  Reference Debris Removal Plan.

· Include how roadways and access routes will be prioritized for cleanup and identify alternate routes.
· Identify the process of coordinating repairs and restoration to roadways
· Discuss coordination with ESF 1 Transportation 

· Summarize the process to determine whether recovery/restoration contractors are qualified.
· Summarize the process to coordinate credentialing protocols so that key personnel have access to critical sites post-incident
· Example: Have pre-identified contractors complete background and reference checks
· Identify actions that will be taken in order to repair and restore utilities in the affected area. Include the all-utility services 24-hour contact information or reference this information in ESF 12 Energy.
· Identify, prioritize, and coordinate  the potential energy/utility problems that may occur (shut off gas/electricity to affected area, control underground water breaks)

· Describe the coordination with ESF 12 Energy 

· Identify the location of a call-up roster for public works personnel.
· Discuss coordination with ESF 8 Public Health and Medical Services to repair/restore local water and wastewater systems. 

· Include provision for temporary water distribution and wastewater collection 

 Firefighting ESF 4 

Outline the jurisdiction’s available fire resources and identify support from neighboring jurisdictions, if applicable.  

· Describe interstate and intrastate firefighting assistance agreements.
· List all fire resources in the jurisdiction.
· Describe detection and suppression activities.
· Describe any preparedness activities when the jurisdiction is at high risk for wild land fires.
· Describe medical capabilities.
Emergency Management ESF 5 
Describes management of emergency operations, dissemination of emergency information to the public, and coordination with the state EOC, if applicable.
· Describe actions that will be taken to receive and document initial notification of an emergency that has occurred.
· Identify and describe the actions that will be taken to coordinate, manage, and disseminate notifications effectively to dispatch response and support agencies under all hazards and conditions.
· Summarize how ESF 2 Communications will coordinate with other jurisdictions regarding notification

· Example: Using a dedicated 911 dispatcher to support the incident or individual police or fire office to collect this information.  Reference if this information is located in ESF #2 Communications 

· Describe if applicable, the use of Emergency Condition/Actions Levels in the initial notification process where defined by statute, authority or other guidance.
· Example: Snow Emergency Levels, Chemical Levels, Crisis Levels if this pertains to the jurisdiction as defined by statute, law, or authority 

· Describe Incident Command System or reference this information in the Basic Plan.
· Identify actions that will be taken to implement the Incident Command System and coordinate response operations such as staffing key positions, using FEMA ICS forms, and coordination between Incident Command Post and EOC 
· Discuss EOC functions or reference in SOP.
· Discuss purpose of EOC

· Identify the primary and alternate EOC sites including locations and floor plans
· Identify key positions within the EOC. 

· Describe the role and responsibilities of each position

· Example:  Operations Section Chief, Deputy Operations, Logistics Section Chief;  be sure to include alternatives to provide 24-hour staffing of EOC
· Describe how operations will be managed within the EOC during an emergency or declared disaster.


· Summarize the activation process to include staff notification and equipment set up; identify critical equipment needed at the EOC
· Identify by position/title who has authority to activate the EOC
· Identify the circumstances that allow the  Incident Commander to activate the EOC

· Describe deactivating the EOC, to include who has authority to initiate deactivation and the process of  staff release, return EOC to ready mode
· Identify the process of notification with the VEOC and neighboring localities.
· Include whether the jurisdiction will utilize WebEOC, phone, or fax to share critical information with VEOC  

· Include how the jurisdiction will request assistance from the VEOC, using the SALTT format and reference the process of the State Wide Mutual Aid program 

Mass Care, Housing & Human Services ESF 6
Describe the coordination that will occur within and outside the jurisdiction to ensure the needs of the population are being met, which includes sheltering and human services.  Include assisting populations with special needs and other individuals that may require additional assistance.
· Define special, functional, or access needs as it applies to the jurisdiction.
· Include the importance of planning for above populations 
· CPG 101 states:  Describe agencies and methods used to provide care and support for institutionalized populations (long term care, and assisted living facilities, group homes), individuals with disabilities, and others with access and functional needs (medical and prescription support, personal assistance services, durable medical equipment, consumable medical supplies, childcare, transportation (including accessible transportation, foreign language interpreters), including caregivers
· Identify and describe the actions that will be taken to identify, open, and staff emergency shelters including the temporary use of reception centers.
· Identify method by which locality will expeditiously identify shelters; include what factors to consider
· Include a list of shelters and identify capacity, back-up power capabilities, pet friendly

· Include a list of all special needs shelters and determine capabilities
· Include how the jurisdiction will ensure physical and programmatic accessibility of shelters, communication using multiple methods, full access to services, and reasonable modification if necessary

· Describe the method by which evacuees at the shelter will be informed of the status of the incident.  Also, identify how the public will be notified when a shelter is established. 

· Example:  Daily briefings 

· Example:  Coordinate with ESF 15 External Affairs to establish a news release that identifies the location of the facility and the items evacuees should consider bringing with them if able

· Identify and describe the actions that will be taken to ensure that the Americans with Disabilities Act Accessibility Guidelines govern shelter site selection and operation.
· Identify the agencies involved in providing essential care such as food and water and the process involved in obtaining and providing these items (include items for service animals).
· Describe the agencies/organizations that will be involved in the feeding services 

· Describe the methods for acquisition of developmentally appropriate supplies to include but not limited to baby formula and diapers
· Describe the mechanisms and processes for handling unaccompanied minors in shelters.
· Describe mechanisms for childcare services for evacuees 
· Describe the partnership between agencies that will be directly involved in establishment, management of a shelter.
· Include a log of resources available at pre-identified shelters or stored deployable supplies maintained by jurisdiction
· Example:  the local emergency management agency, local Red Cross chapter, private vendors, local social services department, local hospitals 
· Reference pet sheltering annex or plan.
· If one does not exist, reference the information located in ESF 11 Agriculture and Natural Resources 
· Identify the process to identify, screen, and handle evacuees exposed to hazards such as infectious waste, polluted floodwaters, chemical hazards.  Also, describe the methods for keeping the shelters free of containments.
· Example:  Describe how personal effects that show obvious signs of contamination are handled as a result of a flood event.
· Describe how emergency relief items will be distributed of emergency relief items (hygiene kits, cleanup items, infant care supplies).
·  Example:  describe the schedule to use for distribution of hygiene kits: daily, or as needed
· Describe the process to provide adequate shelter space for evacuees to include individuals with functional/medical needs and others with special needs who may need additional space for assistive devices such as wheelchairs and walkers. 

· Identify method for care and maintenance of facility while in use as a shelter.
· If agreement exists, detail this information or reference with a brief summary of what the shelter operators are responsible for when returning facility back to pre-emergency operations

· Identify agreements with neighboring jurisdictions for assistance in sheltering when it is not practical locally. 

· Example:  Identify any neighboring jurisdiction that will be willing to accommodate a shelter

· Describe the process of staffing and briefly summarize the details of any pre arranged agreements
· Describe the guidance to shelter operators on handling of service animals, including admissions and treatment.
· Example:  Shelter operators will discuss with service animal owner to determine proper handling 
· Provide contact information to appropriate agency/officials to determine the status of injured or missing relatives/loved ones.
· Include volunteer agencies’ capabilities, roles, and resources.  Include contact information for each organization.
Logistics Management & Resource Support ESF 7
Describe the coordination, management, and acquisition of critical resources to effectively respond to and recover from an emergency or disaster.
· Summarize the actions that will be taken for resource management as it pertains to NIMS resource typing. 

· Describe the coordination with ESF 17 Volunteers and Donations Management to assist with affiliated and spontaneous unaffiliated volunteers and donations. 

· Summarize plans for establishing logistical staging areas for internal and external response personnel, equipment, and supplies.
· Reference points of distribution or the jurisdiction’s approach to managing the flow of donations to the community

· Identify actual or potential facilities and ensure they are ready and available to receive, store, and distribute resources (government, private, donated).
· Maintain a list of available resources in the jurisdiction
· Describe the jurisdiction’s ability to support a larger, multi-jurisdiction incident
· Location of supplies, communications, vehicle lines, cones/signs, etc. 
· Example: WebEOC, spreadsheet, etc.

· Strategize for transporting resources through restricted areas, quarantine lines, law enforcement checkpoints, etc.
Public Health and Medical Services ESF 8
Identify the role of public health officials in responding to an event that compromises the health and safety of the population.  

· Identify agencies/organizations that would determine public health issues created by the situation/incident.
· Prioritize how these issues will be managed, including coordination with Incident Command Post/EOC examples:  established decontamination and quarantine or issue vaccinations

· Describe the methods of surveillance and information sharing between agencies to detect, report, mitigate, and evaluate  expected and unexpected public health threat

· Identify the agency that has the lead for providing health and medical support to the public and populations with special needs.
· Describe the use and coordination of health professionals from outside agencies to support local response.  Examples include:  Medical Reserve Corp., local funeral directors, Poison Control Center

· Include actions to secure medical records to enable children with medical/functional needs as well as adults with disabilities continued care during an emergency situation

· Include a list of all hospitals with contact information of clinics, ambulatory services, local health dept, medical examiner, and funeral homes. 

· Identify resources that will be available through the use of mutual aid agreements/understandings

· Describe the actions that hospitals will take to assist with medical operations on scene.  Example: prioritize patient arrival and divert to other sites when full/less capable 

· Describe the coordinated effort to issue public health media releases and alert the public.  Include public health professionals, public information officers, incident commander, or operations chief.
· Describe the use of VA 211 as a resource to connect with people during public health event

· Identify actions associated with medical surge capacity. 

· Identify potential sources for health supplies to include but not limited to, medical equipment, pharmaceutical supplies, toxicologists, laboratories 

· Identify and describe the process for identifying shortfalls in medical supplies and durable medical equipment

· Include acquisition locally and from external resources

· Identify patient tracking capability.
· Include actions that will be taken to track patients from incident scene through course of care that may occur at different locations 

· Summarize the jurisdiction’s approach to identifying and responding to populations that require additional assistance and populations with special needs during an event.
· Identify preparedness outreach with multiple resources to assist in dissemination to populations with special needs

· Identify the process for using nursing homes, doctors’ offices, and other sites, emergency treatment centers or as mass casualty collection points

· Describe coordination activities  and integration on scene with private agencies to support operations (Medevac and private ambulance services)
· Example: Include a local or regional special needs registry and how the jurisdiction will use this device to effectively respond and assist these individuals
· Describe the coordination that will occur to decontaminate patients and individuals with special needs.
·  Include ESF 10  Oil and Hazardous Materials  and  ESF 11 Agriculture and Natural Resources  (pets and service animals)
· Describe the coordination with ESF 6 Mass Care, Housing and Human Services in providing medical care in shelter facilities. 

· Include roles and responsibilities while assisting in shelter

· Describe mass fatality planning, including roles and responsibilities of local medical examiner’s office.
· Describe the role of local medical examiner 
· Describe coordination with District Offices of the Office of Chief Medical Examiner. Include the circumstances in which they would have jurisdiction
· Include reference to a local Family Assistance Center Plan

· Describe the actions that will be taken to assess and provide vector control services.
· Use of pesticides 

· Insect and rodent control and disposal

· Identify the agencies and alternative methods used to provide potable water, bulk water, and temporary water distribution systems.
· Describe  coordination with ESF 3 Public Works and ESF 7 Logistics Management and Resource Support
· Identify mutual aid agreements for water distribution 

· Describe the agencies and methods used to provide alternate sources for human waste disposal

Search and Rescue ESF 9
Describe the coordination and use of search and rescue assets.
· Identify actions that will require searches. 

· Example: structural collapse, urban search and rescue, waterborne, inland/wilderness, etc.

· Maintain a list of all SAR resources within the jurisdiction and surrounding localities.
· Identify the actions that will be taken throughout the search and rescue operation.
· Include information sharing between response agency and VEOC

· Notification of status to potential SAR responders

Oil and Hazardous Materials Response ESF 10
Describe the coordination during response to an oil or hazardous materials incident.  This ESF will be a summary of the Hazardous Materials Plan.  
· Include reference to Hazardous Materials Plan.
· Summarize or include a reference to the actions to prevent, mitigate, or minimize an oil or hazardous materials release. 

· This information could also be located in Hazardous Materials Plan 

· Describe the coordination to initiate an evacuation or recommend a shelter in place scenario.
· Summarize the condition necessary to recommend these actions and who has the authority to initiate these actions

· Summarize the protocols and criteria to terminate a shelter in place 

· Summarize detection and assessment of the situation.
· Describe capabilities of jurisdiction to stabilize a release and prevent the spread of contamination.
· Identify the options for environmental cleanup and waste disposition, including private contracts or reliance upon state resources such as DEQ or VDEM regional hazmat officers.
Agriculture and Natural Resources ESF 11
Summarizes the response to agriculture, food, and water needs.  Describes coordination to ensure safety of food supply. 
· Describe the process to determine nutrition assistance needs, obtain appropriate food supplies and arrange for delivery of the supplies.
· Identify the coordination with ESF 8 Public Health and Medical Services 

· Example: Assist and coordinate shipment of food to staging areas

· Describe the coordination with ESF 8 Public Health and Medical Services in response to animal, plant, and pest diseases including outbreak of highly contagious diseases.
· Identify the methods to ensure the safety and security of the food supply.
· Assess the operating status of inspected meat, poultry and egg product processing, distribution, import and retail facilities in the affected area

· Reference the jurisdiction’s animal control annex.
· Discuss the actions that will be taken to assess and provide animal care services to include removal of carcasses, rescue and recovery of household pets, treatment of endangered wildlife

· Identify veterinarian resources within the jurisdiction.
· Include any 24-hour services available 

Energy ESF 12
Describe coordination with private utility providers.  Identify roles and responsibilities to ensure minimal disruption of energy supply to the jurisdiction.  

· Identify all energy providers in the jurisdiction and include 24-hour phone numbers or reference ESF 3 Public Works and Engineering
· Describe the jurisdiction’s energy critical infrastructure and assets and the monitoring of those resources.  Include mitigation activities to decrease vulnerabilities
· Summarize all hazards approach process to address significant energy disruptions 
· Describe the process of acquisition and deployment of outside resources to support restoration of affected areas 

Public Safety and Security ESF 13
Describes law enforcement resources and coordination of outside resources.  Identifies the various roles law enforcement personnel will have during an emergency.  
· Identify how security will be provided to support incident operations.
· Example: Include security at critical facilities such as EOC, shelter, and disaster site
· Identify law enforcement resources

· Maintain a list of vehicles and equipment within the jurisdiction.
· Develop strategies to effectively address special emergency situations that may require distinct law enforcement procedures.
· Example: Securing a building with a potential hostage situation 

· Summarize the process to maintain communication with supporting agencies to determine capabilities, assess the availability of resources and track resources.
· Discuss coordination with ESF 1 Transportation to provide traffic control for evacuation and resource/supply routes.
· Establish and include pass system for entering disaster site 

Long Term Community Recovery ESF 14 

Describe the jurisdiction’s approach to recovery from an incident.  Include references to the plans that will be most used during recovery.  

· Reference Debris Management  and Damage Assessment Annex(s).
· Identify procedures to conduct and coordinate damage assessment; include use of pre-identified teams and coding mechanisms 

· Describe the coordination that will occur for post-incident assessments, plans, and activities.
· Identify the process for rapid assessment and the reporting criteria and procedure 

· Describe the transition of agencies into recovery. 

· Example:  The role of an agency may or may not significantly differ when the jurisdiction transitions from response to recovery actions

· Summarize how the jurisdiction will identify long-term recovery requirements of populations with special needs and how these needs will be incorporated into recovery strategies.
· Describe the method of identifying long-term environmental restoration issues; include the coordination between agencies, stakeholders, and service providers.
External Affairs ESF 15
Coordinate the flow of timely information and instructions to the public using all available methods of communication.
· Summarize the actions that will be taken to provide continuous and accessible public information about the disaster/emergency.
· Include pre-developed press releases for hazards that potentially affect the jurisdiction

· Identify how public statements on shelter capacity and availability will be updated as people/animals are coming to shelters
· Provide information about available community disaster relief assistance
· Example: Media briefings, press releases, EAS, etc.

· Develop and conduct public information/education programs for community/citizen awareness of potential disasters, as well as personal protection measures for different hazards.
· Example: CERT class
· Summarize rumor control procedures.
· Summarize how disaster/emergency related information will be distributed to populations with special needs.
· Identify resources for translation purposes

· Example: blind, deaf, elderly, non-English speaking persons

· Include a list of radio and television stations as well as newspapers within the jurisdiction along with their 24-hour contact information.
· List their abilities to provide warnings
· Describe the jurisdiction’s use of social media, if applicable.
· Identify the role of a public information officer (PIO) and the actions this person will take to coordinate public information releases.
· Describe the role of the PIO in the Incident Command System
· Example: Working with media on scene, using a Joint Information Center (JIC), coordinating information among multiple agencies and appointed officials
· Coordinate with ESF 10 Oil and Hazardous Materials to identify the protocols and criteria used to decide when to recommend evacuation or shelter-in-place and to disseminate essential information to the public.
Military Support ESF 16
Provides the staffing, functions, and professional expertise for all military support actions as a part of the Virginia Emergency Response Team (VERT) in preparation for and in response to emergencies, natural disasters, or other catastrophic events, or as deemed necessary by the Governor of Virginia.

· Make sure to include that the locality CANNOT request National Guard forces. Emphasize the locality will request specific needs from the VEOC which will determine the best resource to meet the need of the jurisdiction.  
· The Virginia National Guard is only available under a disaster declaration. 
· If the locality has a specific agreement with an installation within the locality, please summarize the terms of the agreement that has been established. Please provide a copy to the VEOC.  
 Donations and Volunteer Management ESF 17
Coordinates solicited and unsolicited volunteers and donations. Maintains agreements with agencies that may provide volunteers and donations in the time of an emergency or disaster. 
· Coordinate with ESF 15 External Affairs to identify process of notifying the public about donations programs and availability.
· Identify potential sites and facilities to manage donated goods and services being channeled into the disaster area.
· Examples: Churches, Gymnasiums, warehouses, etc.

· Develop procedures for the management, organization, storage, and distribution of donated goods and items.
· Develop and staff a donations hotline for individuals with questions concerning donations and volunteering.
· Summarize how the jurisdiction will organize and maintain a database to track volunteers’ (including unaffiliated volunteers) names, addresses, contact information, hours worked, and specialty.
· Discuss coordination with ESF 7 Logistics Management and Resource Support and with Incident Commander for the unplanned arrival of donations and volunteers to the incident site.
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