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The Golden Rain Foundation 
Emergency Operations Plan 

 

 

Introduction 
 
It is the goal of Golden Rain Foundation to develop a plan which facilitates resident 
preparedness and utilization of Foundation resources in response to disasters and 
emergencies. This plan sets forth the ways in which the Foundation seeks to achieve this goal.  
 
This is a basic plan. The plan does not provide specific operating procedures for specific situations.  
 
This Emergency Operations Plan:  
 

 Provides general information to Rossmoor residents and Foundation personnel about the 
Foundation’s roles and responsibilities before, during and after disasters. 

 
 Identifies a reporting structure and defines the Foundation’s responsibilities to prepare 

for and respond to emergencies. 
 

 Illustrates the Foundation’s command structure in flow charts with associated general 
descriptions defining areas of responsibilities. 

 
 Follows the California Standard Emergency Management System (SEMS) and the 

National Incident Management System (NIMS).  
 

 Is consistent with City of Walnut Creek, Contra Costa County, and the State of 
California and Federal disaster response plans/protocols.  

 

Purpose 
 
The purpose of this Emergency Operations Plan is to establish a system for coordinating 
preparedness, response, recovery and mitigation of disasters and emergencies in Rossmoor. 
 
This Plan is intended to be an overview of emergency management and not a detailed 
operational or procedural document. This plan will enhance the Foundation’s ability to prepare 
for and respond to ―all-hazards‖ events. The National Response Framework defines the term 
―all-hazards‖ as, ―…describing an incident, natural or manmade, that warrants an action to 
protect life, property, environmental, and public health or safety, and to minimize disruptions of 
government, social, and economic activities.‖1  
 
 
 
 

                                                 
1
 U.S. Department of Homeland Security. (n.d.). NRF resource center: Glossary/acronyms. Retrieved June 26, 

2008, from http://www.fema.gov/emergency/nrf/glossary.htm  
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Purpose (Cont.) 
 
The Emergency Operations Plan will: 
 

 improve coordination by the Foundation with the City of Walnut Creek and other 
agencies in Contra Costa County; and 

 
 Aid in the cooperation between the Foundation, the Rossmoor Community Emergency 

Response Team (CERT), the Mutuals, and other resident emergency 
preparedness/response organizations. 

 
The General Purpose of the Plan is to:   
 

 Preserve life, prevent and/or minimize injuries 

 Preserve property and resources in Rossmoor by making use of all resources in the 
event of a natural or man-made emergency or disaster.  

 Enable the Foundation to restore normal business and operating conditions with 
minimal confusion in the shortest time possible; 

 Establish coordination between field activities and the Emergency Operations Center;  

 Provide coordination between Rossmoor and the City of Walnut Creek, and other 
response agencies; and, 

 If activated, provide for the orderly coordination and conversion of pre-designated 
shelter sites within Rossmoor pursuant to the Statement of Understanding between 
the American Red Cross Bay Area Chapter and the Golden Rain Foundation, 
February 2006. (See Appendix 7). 

 
 

Scope 
 

This plan is based on the concept of ―all hazards‖ response planning. A broad range of 
disasters/emergencies could impact Rossmoor and which may overwhelm Foundation 
resources, and the resources of surrounding jurisdictions and response agencies.  
 
The plan is not disaster/emergency specific, role specific, or resident specific. Rather, the plan 
provides overall guidance and establishes a general plan for the Foundation’s response to 
disasters/emergencies. The plan focuses on how the Foundation will develop and prepare a 
response structure, and how the Foundation will coordinate its response with resident and 
other response groups. Furthermore the plan develops guidelines for coordination with the City 
of Walnut Creek. 
 
This plan does not provide a step-by-step guide on how to complete each task required during 
a response, rather it provides an overall framework for the Foundation to follow. The plan was 
developed to be consistent with the City of Walnut Creek’s Comprehensive Emergency 
Management Plan. 
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Scope (Cont.) 
                                                                                                                                                        
Resident volunteer groups should use the Foundation’s plan as a guide when developing their 
individual response protocols.  Doing so will ensure that their response protocols are consistent 
with those of the Foundation and the City of Walnut Creek. Volunteer groups are encouraged to 
work with or to have the Foundation’s Public Safety Manager review their response protocols. 
 

Disaster/Emergency/Minor Incident Defined 
 
Two conditions or degrees of disasters/emergencies which may necessitate the activation of this 
plan have been defined by the California Emergency Services Act. The definitions below have been 
tailored to Rossmoor:  
 

(a) Disaster:  Disasters are situations that endanger the safety of persons and/or 
property within Rossmoor and go beyond the control of Foundation personnel, 
supplies and services. These situations are of regional impact that may require 
the City of Walnut Creek or Contra Costa County to seek regional State and 
Federal mutual aid resources   

 
(b) Emergency:  Emergencies are generally shorter in duration events that endanger 

the safety of persons and/or property within Rossmoor’s boundaries, such as 
fires or floods. These events may or may not overwhelm the Foundation 
personnel, supplies or services, but involves available responses by the City of 
Walnut Creek or Contra Costa County. These events are unlikely to require local 
government agencies to seek additional resources or the activation of this plan.   

 
In addition to Disasters and Emergencies, there are minor incidents that do not require 
activation of this Plan: 

 
(c) Minor Incident: A localized event and non-life-threatening, usually involving 

nominal property damage, and has little or no impact on the overall functioning of 
the Foundation.  City or County resources though available and adequate, may 
not always be necessary.  Examples include routine traffic accidents, burst water 
mains, or short duration power outages.   
 

Situation Overview 
 
Background 
 
Rossmoor is a nationally recognized senior adult community located on 1800 acres in the 
scenic Tice Valley, in Walnut Creek, California. According to the 2010 Census there are 
approximately 9,700 residents living in 6,678 Manors (residences). The average age of 
residents is 78 years.  
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There are approximately 250 employees on site during the day Monday through Friday and on 
any given day there are approximately 1,000 additional private service workers and contractors 
working in Rossmoor. 
 
There are 14 miles of roads within Rossmoor eleven (11) acres of parking, seven (7) operating 
buses and bus routes, five (5) club houses or community facilities. There are over 200 clubs 
and organizations and over 500 Resident Volunteers. 
 
On average, annually there are over 3,500 Public Safety Responses including approximately 
40 responses from the Walnut Creek Police Department. 
 
Hazard Analysis 
 
The 2011 Contra Costa Hazards Mitigation Plan 2 identifies historical natural disasters that are 
mostly likely to occur in Contra Costa County. As outlined in the Plan, six of these disasters 
could affect Rossmoor: Earthquake, Fire, Flood, Landslide, Severe Weather and Drought.   
 
Historically there have been eighteen Presidential Disasters Declared in Contra Costa County 
since 1955.  All but two of these disasters affected Walnut Creek as well as other areas of the 
county, but none of these disasters impacted Rossmoor. Flooding has been the most recurrent 
disaster in Contra Costa County. 
 
Although several types of events, like wild land fires and floods due to rising water may provide 
sufficient time to plan in advance, some of the most catastrophic events, like earthquakes and 
structural fires, cannot be anticipated. 
 
Earthquake 
 
The United States Geological Survey (USGS)3 has estimated an overall 62% probability of a 
6.7 or greater magnitude earthquake in the San Francisco Bay Area by the year 2032. 
Rossmoor is situated among the Hayward, Calaveras, and the Mt. Diablo Thrust Faults. While 
the Hayward fault has the highest probability of an earthquake, none of these faults have the 
capability of a greater than 7.5 magnitude earthquake. 
 
Earthquake probabilities are only one of the key components used in estimating seismic 
hazards in the San Francisco Bay Area. Most earthquake damage is caused by strong, 
sustained ground shaking, the strength and duration of the shaking, and the distance from the 
earthquake and soil conditions at each impacted location. Based on its research the USGS 
has placed Walnut Creek in a strong to very strong shaking area that may result in light to 
moderate damage. There are no areas in Walnut Creek where the USGS predicts severe to 
extreme shaking that could result in heavy to very heavy damage.  
 
 
These probabilities of earthquakes and predictions of possible damage were developed by the 
USGS and to provide a basis for planning mitigation strategies and prioritizing response needs 
in the aftermath of an earthquake.  

                                                 
2
 http://www.co.contra-costa.ca.us/index.aspx?nid=2302 

3
 http://earthquake.usgs.gov/regional/nca/wg02/results.php 
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Fire 
 
The east side of Rossmoor ascends from the valley floor up the east facing slopes of the Las 
Trampas Ridge and is characterized by dense tree and vegetative cover.  The west side of 
Rossmoor ascends from Burton Valley in Lafayette to a steep thousand foot vegetation 
covered ridge.  
 
The steep topography and natural vegetation make these areas more vulnerable to a wildfire 
and less defensible than the flatter, more developed areas of the Tice Creek Valley Floor.  
However, the geography of the Rossmoor Valley, and the Foundation’s proactive fire mitigation 
efforts and the golf course that creates a fire break, makes Rossmoor less vulnerable to a 
wildfire spreading through the entire Rossmoor Valley.   
 
Flooding, Landslide. and Severe Weather 
 
Forecasts and warnings are generally provided for these risks. Infrastructure design and 
maintenance can usually mitigate adverse effects of these types of events. Due to the 
geography of the Rossmoor Valley, flooding is much less likely to occur here than in other 
parts of the county. Landslides are generally related to large rain events and if one occurred it 
would likely be localized and not a valley-wide event.  
 
 

Management Phases 
 
Mitigation Phase 
 
Mitigation is perhaps the most important phase of emergency management and is generally 
the most cost effective. Mitigation involves taking proactive efforts to minimize potential effects 
upon life and property in order to create a safer environment that will result in fewer casualties 
and lower response costs. This may also include taking actions to strengthen facilities, abate 
nearby hazards, and reduce the potential damage either to structures or their contents. The 
Foundation’s Trust Maintenance plan includes mitigation efforts.  
 
Preparedness Phase 
 
The preparedness phase involves taking steps to proactively plan for development of 
operational capabilities needed in order to respond to an event.  Toward this end, this plan 
includes the development of operating procedures. 
 
Additionally, preparing the residents to care for themselves and to assist their neighbors in 
disaster response is essential to building a resilient community.   
 
 
 
 
 
 



 

GRF Emergency Operations Plan  Page 11 

Preparedness Phase (Cont.) 
 
The Foundation is in a unique position to provide residents with access to the information and 
skills they need to prepare themselves before disaster strikes. 
 
The following are ways in which the Foundation provides the opportunities for resident self-
preparation efforts.  
 

1) Making the FEMA disaster preparation ―Get Ready‖ series of brochures available.    
 
2) Assisting in disaster-related training including Community Emergency Response Team 

(CERT) training and exercises, emergency communications drills, the Map Your 
Neighborhood Program, Red Cross Drills, and community wide drills. 

 
3) Using Channel 28 and the Rossmoor News, for public service  announcements;  

 
4) In conjunction with CERT, establishing pre-determined location(s) for reserves of basic 

response and disaster supplies.   
 

5) Providing Foundation resources and assisting in coordination of resident volunteer 
emergency preparedness organizations/programs including the Emergency 
Preparedness Organization, Amateur Radio, CB Radio, Map Your Neighborhood and 
CERT; 

 
6) Providing assistance to and coordination with the Mutuals in development of their own 

emergency preparedness plans and activities; 
 

7) Providing assistance to residents (individually or in groups) with their emergency 
preparedness plans and activities; and, 
 

8) Coordinating disaster preparedness/planning with local government and Non-
Government Organizations (NGO) such as the Red Cross. 

 
Response Phase 
 
There are three response phases: 
 
Pre-Impact: When recognition of the approach of a potential disaster/emergency that my 
impact Rossmoor occurs, and if deemed necessary, this Plan can be activated ahead of that 
event. If a specific warning is warranted, Contra Costa County’s warning systems would be 
activated by the County. Depending on the event and its likely impact on Rossmoor, the 
Foundation Emergency Operations Center (FEOC) may be activated. At the request of the 
City, Rossmoor CERT may be activated. 
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Response Phase(Cont.) 
 
Immediate Impact: Emphasis is placed on saving lives, controlling the situation, and minimizing 
the effects of the event.  If the Foundation’s resources are overwhelmed the Foundation 
Emergency Operations Center (FEOC) will be activated. Governmental agencies may activate 
Incident Command Posts and Emergency Operating Centers, and emergency instructions may 
be issued. Rossmoor CERT may self-activate. 
 
Sustained: If the event continues longer than one operational period, assistance may be 
provided to victims and efforts may be made to reduce secondary damage.  The resource 
requirements will change to meet the needs of the on-going event. The Foundation will 
continue to work with the Mutuals in an effort to support their sustained response. The 
Foundation/Rossmoor CERT will coordinate on-going activities with the City of Walnut Creek 
or other Governmental/Non-Governmental Organizations as necessary.  
 
During the response phase the Foundation’s ability to take action may be limited in the initial 
hours and perhaps days. When available, and to the extent possible and necessary under the 
circumstances, the Foundation will:  
 

1) Establish a Foundation Emergency Operations Center at the Gateway Administration 
Building or an alternate site to direct the Foundation's response efforts and to 
coordinate with Rossmoor CERT; 

  
2) Establish a communication center near the Foundation Emergency Operations Center 

to communicate with Foundation resources, Rossmoor CERT, and the City of Walnut 
Creek;  

 
3) Assist in small scale, local evacuations of buildings/areas; 

 
4) Conduct and compile a damage assessment including Trust properties such as the 

clubhouses and, as necessary and feasible in order to open them for use; 
 

5) Assist the Mutuals in their independent damage assessment as necessary; 
 

6) Control and coordinate access at the gate; 
 

7) Facilitate ingress and egress of emergency response personnel; 
  

8) As resources permit; assist residents with light search and rescue operations, and basic 
first aid services; 
 

9) As appropriate, provide Foundation facilities for Red Cross care and shelter activities; 
and 

 
10) Collect information and coordinate activities with Rossmoor CERT. 
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Recovery Phase 
 
Take all actions necessary to restore, as best possible, the affected area(s) to pre-event 
conditions.  There is no clear time separation between response and recovery.  Planning for 
recovery should begin during the response phase. It is anticipated that the recovery phase will 
be the longest phase of operations. 
 
 

Planning Assumptions 
 
The Foundation’s development of this plan is based on the following assumptions applicable to 
a disaster: 
 

1. Federal, State, City and County emergency services may not be available for 72-128 
hours. 

 
2. City and County emergency services may be severely impacted and limited in their 

availability to respond and to provide consistent and sustained services. 
 

3. Public Utilities (PG&E, water, and phone) may be impacted and non- functioning. 
 
4. Public Safety personnel are initially on-duty and available. 
 

5. Foundation personnel may not be immediately available, and if not on-duty, recall and 
availability of personnel may be adversely impacted.  

 
6. When available, Foundation personnel will be activated and Foundation resources can 

be deployed. 
 

7. Rossmoor CERT has activated and is operational, and has established its Incident 
Command Center. 

 
8. The Citizen Band, Family Radio Service, Amateur Radio and CERT radio operators will 

activate and operate their respective communications operations. 
 

9. Other resident disaster preparedness and response groups (such as Entry Coordinators 
and Spiritual Response) have activated. 

 
10. Communications between Rossmoor and the City of Walnut Creek/other outside   

agencies/CERT Areas will be through Rossmoor CERT. 
 

11. Rossmoor is recognized as one CERT area by the City of Walnut Creek. 
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Planning Assumptions (Cont.) 
 

12. The Foundation EOC and the Rossmoor CERT Incident Command Center will use the 
Standardized Emergency Management System/Incident Command System. 

 
13. The City of Walnut Creek and Contra Costa County will use the Standardized 

Emergency Management System/Incident Command System. 
 

14. When necessary, the Foundation through the City of Walnut Creek will request that the 
Red Cross establish and operate emergency shelters as set forth in the  Memorandum 
of Understanding. 

 
15. All Foundation employees are a part of the disaster response team and can be utilized 

within their scope of employment and training to support and contribute to the execution 
of the Foundation’s Disaster Response Plan. 

 
 

Concept of Operations  
 
The concept of operations (CONOPS) is designed to describe certain levels of response to 
disasters and emergencies. The purpose is to establish a general metric in order to generally 
define the management and proper level of response to events.  
 
Response Levels 
 
Response levels will vary based upon the event, the area(s) affected, extent of coordination or 
assistance needed, and degree of participation required from the Foundation and outside 
agencies.  
 
While most Foundation Divisions are ready and prepared to deal with emergencies without 
activation of this Plan, most Divisions cannot respond to a disaster without significant 
disruption to normal activities. In disaster situations it is anticipated that Foundation resources 
will be inadequate or will be unavailable.  However, in these situations outside resources may 
be brought to bear.  
 
Disaster:   
Foundation resources are not adequate and outside aid is required from the City of Walnut 
Creek, or other Governmental Agencies. The City of Walnut Creek and the other agencies do 
not have the resources necessary to assist the Foundation in its response. The City has 
activated its Emergency Operating Center (EOC) and mutual aid protocols with the County of 
Contra Costa. Rossmoor CERT self-activates and establishes its Incident Command Center 
(ICC) and begins to track and respond to events and coordinates with the City of Walnut Creek 
for resources. When Foundation personnel are available, the FEOC is activated and all 
coordination and direction of Foundation resources and activities are done from there. 
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Disaster (Cont.) 
 
There will likely be multiple events occurring at multiple locations and the response and 
resource allocation to these events will be coordinated from the FEOC and the CERT ICC. It is 
likely that there will be more active events than Foundation/CERT resources can handle, at 
which time the FEOC/ICC will prioritize events and direct resources appropriately. 
 
FEOC activities may include but are not limited to: 
 

 Establishing a command structure to develop event information and to allocate 

Foundation resources; 

 

 Establishing a command structure to coordinate response with Rossmoor CERT; 

 

 Establishing a Rossmoor-wide situation and damage assessment function; 

 

 Establishing a Rossmoor-wide public information function; 

 

 Determining resource requirements for the affected area(s) and coordinating 

resource requests; 

 

 Establishing and coordinating the logistical systems necessary to support multi-

event management; 

 

 Establishing priorities for resource allocation; 

 

 Establishing communication among Foundation personnel, the Board of Directors 

and Mutual Presidents; and, 

 

 Communicating with the City of Walnut Creek. 

 
Emergency: 
This type of situation can be managed by the Foundation in a normal manner from the scene, 
at a field command post or coordinated through the Division management. Foundation, City 
and County resources are available and adequate. Foundation resources are coordinated and 
directed from a centralized location.  The FEOC is not generally activated, but Foundation 
personnel provide necessary support and, as necessary, seek aid from outside governmental 
agencies. Police, fire and other responders are available and outside resources are requested 
via established telephones, radio systems and dispatch centers. 
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Incident Command System (ICS) 

Incident Command System Overview  

The National Incident Management System (NIMS) provides a systematic, proactive approach 
to guide all levels of government, nongovernmental organizations, and the private sector to 
work seamlessly to prevent, protect against, respond to, recover from, and mitigate the effects 
of events, regardless of cause, size, location, or complexity, in order to reduce the loss of life 
and property and harm to the environment.  

The ICS is a system within NIMS and provides for a standardized, on or off-scene, all-hazards 
incident management approach developed and utilized by FEMA that:  

 Allows for the integration of facilities, equipment, personnel, procedures, and 
communications operating within a common organizational structure.  

 Enables a coordinated response among various jurisdictions and functional 
agencies, both public and private.  

 Establishes common processes for planning and managing resources. 

Rationale for ICS 

 

 Clear leadership 

 Chain of command 

 Span of control 

 Common terminology 

 Comprehensive resources management  

 Flexible and scalable framework 
 

If Rossmoor is involved in a disaster of regional or national scope; or where City, County, 
State/Federal assets are deployed to assist Rossmoor, it is important to incorporate and 
understand the ICS system as used in NIMS. Using ICS allows the Foundation to easily 
incorporate its command and control functions into the overall coordinated response efforts. 

ICS is flexible and can be used for events of any type, scope, and complexity. ICS allows its 
users to adopt an integrated organizational structure to match the complexities and demands 
of single or multiple events. 

ICS is used by all levels of government—Federal, State, County, City, and the Community 
Emergency Response Teams (CERT). ICS is also used by many nongovernmental 
organizations (such as hospitals and the Red Cross) and other private sector agencies.  

 

 

http://www.fema.gov/pdf/emergency/nims/NIMS_core.pdf
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Rationale for ICS (Cont.) 

ICS is typically structured to facilitate activities in five major functional areas: Command, 
Operations, Planning, Logistics, and Finance/Administration. Based on response needs, all of 
the functional sections may be activated however, only the necessary functional sections 
should be activated.  

ICS is extremely useful as it provides an organizational structure for event management. 
 
 

State of California Standardized Emergency Management System (SEMS) 
 
The Standardized Emergency Management System (SEMS) incorporates the Incident 
Command System (ICS) as they systematic command and control structure within the SEMS 
organization. SEMS is intended to standardize response to emergencies involving multiple 
jurisdictions or multiple agencies.  
 
SEMS is used exclusively within the State California to manage response to 
disasters/emergencies. All California Cities and Counties and public emergency response 
agencies are required by statute to use SEMS.  SEMS was established to provide an effective 
response to disasters/emergencies and will be used by the State of California, Contra Costa 
County and City of Walnut Creek, CERT, and all other cities and states in California. 
 
By standardizing essential elements of the emergency management system, SEMS is 
intended to: 
 

 Facilitate the flow of information within and between and among levels of the system. 
 

 Use common terminology and organization structure. 
 
 Increase the accuracy of information development and resource deployment.  

 
 Facilitate and coordinate resources during the response. 

 
 Maintain compliance with the National Incident Management System (NIMS).  

 
SEMS may be activated in anticipation of possible disasters/emergencies. Such anticipatory 
actions may be taken when there are earthquake advisories, flood watches, severe weather, or 
other circumstances that indicate the increased likelihood of an event that may overwhelm 
Foundation and Governmental resources. The extent of activation will be decided at the time and 
based on the circumstances.  
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Foundation Staff and Division/Department – ICS/SEMS Sections 
 
Introduction 
 
All Foundation employees are part of and have a role in the response plan. If and when the 
emergency plan is activated all Foundation employees are expected to respond as necessary 
and carry out assigned responsibilities.   
 
Senior Staff members are expected to assume leadership roles as outlined below. 
 
SEMS is comprised of two components, Command/Management Staff and General Staff. 
 
SEMS Command/Management Staff 
The Command Staff consists of the Incident Commander, Liaison Officer and Public 
Information Officer.  
 

 Incident Commander – provides overall leadership for the response, and is 
responsible for carrying out this plan, developing specific response objectives, 
strategies and priorities. 
 

 Liaison Officer – is responsible for developing emergency policies, providing 
legal/liability guidance and communications with the Board and Mutual Presidents.  

 

 Public Information Officer – is responsible for news/public information releases and 
historical documentation of the event.  

 
SEMS General Staff 
 
The general staff reports to the Incident Commander/Management Staff and is comprised of 
the following positions: 
 

 Operations Section Chief - is responsible for managing and directing all field 
responses, personnel, resources, and activities. 

 
 Planning Section Chief – is responsible for collecting, analyzing and displaying 

information; primarily consisting of the status of all resources and overall status of the 
response. 

 
 Finance/Administration Section Chief – is responsible for tracking incident related 

costs, personnel records, risk management, administrating required emergency 
expenditure documents/contracts, and developing business continuity plans. 
  

 Logistics Section Chief – is responsible tracking, requisitioning, and providing 
personnel/equipment resources and services necessary to support the response. 
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SEMS Sections 
 
Depending on the scope and magnitude of the event, only those sections necessary to 
coordinate the response should be activated. For example, for a short-term event, it may only 
be necessary to activate an Incident Commander and Operations Chief.  
 
Incident Command 
 
Public Safety Manager 
 
Ultimately the Public Safety Manager will assume responsibility as the Incident Commander. 
The Incident Commander (IC) takes general direction and policy guidance from the Liaison 
(Policy/Legal) Section. The IC establishes response priorities and objectives and plans for 
long-term response needs which may change as the operation continues.  
 
Public Safety Services are contracted to a private security company by the Foundation. By 
contract, the public safety staff on-duty when the event occurs is required to remain on-site. 
The public safety personnel report through the chain of command to the Public Safety 
Manager however, during the activation of the plan, it is likely public safety will report to the 
operations chief. Public Safety personnel are responsible for providing initial damage 
assessment, gate integrity, Citizen Band (CB) radio announcements, and assisting with the 
opening the Rossmoor CERT ICC and the FEOC.  
 
The on-duty Private Security Site Manager or Supervisor should function as the Foundation’s 
Interim Incident Commander until relieved by Foundation Management Personnel. In the 
absence of Foundation management personnel, Public safety personnel are responsible for 
the initial activation of the FEOC. The public safety personnel should also assist CERT with 
activation of their ICC.   
 
Liaison/Policy/Legal Section  
 
Chief Executive Officer & Foundation General Counsel 

 

The Liaison Officer(s) are the Chief Executive Officer (CEO) and/or the Foundation General 
Counsel. Together they serve as the communications and the link between the Foundation 
Board of Directors, Mutual Presidents and the Incident Commander.  They also provide 
general direction to the IC.  
 
Communications to the Board or Mutuals relating to all actions taken or proposed by the 
Incident Commander or decisions affecting the Foundation and Mutuals are conducted within 
the Policy/Legal Section.  The Policy/Legal Section also provides policy development/guidance 
and interpretation/advice on legal/liability issues.  
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Chief Executive Officer & Foundation General Counsel (Cont.) 
 
The General Counsel maintains communication between the Incident Commander and the 
CEO. The CEO maintains communication from the General Counsel to the Foundation Board 
of Directors, and the Mutual Presidents.  The CEO also coordinates the development of 
policies, provides direction to the Finance/Administration Section regarding emergency 
expenditures and coordinates with the Board for necessary approvals. The CEO maintains 
communication with and provides updates to the Foundation’s Board of Directors (Board) and 
the Mutual Presidents. 
 
The General Counsel will provide immediate and direct legal advice to the Board and CEO 
regarding policy developments, liability issues, and claims against or on behalf of the 
Foundation.  
  
Public Information Officer  
 
Rossmoor News 
 
 

The Communications Manager will assume the role of Public Information Officer (PIO) and is 
responsible for managing public affairs, internal media coverage, all outside media interaction 
and media releases. The PIO may facilitate or conduct public briefings or press conferences at 
the direction of the Command/Management Section. 
 

The Public Information Officer (PIO)/ Section reports directly to the Incident Commander and 
serves as the conduit for information to and from internal and external stakeholders, including 
the media or other organizations seeking information directly from the incident or event. The 
PIO is responsible for ensuring that the incident's command staff is kept apprised as to what is 
being said or reported about an incident. This allows public questions to be addressed, rumors 
to be managed, and ensures that other such public relations issues are not overlooked. 
 
The Rossmoor News staff is responsible for providing assistance with photography, news 
coverage, and historical and disaster related damage documentation. If available, Rossmoor’s 
television Channel 28 may provide media coverage and status updates/emergency information 
through the message board.  If the Rossmoor website (www.rossmoor.com) is available, 
information may also be provided through the website.   
 
 
 
 
 
 
 
 
 

http://www.rossmoor.com/
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Operations Section 
 
Mutual Operations Division/Trust Facility Maintenance 
 
The Operations Section oversees the response portion of the incident plan and is responsible 
for the deployment and management of personnel and resources into the field.  This section 
also prioritizes disaster-related events and responses.  
 
The Director of the Mutual Operations Division/Trust Facility Division (MOD) will assume the 
role of the Operations Chief.  The Operations Chief is responsible for activation of the 
operational aspect of this plan. Personnel will be deployed at the direction of the Operations 
Chief and pursuant to the plans developed for the event. 
 
MOD/Trust personnel may be used for protection and operation of Trust property. Since Trust 
property is critical for utilization as shelters, feeding centers, triage points, and/or distribution 
centers, the inspection and protection of Trust property should be a priority. Once Foundation 
buildings are assessed, and as Trust/MOD staff become available they will be deployed to 
respond to events and to assist the Mutuals. 
 
Personnel may be called to fulfill such missions as providing assistance to the Mutuals 
providing vehicles, equipment and other resources for assignment.  MOD office personnel may 
also be used to assist in other administrative duties.  
 

Logistics Section 
 

The Logistics Section is responsible for all the services and support needs of the event, 
including communications; check-in and tracking of all disaster personnel, resources and 
equipment; and for acquiring additional personnel and supplies as necessary.  The Logistics 
Section Chief and his/her staff should be selected from the following staff, divisions and 
departments: 

 

Resident Services 
The Director of Golf Operations will assume the role of Logistics Section Chief. This section is 
responsible for acquiring and tracking equipment and supplies; addressing shelter needs; 
providing support personnel to coordinate incident/disaster related activities at the Clubhouses; 
assisting the Red Cross shelter activities, as necessary; and other logistical needs. The 
Resident Services Division may provide support personnel to coordinate any other 
incident/disaster related activities as needed. 
 
The following branches (services) are within the Logistics Section: 
 

Communications: 
The Communications Branch is an integral part of any emergency or disaster response. 
It is an important resource to be assigned to support activation of the plan. The 



 

GRF Emergency Operations Plan  Page 22 

Communications Branch is organizationally within the Logistics Section but may be 
assigned to other sections, or be a stand-alone section. 
 
Communications is responsible for overseeing all incident-related communications. This 
section is comprised of Foundation staff and maybe assisted by trained resident 
volunteers. 

 
Some Foundation administrative staff have experience with radio communications, 
compiling written documentation, tracking requests for service and providing that 
information to field personnel. These administrative positions and/or the Public Safety 
dispatchers should be assigned to the Communications Section. 
 
Bus Service:  
Responsible for assembling bus drivers for transportation needs of Foundation 
personnel into the field, and/or providing transportation for Foundation 
personnel/residents for potential evacuation needs.  
 
Vehicle Maintenance: 
Responsible for providing vehicles/equipment that is necessary to support the 
Foundation’s response.  This branch is also responsible for providing fuel services for 
vehicles/equipment and repairs.  Note: the fuel pump at the MOD Maintenance Facility 
is on back-up generator power.  
 
Recreation Services: 
Responsible for providing support personnel at the Clubhouses, coordinating and 
assisting the American Red Cross for potential shelter needs, and coordinating 
volunteers. 
 
Custodial/Fitness/Aquatics Services: 
Personnel of the Custodial/Fitness and Aquatics Services will be assigned as needed to 
support the plan. 
 
Executive Services: 
Responsible for providing personnel to support operational needs of the Command 
Section and/or personnel for the Planning and Intelligence Section. 
 
Golf Operations:  
Is responsible for assembling equipment, and for providing personnel to support the 
Foundation’s response plan.   

 
Counseling Services: 
Provides and coordinates counseling services to Foundation employees and residents. 
Personnel may also be used to assist in Red Cross shelters or other areas that 
residents may gather.  

 
Human Resources: 
Notifies employees of their need to report to work; manages injury logs, employee 
compensation claims, and the coordination of volunteers. Also provides for the 
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coordination of Foundation employees, registration of volunteers, and for the overall 
tracking of personnel. 

 
Planning and Intelligence Section 
 

The Planning and Intelligence Section is responsible for gathering information from a variety of 
sources, including analyzing and verifying that information, and preparing and updating internal 
records.   
 
The Director of Resident Services will assume the role of Planning and Intelligence Section 
Chief. This section is responsible for developing and tracking event related incidents, preparing 
and developing action plans, and for organizing all paperwork related to the event. 
 

Finance/Administration Section 
 

The Finance/Administration Section is responsible for managing all financial aspects of the 
incident including approving purchases, and providing financial and cost analysis. The Finance 
Section is also responsible for developing a business continuity plan for the Foundation.  
 
The Chief Financial Officer will assume the role Finance/Administration Section Chief.  
 

Risk Management: 
The Finance Department, which includes accounting and risk management, are 
responsible for providing financial analysis, expenditure tracking, payroll recording and 
information systems support; and ensuring that all recovery documentation and 
Foundation insurance claims are accurately tracked and submitted to the appropriate 
agencies. The personnel in this department may also be assigned to assist in the 
Planning/Intelligence Section. 
 
At the conclusion of the event, this section is responsible for submitting any paperwork 
necessary to recover costs related to the incident. This section is also responsible for 
processing payroll, coordinating all risk/insurance claims, and ensuring that all 
paperwork is maintained and available for cost recovery needs 
 
Risk Management: 
Is responsible for the tracking insurance related claims, and coordinating all supporting 
documentation; and, evaluating on-going activities to assess immediate risk 
management issues.  

 
Information Systems: 
Is responsible for restoring, supporting the Foundation’s telecommunications and 
electronic data networks, and for providing computer support and the recovery of 
electronic data.  
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The Waterford 

The Waterford’s management and staff are responsible for development and of the 
Waterford’s Emergency Plan. The Waterford’s response to an emergency or disaster is 
governed by their plan. The Waterford will determine its own response needs during an 
emergency. Foundation resources will be allocated to the Waterford as available and as 
necessary.  
 
If the Waterford needs resources other than those they can supply themselves, they 
should request such resources through the FEOC. 

 
 

Incident Action Plan (IAP) 
 
Incident Action Plan  
 

When the FEOC is activated, an oral or written Incident Action Plan (IAP) should be 
developed. The purpose of the IAP is to provide all personnel with an overview of the event 
and the direction for future actions. Action plans include the operations to be achieved and are 
prepared around a time-frame referred to as the Operational Period. 
 
Operational Periods can be of various lengths, but should be no longer than 24 hours. The 
planning of an operational period must be done far enough in advance to ensure that 
requested resources are available when it begins. 
 
The IAP must be known to all incident supervisory personnel. This can be done through 
briefings, by distributing a written plan prior to the start of the Operational Period, or by both 
methods. The Planning/Intelligence Chief is directly responsible for the FEOC Action Planning 
process. 
 
 
 
 
Essential Incident Action Plan Elements: 
 

Statement of Objectives: Appropriate to the overall incident. 
 
Organization: Describes what parts of the ICS organization should be in place. 

 
 
 
 
 
 
 
 
 



 

GRF Emergency Operations Plan  Page 25 

 
 
Assignments to Accomplish Objectives:  
Incident objectives should have the following SMART characteristics: 
 

Specific – the wording must be precise and unambiguous in describing the objective. 
 

Measurable – the design and statement of objectives should make it possible to 
conduct a final accounting as to whether objectives were achieved 

 
Action Oriented – the objective must have an action verb describing the expected 
accomplishments. 
 
Realistic – objectives must be achievable with the resources that the agency (and 
assisting agencies) can allocate to the incident, even though it may take several 
operational periods to accomplish them. 

 
Time Sensitive – the timeframe should be specific. 
 

 

Foundation Emergency Operations Center (FEOC) 
 
Purpose and Function 
The concept and establishment of an emergency operation centers is a standard practice in 
emergency management and important when using ICS. 
 
The Foundation Emergency Operations Center (FEOC) should be utilized as the central 
command and control facility responsible for the coordination and allocation of Foundation 
resources.   
 
A function of the FEOC is to develop information and prioritize response strategies during the 
event. The FEOC’s collection, and analysis of data, assists in the decision making process for 
the protection of life and property.  
 
The FEOC is responsible for the strategic overview, or the "big picture", of the disaster. The 
FEOC normally does not direct or control field assets, rather the FEOC makes overall 
operational decisions that impacts the Foundation and leaves tactical decisions to lower 
commands.  
 
The FEOC and Rossmoor CERT will establish parallel structures and may establish a unified 
command meaning the FEOC and CERT IC will develop the overall IAP. Also if CERT trained, the 
FEOC incident commander can also serve as the CERT incident commander.  When both EOC’s 
are activated, the Foundation will partner with Rossmoor CERT to assess, prioritize and respond to 
events. However it is important to recognize that if one or the EOC’s is not activated, CERT and the 
FEOC can be activated independently. All external communications with the City will be 
coordinated through the FEOC or the Rossmoor CERT Incident Command Center.   
 
An Operational Function Chart of the FEOC is diagrammed on page 28.  
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Pre-Activation 
 
The planned primary site for the establishment of the FEOC is the Board Room in the Gateway 
Administration building. All SEMS section chief should operate their command from the FEOC, 
however as necessary other offices/area in the Gateway Administration Building can be utilized. It 
is critical that all SEMS sections remain in close proximity to each other.  
 
If the Gateway Administration building cannot be used due to damage, the FEOC incident 
commander will designate an alternate location.  While any site/area can be designated as the 
FEOC, the Mutual Operations Building or the Creekside Complex should be considered as primary 
alternate FEOC sites.  
 
To provide for direct communications, Rossmoor CERT should establish their Incident 
Command Center (ICC) in close proximity to the FEOC. A cache of equipment and supplies 
should be established and maintained to support the establishment of the FEOC and CERT 
ICC. 
 

 

Activation 
 

The FEOC should be activated in any City or State proclaimed disaster, which is deemed 
potentially perilous to the safety of persons and property within Rossmoor and which requires 
a coordinated response by all Foundation personnel.  
 
The FEOC can also be activated at the direction of the CEO or the following Senior Staff 
Members: 
 

 Public Safety Manager  
 

 Director of Mutual Operations 
 

 General Counsel  
 

 Director of Resident Services 
 

In the event of a disaster and in the absence of the above Foundation staff, Public Safety can 
activate the FEOC. 
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Activation Criteria 
 

Criterion for activation of the FECO may include the following:   
 

1. An event that requires the response of ALL Foundation resources. 
 

2. An event that requires the coordinated and sustained allocation of Foundation 
resources. 

 
3. Large or widespread event that overwhelms Foundation resources and requires 

significant outside resources. 
 

4. Multiple emergency response locations. 
 

5. An event that requires the activation of Rossmoor CERT. 
 

6. Likely or actual declaration of an official state of emergency that may or will impact 
Rossmoor.   

 
There are two types of FEOC activation:  

 

1. Partial activation:  The FEOC is activated, but only some of the SEMS positions are filled.  
Partial activation is usually for a limited period of time and may be appropriate in the 
following circumstances: 

 
a. When a limited response is required;  

 
b. When limited personnel are available; 
 
c. In the early stages of an expanding event; and, 

 
d. In the late stages of an event and prior to or during deactivation of the FEOC.  

 
 

2. Full activation: The event requires an all-out response effort by the Foundation and all 
necessary SEMS positions are filled. 

 
Initial Activation/Assumption of Incident Command 
 

In the event that Foundation Senior Management Staff are not available, the on-duty Public 
Safety Site Manger/Supervisor should be responsible for activating the FEOC, and will assume 
the role of Incident Commander; this is considered a partial activation. This position is only 
temporary and other than public safety personnel, there is no authority to allocate Foundation 
resources. The purpose of this type of activation is to begin to collect data and identify 
logistical needs. Public Safety should notify Foundation Staff as soon as possible after 
activation the FEOC. 
 
 
Initial Activation/Staffing of the FEOC 
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After the Rossmoor CERT ICC is activated, the FEOC should be activated. Public Safety 
should first assist with the activation of the CERT ICC and then activate the FEOC.  
 
When the FEOC is activated by Public Safety, it is considered a partial FEOC activation.  
At this time the FEOC should begin developing and tracking event information and 
coordinating with the Rossmoor CERT ICC. The Public Safety Supervisor will remain as 
Interim Incident Commander until relieved by Foundation Management personnel. 
 
Record Keeping 
 
As personnel become available, each section chief should appoint a scribe. A scribe works 
directly with the section chief to record requests and actions taken. The scribe plays a critical 
role in documenting what and when things were done, allowing the section chief to focus on 
making the necessary decisions. 

 
The scribe is responsible for: 

 
 Maintaining records and written communications for his/her leader; 

 
 Providing this information to the Plans Section in a timely manner; and 

 
 Collecting and distributing paperwork for his/her section.   
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 Incident Commander 
Section A 

Liaison 
Policy/Legal 
Section B 

 

Public Information  
Section C 

Operations 
Section D 

Logistics 
Section E 

Planning/Intelligence 
Section F 

 

Finance/Administration 

Section G 

FEOC  
Incident Command Structure Chart 

Communications 

Section H 

Rossmoor 

CERT ICC 
Section I 

 

Foundation Board 

Mutual Presidents 
  

Refer to the corresponding lettered sections in this plan for 
specific position description and the associated position 

checklists. 
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Rossmoor Resident Disaster Groups and Resources 
 
Disaster Communications 

 
Communications is critical to the success of the Foundation’s response. This plan assumes 
that all landline and cellular phones are inoperable and radios will be used.  Even If landline 
and cell phones are operable, it is desirable that all disaster related communications are 
conducted using radios and that telephone communications are only used to supplement radio 
communications. 
 
The Foundation will operate on its radio system and use regularly assigned frequencies. 
Foundation communications will be coordinated by Foundation personnel who will be assigned 
at the time of the event. Initially Public Safety will coordinate all Foundation communications.  
 
The City specifies and has pre-assigned the frequency for the HAM radio emergency net and 
HAM communications with the City. The HAM base station is located in the Gateway 
Administration building in a room outside of the Counseling Services Office. A back-up and 
mobile HAM radio system is stored at the Public Safety Office  
 
HAM communication will be conducted according to the City’s CERT protocols. If CERT ICC is 
not operational, messages can be sent to the City with FEOC approval 
 
Foundation Personnel Call-Outs 
 

Public Safety maintains a call-out list for all Senior Staff.  If telephone communication is 
possible, all Senior Staff will be notified of the magnitude of the disaster. Each Senior Staff 
member is responsible for developing protocols for notifying his/her department personnel.  

 
In the event of a major disaster, such as an earthquake and phone systems are not functional, 
Senior Staff are expected to self-activate and respond as soon as possible to assist in the 
activation of the Foundation’s Emergency Operations Plan.  All other Foundation personnel, 
once their personal situations are stabilized, are encouraged to respond to Rossmoor to assist 
with the disaster response. 
 
Resident Disaster Preparedness Information and Response Groups 

 
These groups are comprised of resident volunteers who focus their efforts on disaster 
preparedness and response.  Resident volunteer groups’ efforts in planning and coordination 
with the Foundation will play an integral part in assisting the Foundation’s disaster response. 
The Foundation is not responsible for the organization of these groups nor is the Foundation 
responsible for developing their activation protocols. The Foundation will assist and advise 
these groups to ensure each group’s plan is consistent with the Foundation’s plan.  
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Resident Disaster Preparedness Information and Response Groups (Cont.) 
 
Resident response groups are expected to self-activate due to a disaster such a large 
earthquake.  Resident disaster response group members should self-activate following an 
earthquake if the following occur: 

 
 Broken windows or dishes, items falling of shelves 

 Building collapse and structural damage  

 Large/multiple fires 

 Strong smell of gas in their home or in the immediate area 

 Any other more severe conditions in either the home or the neighborhood 
 
Emergency Preparedness Organization 

 
The Emergency Preparedness Organization’s (EPO) mission is to provide information to 
residents about disaster preparedness and to organize residents to be self-sufficient until 
Foundation resources or professional first responders are available. EPO provides a venue for 
individual residents, CB Operators, Entry Coordinators, and CERT volunteers to share 
information. EPO meetings are also used to provide information to residents regarding the 
Foundation’s disaster preparedness activities. EPO is not a response group. 

 
Community Emergency Response Team 

 
CERT is a resident driven, community based disaster preparedness and response program 
coordinated and managed by the City of Walnut Creek and supported through the Federal 
Emergency Management Agency (FEMA).  Rossmoor CERT volunteers are trained residents 
who have come together to form a skilled group of Disaster Service Workers. CERT members 
realize that in the event of a disaster they will have to rely on their neighbors and themselves 
to handle emergencies until other help arrives. The CERT organization uses the same 
SEMS/ICS working structure that the Foundation and governmental organizations use, 
enabling the accurate flow of information while minimizing duplication. 
 
The Foundation, through planning with the CERT, established caches of disaster supplies to at 
preplanned areas throughout Rossmoor. The Foundation has also provided support and 
guidance to CERT to ensure that CERT and Foundation response protocols are compatible.    
 
CERT and the Foundation will develop parallel structures and will work together to provide 
disaster assistance to the community.  
 

CERT will primarily use the Family Radio Service (FRS) for communications. FRS is an 
unlicensed system utilizing low-powered radios for very short-range communications. The FRS 
radios have been tested and are known to function within their designated areas. CERT has 
developed its own communications protocols. 
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Community Emergency Response Team (Cont.) 
 
CERT has developed a ―Steering Committee‖ to establish various disaster response preplans 
including radio and activation procedures for all staging areas. The Steering Committee has to 
develop a leadership team and has assisted in the development CERT area exercises.   
 
Map Your Neighborhood 

 
Map Your Neighborhood (MYN) is a program designed to help neighborhoods, entries, and/or 
buildings prepare for disasters. The program is designed to improve individual and 
neighborhood readiness.  MYN provides a step-by-step process that groups of neighbors can 
work through together to prepare themselves and their neighborhoods for disasters. MYN 
prepares people for the period of time immediately following a disaster until responders arrive. 
MYN is not a response group. 

 
MYN helps residents to: 
 

 Learn the “9 Steps to Take immediately Following a Disaster” to secure their homes 
and to protect their neighborhoods. It is hard to think clearly following a disaster, and 
these steps will help residents to quickly and safely take actions that can minimize 
damage and protect lives.  

 
 Identify the Skills and Equipment each neighbor has that would be useful in an 

effective disaster response. Knowing which neighbors have skills and supplies 
facilitates timely disaster response, and allows everyone to contribute to the response in 
a meaningful way. 

 
 Create a Neighborhood Map identifying the locations of natural gas shut off valves. 
 
 Create a Contact List that helps identify those with specific/special needs. 

 
 Work together as a Team to Evaluate their neighborhood during the first hour following 

a disaster.  
 
 
Entry Coordinators 
 
Entry Coordinators organize, assist, and compile information about residents within entries and 
they are the link between the residents in their assigned entries, CERT volunteer and/or other 
responders.   
 
Not all entries have entry coordinators. Entry coordinators have developed an ―Entry 
Coordinator Orientation and Guide‖ resource manual that describes their roles and 
responsibilities. The Entry Coordinator program is managed by residents.  
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Citizen Band Radio 
 
Citizen Band Radio (CB) is used to relay information and status reports from CB operators 
throughout Rossmoor to the CB Base Station.  CB operators are assigned by entry, and the 
CB Base Station will coordinate their communications.  CB Base Station operators will 
coordinate information exchange between residents and Rossmoor CERT.  
 
As soon as possible after a disaster, Public Safety will broadcast general information to CB 
operators about the event.  The Public Safety CB broadcast will be informational, and Public 
Safety will not take incident reports from the CB operators.  CB operators will wait until the CB 
Base Station is operable to transmit information.  The CB communications group has 
developed their activation protocols. 

 
A CB Base Station has been established in the anti-room in Multi-Purpose Room 3.  
 
Amateur Radio 
 
Amateur Radio (HAM) operators are licensed through the Federal Communications 
Commission and are responsible for communications between the Rossmoor CERT, the 
FEOC, and the City of Walnut Creek. The HAM base station is located in the Gateway Building 
in a designated room just outside of the Counseling Services office.  A secondary HAM mobile 
radio is stored in the Public Safety Office, which is in the Creekside complex. The HAM’s have 
developed a response protocol and us trained resident volunteers. 

 
Pets in Peril 
 
The Pets in Peril (PIP) is a volunteer organization with in Rossmoor that has accepted 
responsibility for providing emergency shelter for stray animals and/or care for animals whose 
owners are being housed in Red Cross Shelters. PIP has established its own procedures for 
response. In support of PIP’s mission, the Foundation has supplied a shed, radios, and food 
and water for PIP response personnel. The Foundation has designated the Buckeye Tennis 
Courts as PIP’s animal care and shelter facility.   
 
The Spiritual Support Crisis Response Team 
 
The Spiritual Support Crisis Response Team is a volunteer organization sponsored by the 
Interfaith Counsel. Members of this team are trained to provide support to residents and their 
families during and after a crisis. While not an official part of a CERT response, during a 
disaster, team members may respond to assist CERT as needed.  
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Foundation Disaster Response Plan Maintenance  

 

The Foundation’s Emergency Response Plan is designed for efficient update and additions.  
 
The Public Safety Manager is responsible for the maintenance of this Plan and will conduct a 
thorough review annually. Updates shall be distributed every year as needed or when there 
are significant changes that affect plan activation.  
 
This Plan is a management tool. It supports, and is integrated with various operations and it 
does not need to be updated every time procedures change.   
 
Individuals with emergency assignments are to review their procedures and related information 
after activation, either simulated in drills or as an actual response.  Individual checklists are to 
be revised as needed. Additionally, individual users are encouraged to add supplemental 
materials to their Sections for a complete ―response ready‖ Plan.   
 
It is not necessary to reprint the entire document each time it is updated. The date should 
always be kept current and can include the word ―Revised‖ to indicate the update.   
 
 

Glossary of Acronyms 
 
CB  Citizen Band Radio 
CERT  Community Emergency Response Team 
CONOPS Concept of Operation 
EOC  Emergency Operations Center 
EOP  Emergency Operations Plan 
FEMA  Federal Emergency Management Agency 
FEOC  Foundation Emergency Operations Center 
FRS  Family Radio Service 
HAM  Amateur Radio  
IAP  Incident Action Plan 
ICC  Incident Command Center 
ICS  Incident Command System 
IC   Incident Commander 
MYN  Map Your Neighborhood 
NIMS   National Incident Management System 
NGO  Non-Governmental Organization 
PIO  Public Information Officer 
SEMS  Standardized Emergency Management System 
SOP  Standard Operating Procedures 
USGS  United States Geological Survey 
 
 

 



 

 
SEMS SECTION POSITION  

 
Incident Commander 

 
Policy/Legal 

 
Public Information 

 
Operations 

 
Logistics 

 
Planning/Intelligence 

 
Finance/Administration 

 
Communications 

 
CERT  
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Foundation Emergency Operating Center Position Descriptions (FEOC) 
 

Section A 
 

FEOC Incident Commander 
 

The Incident Commander (IC) has the overall responsibility of managing all activities identified 
in the Foundation’s Disaster Response Plan. The IC determines objectives and establishes 
priorities based on the nature of the incident, available resources, and Foundation policy.  The 
IC role will be filled by the first Foundation management representative to arrive at the FEOC, 
and should be relieved of duty when a more senior or more qualified management 
representative arrives. Ultimately the Public Safety Manger will be the IC.   
 
The IC conducts regular incident briefings with all Section chiefs and provides regular incident 
situation assessments to the CEO and the General Counsel who are responsible for 
maintaining liaison between Foundation Board Members and Mutual Presidents. The IC is also 
responsible for maintaining communications with Rossmoor CER IC. The FEOC IC and the 
Rossmoor CERT IC will work together and share information for a coordinated response.   
 
Specific Functions 

 
 Overall event management and responsibility.  

 Make event safety a priority for all personnel involved. 

 Establish the FEOC and necessary SEMS sections. 

 Develop and establish event objectives and priorities. 

 Establish communications with the Rossmoor CERT.   

 Establish and maintain communication with the City through Rossmoor CERT.  

 Establish and maintain liaison with other agencies as necessary. 

 Authorize the release of information to the media. 

 Continuously monitor the operation for efficiency and effectiveness. 

 Regularly meet with all section chiefs. 

 Order the demobilization of the incident, when appropriate. 

 
 
 
 
 
 
 
 
 
 
Set up the FEOC 
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 Identify yourself as the Incident Commander.  

 Establish the FEOC. 

 Confirm that Rossmoor CERT is activated.  

 Establish contact with the Rossmoor ICC. 

 Assign Chiefs when able to the following SEMS Sections: 

o Communication – ―Message Center‖ 

o Operations – ―How to do it‖ 

o Planning /Intelligence – ‖What is going on‖ 

o Logistics – ‖How to support it‖ 

o Press Information Officer 

o IC Scribe – to document IC actions and assignments together with dates/times 
 

REMEMBER –  
Safety is your #1 priority at all times!  Immediately stop any unsafe operations. 
 
Establish communications 
 
 Maintain communication with the Rossmoor CERT IC throughout the disaster.  

 Ensure that Rossmoor CERT communications is functioning through the HAM Radios with 
the City of Walnut Creek. 

 Ensure Rossmoor CERT has established communications with the City of Walnut Creek 
and if not, take steps to do so.  
 

 
Organize and brief your staff  
 
 Assign, manage and oversee section chiefs.  

 Define the scope of the event with the Section Chiefs. 

 Review information reports to determine the scope of the event. 
 

 Develop and prioritize a ―to do list.‖  
 

 Keep your staff informed and regularly check in with Section Chiefs. 
 

 
 
 

 
 
Support Chiefs as they organize, coordinate staff actions and activities 
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 Set staffing priorities for resource allocations. 

 Ensure that the FEOC is set up for easy work and communication flow. 

 Ensure the Chiefs have a plan that supports the overall response. 

 Ensure the Chiefs are providing timely updates regarding their section’s status. 

 Assess communications and coordination between chiefs and teams to ensure that 
necessary activities are taking place. 

 
  Provide support and assist the chiefs with determining what resources are necessary. 
 
Provide Regular Briefings  

 
 Conduct planning meetings with Section Chiefs, individually and in groups. 

 Conduct regular briefings with Rossmoor CERT Area Incident Commander. 

 Regularly update and check-in with the Policy/Legal Section. 
 Through the PIO provide updates to residents regarding the overall status of the 

emergency/disaster, and types of services and support the Foundation can provide. 
 
 
Maintain Information Flow. 

 
 Number, severity, types and location of incidents. 

 Establish priorities. 

 Determine available Foundation resources and regularly obtain status updates. 

 Determine what outside resources are necessary. 

 Make requests for outside resources as soon as the needs are identified.  

Coordinate with Chiefs 
 
 Assess incident reports:  

o Identify incidents the Foundation can handle. 

o Identify incidents the Foundation cannot handle and forward this information to the 
City of Walnut Creek as soon as possible. 

o Identify resources (people and equipment) needed to handle incidents. 
 
 Develop IAP with Section Chiefs: 

o Consider available resources and what resources need to be requested. 

o Determine life hazards incidents as those are the priorities. 

o Track property hazards and respond after life hazards are resolved. 

o Determine if the necessary resources are available, and if not make the necessary 
requests. 

Coordinate with Chiefs (Cont.) 
 

 Act on your plan 
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o Using Foundation personnel; 

o Using Foundation equipment; 

o Request outside resources as soon as needs are identified. 
 

 Maintain documentation of all activities. 
 
Plan Transfer of FEOC  

 
 Coordinate with all the Sections Chief. 

 Determine resources necessary to support the EOC and response efforts. 

 Establish a schedule for the FEOC and forecast what resources are necessary 
(fewer people can run the EOC at night –finish paper work and develop the IAP 
action for the following operational period). 

 After the first 24-36 hours schedule most field and resources during daylight hours. 

 Identify resources necessary to support an on-going response.  

 Set-up schedule for FEOC and field personnel (shifts should be 8-12 hours) 

 Allow 1 hour overlap for transitions between all in the FEOC 
 
 
Considerations 
 

 The response structure must grow as the response needs increase and/or when 
resources become available. 

 Thoroughly evaluate information and requests to avoid duplication. 

 Hold regular briefings with all Sections, individual and collectively. 

 Sharing information is critical to the success of the response. 
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Incident Commander Position Checklist 
 

The following checklist should be considered as the minimum requirements for this position. 
Note that some of the tasks are one-time actions; others are ongoing or repetitive for the 
duration of the incident. 

        

 

Check the Box Task 

 1. Ensure welfare and safety of personnel. 

 2. Supervise Command and General Staff. 

 3. Obtain initial briefing from current IC (if taking over). 

 4. Assess incident situation: 

 a) Review the current situation status and initial incident objectives. 

 b) Ensure that all local, State, Federal agencies impacted by the 
incident have been notified. 

 5. Meet and establish communications with Rossmoor CERT. 

 6. Develop overall event status. 

 7. Activate appropriate Command and General Staff positions: 

 a) Confirm dispatch and arrival times of activated resources. 

 b) Provide summary of current organization. 

 8. Brief staff: 

 a) Identify incident objectives and any policy directives for the 
management of the incident. 

 b) Provide a summary of current organization. 

 c) Provide a review of current incident activities. 

 d) Determine the time and location of the first Incident Action 
Plan Meeting (IAP). 

 9. Determine information needs and inform staff of requirements. 

 10. Determine status of disaster declaration and delegation. 

 11. Establish parameters for resource requests and releases: 

 a) Review requests for critical resources. 

 b) Confirm who has ordering authority within the organization. 

 c) Confirm those orders that require Command authorization. 

 12. Authorize release of information to the media: 

 a) If operating within a Unified Command, ensure all Incident 
Commanders approve release. 

 13. Establish level of planning to be accomplished: 

 a) Written IAP. 

 b) Contingency planning.  

 c) Formal planning meeting. 

 14. Ensure planning meetings are conducted as indicated. 

 15. Approve and authorize implementation of the IAP: 

 a) Review IAP for completeness and accuracy. 

 

 

 



 

GRF Emergency Operations Plan  Page 40 

Check the Box Task 

 b) Verify that objectives are incorporated and prioritized. 

 16. Ensure Command and General Staff coordination: 

 a) Periodically check progress on assigned tasks of 
Command and General staff personnel. 

 b) Approve necessary changes to strategic goals and IAP. 

 c) Ensure that Liaison Officer is making periodic contact with 
the Board and Mutuals. 
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FEOC Position Descriptions 
 

Section B 
 
Liaison/Policy/Legal 
 
The Liaison/Policy/Legal Section has the overall responsibility for liaison with the Foundation 
Board and Mutual Presidents and providing them with situation status briefings; interpreting 
existing policies; and, if needed, coordinating the development of incident specific policies.  
Policy/Legal is also responsible for developing strategies to ensure continuity of Foundation 
services to the community as well as short and long-range recovery planning.  
 
The General Counsel Is charged with providing guidance with regard to liability issues and 
claims against the Foundation.  While Policy/Legal works closely with the Incident Commander 
to interpret policy, this Section does not manage the operational aspects of the incident. 
 
The CEO is charged with the briefing of the Board and Mutual President’s and conferring with 
the FEOC IC on event status.  
 
 
Specific Functions 
 
 Brief Foundation Board and Mutual Presidents.  

 Provide guidance to the Incident Commander. 

 Interpret policies. 

 Develop emergency policies. 

 Review liability issues. 

 Review and approve information prior to releasing it to the public. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Liaison/Policy/Legal Checklist 
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The following checklist should be considered as the minimum requirements for this position. 
Note that some of the tasks are one-time actions; others are ongoing or repetitive for the 
duration of the incident. 
 
 

Check the Box Task 

 1. Obtain briefing from Incident Commander: 

 a) Determine current status of the event. 

 b) Participation in the incident action planning process. 

 2. Prepare initial information summary for distribution to the Board 
Members/Presidents. 

 3. Establish contact with the Board of Directors. 

 4. Establish contact with the Mutual Presidents. 

 5. If possible schedule regular briefings with the Board and Mitial 
Presidents to provide status updates. 

 6. Determine which non-governmental agencies or companies are 
part of the Foundation’s response. 

 7. Contact and brief other non-governmental agencies as needed. 

 

 
 

 
 

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
FEOC Position Descriptions 
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Section C 
 
Public Information 
 

The Public Information Officer (PIO) is responsible for the formulation and release of all 
information regarding the incident or disaster to the news media and Channel 28, with 
approval from the Incident Commander.  
 
The PIO provides situation updates to Foundation personnel and to the Community. The 
PIO is the ONLY contact for outside media and must have the Incident Commander’s 
approval prior to the release of any incident-related information. 

 
Specific Functions 
 
 Respond to media and public inquires 

 Conduct press conferences 

 Provide emergency warnings 

 Monitor outside media 

 Provide information to Foundation personnel 

 Provide photographic/video documentation of the incident 
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Public Information Officer Position Checklist 
 
 

The following checklist should be considered as the minimum requirements for this position. 
Note that some of the tasks are one-time actions; others are ongoing or repetitive for the 
duration of the incident. 

 
Check the Box Task 

 1. Obtain briefing from Incident Commander 
 a) Determine constraints on information process. 

 2. Participate in FEOC briefings: 
 a) Determine constraints on the information process. 
 b) Determine what information should be released. 
 3. Assess the needs for special alerts and warnings, and how best to make 

those notifications. 
 4. Develop press releases (must be approved by IC/Policy Legal before 

release). 
 5. Prepare initial information summary as soon as possible after activation.  

If no other information is available, consider the use of the following general 
statement.  

 
Sample Initial Information Summary 

 
We are aware that a [describe event] occurred at approximately [time], in the vicinity of 
[general location].  [Foundation/Rossmoor CERT/City-County resources] are 
responding, and we will have additional information available as we are able to confirm 
it.  We will hold a briefing at [location], and will notify the press at least ½ hour prior to 
the briefing.  At this time, this briefing is the only place where officials authorized to 
speak and share information about the event.  Thank you for your assistance. 
 
Check the Box Task 

 6. Arrange for necessary work space, materials, and stuff. 
 7. Establish contact with local and national media 

representatives, as appropriate. 
 8. Establish location of Information Center for media/public 

away from Command Post. 
 9. Establish schedule for news briefings. 
 10. Establish a schedule for community information releases. 
 11. Obtain current incident status reports from Planning 

Section; coordinate a schedule for updates. 
 12. Observe constraints on the release of information 

imposed by the IC. 
 

 13. Obtain approval for information release from Incident 
Commander. 
 
 
 
 



 

GRF Emergency Operations Plan  Page 45 

Public Information Officer Position Checklist (Cont.) 

Check the Box Task 
 14. Release news to media, and post information in the 

FEOC and other appropriate locations. 
 15. Record all interviews and copy all news releases. 
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FEOC Position Descriptions 
 

Section D 
 

Operations 
 
The Operations Section Chief is responsible for coordinating and directing the deployment of 
Foundation personnel and resources and conducting the tactical operations necessary to carry 
out the plan. The first priority of this Section is to evaluate and determine which Foundation 
facilities are suitable for use. 
 
Specific Functions 
 
 Prioritize response and resource needs 

 Assign and coordinate personnel to assess and, if necessary, to evacuate Foundation 
property 

 Develop tactical operations strategy 

 Ensure resource needs are coordinated through Logistics 

 Work with CERT responders to perform light duty search and rescue as permitted by 
training and job scope 

 Coordinate with Mutuals for damage assessment 

 Ensure all personnel are completing tasks safely 
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Operations Chief 

 
Manage the Resources in the Field…‖How to do it‖ 

 
Assess Situation  
  
Develop and overall understanding of the event. 
 
Identify resource needs.  

 Coordinate resource needs and make those requests through Logistics Chief: 

o Identify equipment needs; 

o Identify personnel needs.  

 Plan assignments as Foundation personnel become available. 

 
Field Teams 
 
 Establish field teams as needed: 

o Establish communications with field teams. 

o Keep track of the teams: 

 Only deploy field personnel in teams of two or more; 

 Know where field resources are assigned; 

 Maintain team status sheets. 
 

 Maintain logs: 

o Resources  

o Assignments 

 Who, what, where and when; 

 Tracking them on a map may be helpful. 
 

 Establish strategy on how to manage priority assignments with Planning and Intelligence 
Chief 
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Considerations 
 
 SAFETY IS THE #1 PRIORITY AT ALL TIMES. 

 Immediately stop any unsafe operations. 

 All field personnel should be assigned to teams. 

 Oversee and manage resources.  

 Monitor work progress and make changes when necessary. 

 Keep the Incident Commander updated on progress and needs. 
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Operations Section Chief Position Checklist 

 

Check the Box Task 

 1. Obtain briefing from Incident Commander: 

 a) Determine event objectives and recommend strategies. 

 b) Identify current organization, location of resources, and 
assignment. 

 2. Organize Operation Section to ensure operational efficiency, 
personnel safety and adequate span of control. 

 3. Establish response teams. 

 4. Develop response priorities and make assignments. 

 5. Hold an Operations Section Briefing and assign personnel in 
accordance with the IAP. 

 6. Develop and manage operations to meet incident objectives. 

 7. Evaluate and provide update to Planning Section regarding: 

 a) Location, status, and assignment of resources; 

 b) Effectiveness of tactics; and, 

 c) Contingency plans. 

 a) Identify incident objectives and any policy directives for the 
management of the incident. 

 8. Determine needs and requests additional resources. 

 9. Keep logistics up to date on changes in resources status. 

 10. Write formal Operations portion of the IAP with the Planning 
Section Chief, if so directed by the Incident Commander: 

 a) Identify assignments made. 

 b) Identify resources needed to accomplish assignments. 

 11. Ensure coordination of the Operations Section with other 
Sections: 

 a) Ensure operations time-keeping, activity logs, and 
equipment use documents are maintained and passed to 
Planning, Logistics, and Finance/Administration Sections, as 
appropriate. 

 b) Ensure resource ordering and logistical support needs are 
passed to Logistics in a timely fashion. 

 c) Notify Logistics of communications problems. 

 d) Keep the Planning section up to date on resources and 
event status. 

 e) Notify Liaison Officer of issues concerning cooperating and 
assisting agency resources. 

 f) Keep Incident Commander apprised of status of 
operational efforts. 

 12. Attend briefings. 

 13. Attend Planning Meetings.  
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FEOC Position Descriptions 
 

Section E 
 
Logistics 

 
The Logistics Section is responsible for tracking resources; acquiring equipment; supplies; 
personnel; transportation; food, lodging (for Foundation Staff); and other support services 
as needed. The Section Chief is also responsible for providing support to meet the needs of 
the incident and coordinating communications for the FEOC. 

 
Specific Functions 
 
 Coordinate closely with the Operations Chief to establish priorities for resource 

allocation. 

 Determine and track availability of resources. 

 Locate and request additional resources. 

 Arrange for food and shelter for Foundation Staff. 

 Coordinate with outside agencies such as Red Cross for food and shelter for residents. 

 Arrange transportation.  
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FEOC Logistics Chief 

 
Assess Event  
 
 Identify resource needs  

o Develop lists of resources 

o Establish leads as needed, equipment, shelter, transportation, etc. 
 

 Personnel  

o Identify available personnel and their skills 

o Plan to rotate personnel through work periods 

o Ensure all Chiefs have support needed as work levels change 

o Track where personnel are assigned 
 
 Manage Equipment 

o Distribute supplies, ensure they are adequate and secure more if needed 

 Forms 

 Maps 

 Food/water/shelter for Foundation personnel 

 Other non-specific supplies 

 Track location of equipment 
 Priorities  

o Establish a staging area for Foundation personnel. 

o Establish staging area(s) for Foundation equipment. 

o Determine the location CERT is using for walk-in volunteers. 

 Foundation supplies food and water for Foundation personnel only, however 
Logisitics may be tasked with identifying food service resources for 
the community using Red Cross etc.  

 Plan for on-going personnel needs: 

o Identify priorities. 

o Ensure all Chiefs have support needed around the clock, night shifts can be 

minimal and roles combined. 

o Develop a strategy for Foundation/FEOC personnel needs (food, shelter, 

transportation etc.) 

 
 
 



 

GRF Emergency Operations Plan  Page 52 

Sections E: Logistics (Cont.) 

 Define Transportation needs with Incident Commander  

o Identify transportation resources and pick-up/drop-off sites 
 
Considerations 
 
 Keep the FEOC updated on resources and equipment 

 Set-up sheltering locations for Foundation personnel 

 Red Cross is a key link for community shelter operations 

 Determine the need for additional resources based on FEOC priorities 

 Inform the Incident Commander of when and where additional resources are needed 

 Schedule transportation of supplies  
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Logistics Section Chief Checklist 
 

Check the Box Task 

 1. Obtain briefing from Incident Commander: 

 a) Review situation and resource status for number of 
personnel assigned to incident. 

 b) Determine which incident facilities have been/should be 
activated. 

 2. Establish communications section. 

 3. Assess current resources status. 

 4. Identify immediate resources that are needed. 

 5. Organize and staff Logistics Section, as appropriate, and 
consider the need for facility security. 

 6. Assemble, brief, and assign work locations and preliminary work 
tasks to Section personnel. 

 7. Notify other sections of activated personnel, including names and 
locations of assigned: 

 8. Attend planning meetings. 

 9. Participate in preparation of IAP: 

 a) Provide input on resource availability, support needs, 
identified shortages, and response timelines for key 
resources. 

 b) Identify future operational needs (both current and 
contingency) in order to anticipate logistical requirements. 

 10. Review IAP and estimate section needs for next operational 
period; order relief personnel if necessary. 

 11. Research availability of additional resources. 

 12. Hold section meetings, as necessary. 

 13. Ensure coordination between Logistics and other Section 
Chiefs. 

 14. Provide your Section with regular briefings. 

 15. Track location of personnel and resources.  
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FEOC Position Descriptions 
 

Section F: Planning/Intelligence 
 

Planning/Intelligence 
 
The Planning and Intelligence Section is responsible for the collection, assessment and 
evaluation of incoming information that will shape strategic planning development, plan 
implementation, and plan follow up.   
 
This Section is also responsible for developing the action plan to accomplish the objectives for 
the incident.  Working closely with Logistics, Planning/Intelligence is responsible for 
maintaining resource status on all personnel and equipment. 
 
Specific Functions 
 
 Collect and manage all incident-related operational data.  

 Provide input to the Incident Commander and Section Chiefs for use in preparing on-going 
plans. 

 Conduct and facilitate planning meetings. 

 Report on any significant changes in the incident status. 

 Compile and display incident status information. 

 Maintain resource status lists for personnel and equipment. 
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FEOC Planning / Intelligence Chief 

 
Assess situation 
 
 Develop a full understating of the event 

 Gather information and begin organizing and prioritizing needs 

 Work directly with the Incident Commander to establish the IAP 

 
Information 
 
 Set-up a person to work with the Communication Section to receive all incoming incident 

reports. 

 Document and track all incident reports. 
 
Information Display 
 

 Use maps, white boards, flipcharts, etc., to display critical information and status 
of incidents. 

 Display location of shelters, medical centers and other resources. 
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Section F: Planning/Intelligence (Cont.) 
 
Planning Section Chief Checklist 
 

The following checklist should be considered as the minimum requirements for this position. 
Note that some of the tasks are one-time actions; others are ongoing or repetitive for the 
duration of the incident. 
 

Check the Box Task 

 1. Obtain briefing from Incident Commander: 

 a) Determine current resource status. 

 b) Determine current situation status/intelligence. 

 c) Determine current incident objectives and strategy. 

 d) Determine whether Incident Commander requires a written 
IAP. 

 e) Determine time and location of first Planning Meeting. 

 2. Activate Planning Section positions as necessary, and notify the 
Resources Unit of positions activated. 

 3. Establish and maintain resources tracking system. 

 4. Provide updates to IC and General Staff. 

 5. Advise ICP staff of any significant changes in the incidental 
status. 

 6. Compile and display incident status summary information. 

 7. Obtain/develop incident maps. 

 8. Establish an information reporting schedule. 

 9. Prepare contingency plans: 

 a) Review current and projected incident and resource status. 

 b) Develop alternative strategies. 

 c) Identify resources required to implement contingency plan. 

 d) Document alternatives for presentation to Incident 
Commander and Operations, and for inclusion in the written 
IAP. 

 10. Meet with Operations Section Chief and/or other Section Chiefs 
prior to Planning Meetings, to discuss proposed strategies.  

 11. Conduct Planning Meetings. 

 12. Supervise the preparation and distribution of the written IAP to 
all Section Chiefs. 

 a) Establish information requirements and reporting 
schedules for use in preparing the IAP. 

 b) Verify that all support and resource needs are coordinated 
with Logistics Section prior to release of the IAP. 

 c) Include fiscal documentation forms in written IAP as 
requested by the Finance/Administration Section. 
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Check the Box Task 

 d) Coordinate IAP changes with General Staff personnel and 
distribute written changes, as appropriate. 

 13. Assist with the development of the other event plans as 
requested. 

 14. Assist with the preparation of press releases. 

 15. Assist all section chiefs with plan development as needed. 

 16. Distribute event updates to the FECO. 

 17. Provide periodic predictions on incident potential. 

 18. Review weather forecasts and provide updates. 

 19. Identify need for specialized resources; discuss need with 
Operations and Command; and, facilitate resource requests with 
Logistics. 

 20. Ensure Section has adequate coverage and relief. 

 21. Hold Section meetings as necessary to ensure communication 
and coordination among Planning Section Units. 

 22. Ensure preparation of demobilization plan, if appropriate.  

 23. Ensure preparation of final incident package and route to 
Agency Administrator for archiving or follow-up after Incident 
Management Team (IMT) demobilization. 

 24. Provide briefing on current and unusual situations. 

 25. Ensure that all staff observes established level of operational 
security. 

 Ensure all planning functions are documenting actions on Unit Log 
(ICS Form 214). 

 Submit all Section documentation to the Documentation Unit. 

 

Obtain briefing from Incident Commander: 
 

 Determine current resource status.    

 

 Determine situation status/intelligence. 

 

 Determine current incident objectives and strategy. 

 

 Determine whether Incident Commander requires  

a written Incident Action Plan (IAP).     

 

 Determine time and location of first Planning Meeting.  
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FEOC Position Descriptions 
 

Section G 
 

Finance/Administration 
 

 The Finance/Administrative Section is responsible for conducting financial analysis, 
tracking expenditures, developing requisition procedures and approval processes, 
recording payroll, submitting all necessary paperwork to the proper agencies for claims, 
and overall record security. 

 
Specific Functions 

 
 Maintain all financial records throughout the incident 

 Ensure that all Foundation personnel work time is recorded 

 Establish procedures to authorize the commitment and issue payment 
of funds for resources or services authorized through the FEOC 

 Ensure a continuum of the payroll process  

 Establish purchase limits for Logistic procurements 

 Track and document information necessary for insurance claims 

 

Documentation of the Event 
 

 Retain all purchasing authorizations. 

 Track all costs from purchases. 

 Track work hours of Foundation Personnel. 

 Establish a requisition payment system. 

 Establish payroll system. 

 Track all risk related claims. 

 Keep the FEOC Incident Commander up-to-date. 
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Section G: Finance/Administration 
 
Finance/Administration Section Chief Checklist 

 
 

The following checklist should be considered as the minimum requirements for this 
position. Note that some of the tasks are one-time actions; others are ongoing or 
repetitive for the duration of the incident.   

 

Check the Box Task 

 1. Obtain briefing from Incident Commander: 

 a) Understand Incident objectives. 

 b) Learn which agencies are participating/coordinating the 
event. 

 c) Anticipate duration/complexity of the event. 

 d) Determine possibility of cost sharing with outside 
agencies. 

 e) Begin to consider what/how reimbursement may be 
available. 

 2. Obtain briefing from CEO: 

 a) Determine fiscal process required. 

 b) Assess potential for risk claims arising out of incident 
activities. 

 c) Identify applicable financial guidelines and policies, 
constraints and limitations. 

 d) Identify financial requirements for planned and expected 
operations. 

 e) Determine/develop agreements for land use, facilities 
equipment, and utilities (e.g. Red Cross MOU). 

 3. Ensure all sections are aware of financial processes and 
procedures. 

 4. Attend Planning Meetings: 

 a) Provide financial and cost-analysis input. 

 b) Provide financial summary on labor, materials, and 
services. 

 c) Prepare forecasts on costs to complete operations. 

 d) Provide cost benefit analysis, as requested. 

 e) Obtain information on status of incident, planned 
operations; changes in objectives, use of personnel 
equipment, aircraft; and, local agency/political concerns.  

 f) Provide updates to IC/CEO. 

 5. Meet with outside agencies to determine cost-sharing 
agreements or financial obligations. 
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Check the Box Task 

 a) Labor- with breakdown of work locations, hours and rates 
for response personnel, contract personnel, volunteers, and 
consultants. 

 b) Equipment- with breakdown of work locations, hours and 
rates for owned and rented aircraft, heavy equipment, fleet 
vehicles, and other equipment. 

 c) Supplies purchased and/or rented. 

 

 7. Initiate, maintain, and ensure completeness of documentation 
needed to support claims for injury and property damage.  Injury 
information should be kept on contracted personnel formally 
assigned to the incident, as well as paid employees and mutual aid 
personnel. 

 

 8. Ensure that all personnel time records reflect incident activity and 
that records for non-agency personnel are transmitted to home 
agency or department according to policy. 

 

 a) Notify incident management personnel when emergency 
timekeeping process is in effect, and where timekeeping is 
taking place. 

 b. Distribute time-keeping forms to all Sections and ensure 
forms are being completed correctly. 

 

 9. Ensure that all obligation documents initiated by the incident are 
properly prepared and completed. 

 

 10. Assist Logistics in resource procurement: 

 a) Identify vendors for which open purchase orders or 
contracts must be established. 

 b) Negotiate ad hoc contracts. 

 11. Ensure coordination between Finance/Administration and other 
Command and General Staff. 
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FEOC Position Descriptions 
 
Section H 

 
                                                                                                                                                                                                                                  
Communications  
 
The Communications Section is managed and staffed by Foundation personnel. This 
section is responsible for coordinating emergency communications with Foundation 
resources. 
 
Foundation communications will be conducted using the Foundation radios and will be 
coordinated by Foundation Personnel.   
 
Non-Foundation Communications within Rossmoor will be conducted using either CB or 
Family Radio Service (FRS), or Amateur Radio Service (HAM). 
 
Communications outside of Rossmoor to the City of Walnut Creek will be conducted 
using the HAM.   
 
The resident volunteers have developed specific activation protocols for CB, FRS, and 
HAM radio.  
 
All communications to outside agencies will be through the Rossmoor CERT or 
Foundation IC. 
 
 
Specific Functions 
 

 Coordinate communications to and from the entries.  

 Coordinate communication to, from, and among event locations. 

 Provide the FEOC with incident and status reports. 

 Track location of Foundation field personnel. 

 
If landline or cellular telephones are operational, these can be used for primary or 
secondary communications.  
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FEOC Communications Section 

 
Establish and maintain communication 
  

 Assign personnel to coordinate radio communications. 

 Follow the communications plan. 

 Refer to the radio channel allocation chart 

 Ensure Rossmoor HAM is operational. 

 Direct Foundation resources.  

 Liaison with and if necessary assist with Rossmoor CERT 
communications 

 Notify FEOC Incident Commander and Rossmoor CERT Incident 
Commander that Foundation communications section is established. 

 Establish Communications with Foundation Personnel 

o Manage incoming incident calls in queue 

 Keep a log of all calls 
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FEOC Position Descriptions 
 

Section I 
 

Rossmoor CERT  
 
The City of Walnut Creek has designated Rossmoor as one (1) CERT reporting area.   

 
The CERT EOC will be located in in close proximity to the FEOC. 
 
Rossmoor CERT will function as its own incident command center for Rossmoor CERT 
activities and will use the SEMS model to manage and control CERT operations.  CERT 
trained residents will be deployed into the field to conduct light search and rescue operations 
and to provide information to the incident command center. This information will eventually be 
communicated to the FEOC.  
 
CERT has developed its activation and response protocols which are consistent with the Plan.  
 
In support of the CERT mission, the Foundation provides disaster response caches. The 
Public Safety Manager, in coordination with the CERT Logistics Chief, is responsible for overall 
management of these caches which are regularly inventoried.  Working with the CERT 
leadership teams, the Public Safety Manager will review CERT caches and supplies added as 
appropriate.   
 
The main CERT cache locations is (TBD). Smaller caches are located at the Stanley Dollar 
and Hillside Clubhouses, and Terra Granada Entry 10. CERT logistics is responsible for the 
inventory of these caches. 

 
The caches include: 
 

 Administrative supplies 

 Basic first-aid supplies 

 Family Service Radios  

 CB radios 

 Batteries 

 Flashlights 

 Food and water for activated CERT personnel 

 

CERT does not have the authority to deploy Foundation resources.1 




















































































































































