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PREOC OPERATIONAL GUIDELINES

AMENDMENT RECORD

This manual is a living document which will require amendment on a regular basis.

Amendment recommendations should be forwarded to the attention of the Director of
the Provincial Emergency Program (PEP).  PEP Headquarters will maintain a master
record of amendments.  Amendments will be controlled by showing the revision date
contained in the footer of any revised page, for example:

Revised 00.12.25                                     Page 2-8

These Operational Guidelines have been developed for PREOC operations only;
therefore distribution will be restricted.

PEP will, however, make this manual available on the PEP Web site as an example of
operational guidelines.  Organizations can request that the Director of PEP add their
name to the distribution list.  Amendments will be posted on the PEP web site.
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Chapter 1   Introduction

1.0 Introduction

The Province of British Columbia provincial emergency
management structure has developed and adopted
BCERMS (British Columbia Emergency Response
Management System) as a comprehensive management
system that ensures a coordinated and organized response
and recovery to all emergency incidents. (See Figure 1-1.)

These PREOC Operational Guidelines must be applied in
concert with the following publications:

• B.C. Strategy for Response,

• BCERMS Overview,

• BCERMS PECC Operational Guidelines,

• BCERMS EOC Operational Guidelines,

• Hazard-specific emergency response plans (i.e., B.C.
Earthquake Response Plan),

• Other ministry emergency response plans (i.e., Ministry
of Forests fire protection plans, Ministry of Agriculture
Emergency Response Plan), and

• Other provincial plans (i.e., B.C. Emergency Public
Information Plan).

A Provincial Regional Emergency Operations Centre
(PREOC) is the organizational structure responsible for
managing the provincial response at the regional level. (See
Figure 1-4.)

These Operational Guidelines outline the concept of
operations and the activities necessary to operate an
Emergency Operations Centre (EOC) at the provincial
regional level.

1.1 Purpose and Scope

These Operational Guidelines document the concept of
operations and activities that will be applied at the provincial
regional level in order to manage the emergency response
and recovery activities of the province.
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 1.2 Objectives

The BCERMS supports a prescribed set of response
objectives, set out in priority as follows:

• provide for the safety and health of all responders,

• save lives,

• reduce suffering,

• protect public health,

• protect government infrastructure,

• protect property,

• protect the environment, and

• reduce economic and social losses.

All Action Plans will take these objectives into consideration.

1.3 Limitation

This document does not address emergencies that are
normally handled at the scene by the appropriate first
responding agencies or at the site support level (EOC).

The Operational Guidelines specific to EOC operations will
apply when the province (PEP or a ministry) is required to
directly manage the site and/or site support activities in an
unorganized area of the province.

1.4 Regional Adaptation

In order to maintain a standard of operations province-wide,
these guidelines must be adhered to as closely as
reasonably possible. It may, however, be necessary to adjust
the guidelines to meet some geographical or hazard-specific
requirements within a specific region.

The following process will apply to regional-specific changes
to the basic Operational Guidelines:

The Director of PEP or his/her delegate must approve all
changes or adjustments; where appropriate, consultation
with other ministries will occur.  Changes or adjustments will
be documented on blue paper and inserted into the regional
copy of the PREOC Operational Guidelines manual.
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1.5 Alternate Site

Each PREOC facility will prepare an alternate site plan.

Designation: The Kamloops PREOC will automatically
activate and function as the PECC in the event the PECC or
South West Region PREOC cannot activate after a major
disaster. In addition, Kamloops will function as the major
staging area for national and international support.

1.6 Operational Area

In exceptional circumstances, a PREOC may be assigned
responsibility for an operational area that does not conform
to the PEP regional boundaries.

The CCG will designate which PREOC has responsibility for
an operational area that transgresses one or more regional
boundaries.

1.7 Emergency Operations in Unorganized Areas

B.C. has a land area of 950,000 square kilometres, which is
an area roughly equal to the combined area of California,
Oregon, Washington, and Idaho or 2 ½ times the area of
Japan.

Municipal jurisdictions account for only 2.2 per cent of the
total land area. The Emergency Program Act requires
municipal authorities and all ministries and Crown agencies
to have an emergency plan.  Regional Districts may or may
not accept responsibility for preparing emergency plans
specific to their regional district. Therefore, large, sparsely
populated areas of the province are not covered by
emergency management services.

PEP has the responsibility for providing an emergency
management service in these areas.  For example, Nicomen
Island in the Fraser River has no Local Authority and, in the
case of flooding, the province would be expected to provide
a direct emergency response.

A site or site support EOC, operated by PEP or another
ministry on behalf of PEP, will report directly to the PREOC;
e.g., the Ministry of Transportation and Highways (MOTH)
District EOC during a flood response.
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Ad Hoc Community Response Groups:

On occasion, ad hoc community groups will be formed in
communities with no formal emergency response
organization. These groups would report through a
provincial site or site support EOC.  The ad hoc group would
not report directly to the PREOC.

1.8 Provincial Emergency Management Structure

The provincial emergency management structure, refer to
Figure 1-1, is the organizational structure which will be
employed to manage all emergency operations which
require provincial support or direction.

Figure 1-1    Provincial

Emergency Management Structure
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1.9 Site and Site Support Levels

The Local Authority has primary responsibility for the
management of an emergency response.

1.10 Provincial Regional Coordination Level (PREOC)

The following are the responsibilities of a Provincial
Regional Emergency Operations Centre (PREOC):

• Manages the assignment of regional multiple-ministry
and agency support for a Local Authority or other
provincial ministry or agency.

• Where the need for a declaration of emergency extends
beyond the boundaries of a Local Authority or involves
multiple jurisdictions, the PREOC processes a request
for a declaration of a provincial state of emergency,
specific to a geographical area.

• Where an event impacts multiple jurisdictions, the
PREOC prioritizes the deployment of resources in
accordance with risk to life and safety.

• Where no Local Authority exists, the PREOC directly
manages the response.

• The PREOC reports directly to the PECC central
coordination level and takes policy direction from the
PECC.

• The PREOC requests resources from the PECC
whenever resources are not available within the region.
These resources may include, but are not limited to,
military or international support.

1.11 Provincial Central Coordination Level (PECC)

These are the responsibilities of the Provincial Emergency
Coordination Centre (PECC):

• Manages the overall provincial government response,
particularly in the event of simultaneous multi-region
disasters, such as earthquakes, floods or interface fires.

• Supports PREOC(s) operations by managing the
assignment of provincial support to the regional levels.

• Ensures adequate province-wide mobilization and
allocation of provincial assets.
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• Implements the B.C. Emergency Public Information Plan.

• Manages the acquisition of federal disaster support
structure from National Defence and Emergency Pre-
paredness Canada.

1.12 Central Coordination Group (CCG)

Policy direction is provided by the CCG for both the PECC
and PREOC levels.

The PECC functions as the executive arm of the CCG and
the Director of the PECC will communicate policy direction
from the CCG to the PREOC.

The Director of a PREOC may receive verbal direction from
the Director of the PECC; however, every directive will be
documented and provided to the provincial regional level in
the prescribed format. Refer to Chapter 4, PECC form 801.

The minutes of all CCG meetings, which clearly identify
decisions and follow-up actions, will also be distributed to
the provincial regional level in a timely manner. The CCG
may hold conference calls with the PREOC Director and
staff as the need arises.

1.13 Minister and/or Ad Hoc Committee of Cabinet

In the event of a major disaster, the Minister/Attorney
General may establish an ad hoc committee of cabinet to
provide government direction to the CCG.

1.14 Key Ministry Coordination

The Emergency Program Act regulations assign key ministry
responsibilities for a specified hazard. Two examples are:
Ministry of Forests (MOF) - assigned key ministry
responsibility for wild land fires; and the Ministry of
Environment, Lands and Parks (MELP)-assigned key
ministry responsibility for dangerous goods spills.
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MOF maintains its own emergency management structure,
which is similar to the provincial emergency management
structure. The provincial structure would only be activated in
support of MOF when there is an imminent or actual urban
interface fire. (See Figure 1-2.)

The provincial emergency management structure would only
be activated in support of MELP following a dangerous
goods spill when humanitarian assistance is needed, or the
Local Authority requires provincial support. (See Figure
1-3.) Local support would include, but not be limited to, the
provision of disaster financial assistance.

Key ministries may utilize a PREOC or the PECC facility to
manage a response specific to their ministry.  MELP may
use both the PECC and a regional PREOC to manage a
dangerous goods response that does not require the
activation of the provincial emergency management
structure. (See Figure 1-1.)

Key ministries also may draw upon TEAM members to staff
ministry EOCs. In the unlikely event, that the provincial
emergency management structure is activated, PEP would
assist the ministry in re-locating their emergency operations.
In principle, the two operations centres would not be co-
located. As well, PEP will make PECC and PREOC facilities
available for use by other ministries, for training and
conducting ministry-specific exercises.
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Figure 1-2    Urban Interface Wildfire
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1.15 Ministry or Agency Emergency Operations

Ministries and agencies such as MOF and BC Hydro have
their own agency-specific emergency management
structure. These structures include site, site support, and
regional and central emergency operations centres.

While these emergency operations are primarily concerned
with providing direction and support specific to their
organization, under the BCERMS concept, they would
interface with the provincial emergency management
structure at every level.

The provincial emergency management structure would be
activated in support of the key ministry when the event
impacts the province as a whole, attracts significant media
attention, is political or has political implications, or is
beyond the capability of the ministry or organization to
manage.

1.16 Emergency Social Services (ESS)

ESS operations are an integral component of emergency
response and as such, the regional ESS EOC will be co-
located with the PREOC.

Where space allows, the ESS EOC will be located within the
regional PREOC facility. Where space is not available, the
regional ESS EOC should be in a building located as close
as possible to the PREOC.

An ESS representative will attend and participate fully in the
PREOC operations.

1.17 Ethnic and Cultural Considerations

PREOC operations will make every effort to identify and
respond to the multi-cultural composition of a specific
region, such as multi-language requirements of the Lower
Mainland.

When numbers warrant, public information will be provided
in multiple languages.

The PREOC Director may engage representatives of multi-
cultural communities as community representatives at the
PREOC.
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1.18 First Nations People

In accordance with an agreement between Indian and
Northern Affairs Canada and the province, First Nations
people residing on a reserve are entitled to the same level
of emergency services as other British Columbia citizens.

Where an event impacts on First Nations people, the
PREOC Director will ensure that:

• the Ministry of Aboriginal Affairs or Indian and Northern
Affairs Canada regional staff are notified and invited to
send a ministry or department representative to work
within the PREOC,

• a First Nations liaison representative is appointed at the
first opportunity,

• First Nations people are invited to participate in the
planning process, in particular the recovery process, and

• Information is provided to First Nations people in a timely
manner.

1.19 Temporary Emergency Assignment Management System
(TEAMS)

TEAMS is a resource pool of provincial employees who are
trained and experienced in the management of emergency
operations. This resource pool provides an immediate
activation capability for all emergency operations centre
activities.

PEP Regional Managers must be cognizant of the fact that
the TEAMS resources may not be sufficient to fully staff the
regional PREOC. There may be a need for other volunteers
willing to work within a PREOC.

Delegation: PEP Regional Managers have responsibility for
the establishment and maintenance of regional TEAMS
resources.
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1.20 PREOC Management Organization

Figure 1-5    Roles in PREOC Functions

Function Role

Management Responsible for overall emergency policy and
coordination, public information and media relations,
agency liaison, and proper risk management procedures
through the joint efforts of provincial government agencies
and private organizations.

Operations Responsible for coordinating all jurisdictional operations
in support of the emergency response through
implementation of the jurisdiction’s Action Plan.

Planning Responsible for collecting, evaluating, and disseminating
information; developing the jurisdiction’s Action Plan, and
situational status in coordination with other functions;
maintaining all PREOC documentation.

Logistics Responsible for providing facilities, services, personnel,
equipment and materials.

Finance/Administration Responsible for financial activities and other
administrative aspects.

Span of Control:

When span of control is exceeded in any of the five
functions, PREOC elements should be activated.  These
include Branches, Groups and Units.

Titles:
The supervisor of each element in the PREOC has the
following title:

PREOC Director
Section Chief

Branch Coordinator
Group Coordinator

Unit Coordinator.
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General Staff:

The Operations, Planning, Logistics, and Finance/
Administration Section Chiefs constitute the PREOC
General Staff. The General Staff are responsible for:

• overseeing the internal functioning of their section, and

• interacting with each other, the PREOC Director, and
other entities within the PREOC to ensure the effective
functioning of the PREOC organization.

Management Staff:

The PREOC Director may appoint persons to fill the PREOC
Management Staff positions of Information Officer, Liaison
Officer and Risk Management Officer.

Management Team:

The PREOC Director, General Staff and Management Staff
function as the PREOC Management Team.

Policy Direction:

The PREOC provides information and resource needs and
seeks clarification of provincial policy with the Provincial
Emergency Coordination Centre (PECC).

The CCG provides policy direction to the PECC Director
who, in turn, provides policy direction to the PREOC
Director.

PREOC Structure:

The PREOC structure for a fully developed response
organization is shown in Figure 1-4. It is important to
remember that not every PREOC function and/or element
will be filled in every emergency or disaster.

The situation at hand will dictate the functions and elements
to be activated. As a minimum, an active PREOC requires
only a PREOC Director. Other functions are staffed as
needed.
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Chapter 2   Concept of Operations

Part 1–Operations

2.0 Introduction

The concept of operations at the provincial regional level will
reflect the need to adjust operational activities for sudden
unexpected emergencies such as an industrial accident,
dangerous goods spill, earthquake, etc., versus an
anticipated or slowly developing emergency such as
freshet flooding.

Application of these concepts may vary to some degree from
region to region depending upon hazard, populations, and
geography. A PREOC serving a large population area will, of
necessity, have significantly more resources to manage.

2.1 Exercises

The PEP Regional Manager will arrange for the design,
conduct and evaluation of one tabletop and one full
activation PREOC hazard-specific exercise annually.

In principle, the PREOC will encourage and participate in
every emergency exercise planned and conducted within a
region. The level of participation will be dependent upon the
nature and extent of the exercise.

PREOC TEAMS staff will simulate the support that would be
expected from the PREOC level. A simulation will include
the processing of a local declaration of a state of emergency
and the preparation of situation reports and the testing of
communications capabilities.

In every case, the PECC will be activated to practice
processing both local and provincial declarations of a state
of emergency and situation reports.
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2.2 Staffing

Staffing Plan:

The PREOC Regional Manager is responsible for the
development and maintenance of a PREOC staffing plan.

The staffing plan will take into account the various activation
levels and the need to plan for the staffing on multiple shifts.

The PREOC Regional Manager will provide the ECC with a
copy of the PREOC staffing plan.

Each regional PREOC staffing plan will be reviewed
quarterly.

Staffing Requirements:

The PREOC must be able to function on a 24/7 basis from
activation until de-activation. The PREOC Director will
determine appropriate staffing for each activation level
based upon an assessment of the current and projected
situation.

Based on the previously described PREOC activation levels,
plans should include at least two or three complete shift
rosters of personnel for an initial period.

In principle, staff should not work a shift that extends beyond
8 to 12 hours.

Staffing Levels:

Level 1 - Pre-response/monitoring status, 0800 - 1630 hours
daily with appropriate staffing.

Level 2 - Operational response, full 24/7 operation.

Level 3 - Major emergency, full 24/7 operation, for an
extended period.
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Reduced Staffing Options:

Duty Officer(s): A reduced staff of one or two persons
handles all incidents affecting a section. This system might
require several days' experience or preliminary training, but
it is particularly useful during periods of reduced activity.

Reduced Staffing: The branch staff work longer shifts, or
with fewer people than would usually be attempted, to
provide relief to others. This is appropriate to allow short
breaks for meals, etc. Reduced staffing can also be used to
permit other staff activities to occur, such as a VIP briefing
or a field visit.

Partial Stand-down: A branch or section within a branch
may be left unstaffed temporarily to suit reduced activity
levels. This approach may be possible during night hours
when supporting functional organizations cannot operate
and as response operations cease.

Convergence:

Convergence is where a large percentage of the staff, upon
hearing of an emergency, simply converges on the PREOC.
The Director must be aware of this possibility and must take
immediate action to insure adequate staff will be rested and
available for the next shift. This may require the Director to
send some staff home.

Other Staffing Considerations:

Staff Rest: Time must be allowed for rest, meals, etc. The
matter cannot be left to sort itself out; it must be planned and
organized.

Briefings/Conferences: Activities at the PREOC that
require all staff members to attend, other than during their
shift, should be infrequent. They interrupt necessary rest
time and can preclude such necessary events as site visits
and media interviews.

Labour Relations: Rules and regulations regarding safety
and overtime, etc. are not necessarily suspended because
of the emergency.
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Orientation and Training:

All personnel assigned to the PREOC must be provided a
facility orientation that should include:

• an overview of the operation,

• current operating procedures,

• pertinent occupational health and safety considerations,
and

• staff routine and amenities.

Transfer of Responsibilities (Shift Changes):

When a staff member transfers responsibilities to another, a
simple but formal transfer briefing will be required. Shifts,
therefore, should be no longer than 8 to 12 hours and
should overlap by 15 minutes or so to prevent a staff
position from being inadequately relieved.

A transfer briefing should summarize the activities of the
past shift, identify "open" incidents or activities and, if time
permits, be accompanied by a short written summary of the
same information for later use during the operation or at a
post-operation debriefing.

A shift change must be organized and offset to avoid having
all PREOC staff change at the same time.

2.3 Delegation of Responsibility

ISSUE Responsibility assigned to

Provincial Readiness Status PEP HQ Chief of Operations

PREOC Readiness Status PEP Regional Manager

PREOC De-mobilization Central Coordination Group

PREOC Call-out Plan PEP Regional Manager

PREOC Staffing Plan PEP Regional Manager

PREOC Equipment PEP Regional Manager

PREOC TEAMS PEP Regional Manager

Post-Operation Debriefing PEP Regional Manager
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Regional Adaptation of OPS Guidelines PEP Regional Manager

Mobile EOC Readiness PEP HQ Chief of Operations

Post Operational Debriefing and PEP Regional Manager

Resource Data base PEP Regional Manager

PREOC Alternate Site PEP Regional Manager

Telecommunication Contact List PEP Regional Manager

Computer Systems Contact List PEP Regional Manager

PREOC Exercises PEP Regional Manager

2.4 Span of Control

Maintaining a reasonable span of control is the
responsibility of every supervisor at all operational levels.
The management structures maintain an effective
supervisory span of control at each level of the organization.

An effective span of control is determined by the ability of
each supervisor to monitor the activities of assigned staff
and to communicate effectively with them. At no time should
span of control exceed seven (7) staff for each supervisor.
The optimum span of control range is five (5) staff per
supervisor.

See Operational Area Coordination in Chapter 3 for an
example of reducing span of control.

2.5 Readiness Status

The maintenance of the readiness status incorporates
preparation and testing for a multitude of operational
activities. The following are some of the critical operational
activities:

• regular verification of contact communications links
(phone numbers, facsimile numbers, and satellite phone
numbers),

• a monthly check of all communications equipment
(satellite phones, amateur radio links, e-mail, etc.),
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• a regular check of all computer equipment and systems,

• the preparation and regular verification of hazard-
specific information distribution lists, (fax, e-mail, phone),

• the preparation and regular verification of call-out
procedures for TEAMS members,

• the preparation of staffing and shift schedule plans in
advance, and

• the conduct of regular training and practice exercises.

Delegation: The PEP HQ Chief of Operations is
accountable for the overall readiness status of the provincial
emergency response structure. The Chief of Operations will
report quarterly to the Director of PEP on the readiness
status of the province and each region.

Delegation: PEP Regional Managers are delegated
responsibility for the maintenance of regional PREOC
readiness status.  Regional Managers are required to report
quarterly on the readiness status of their respective regions
and to report immediately any significant change.  Regional
Managers will be provided a financial spending authority
immediately that the requirement to activate is authorized.

2.6  Activation Procedures

Planned Event:

A PREOC will be activated whenever either a Local
Authority or other ministry activates any other site support
Emergency Operations Centre within the region.

The activation may be limited to one or more persons
available to process information and/or process a
declaration of a local emergency or a request for a
declaration of a provincial state of emergency.

The PECC will be activated whenever a PREOC is
activated.
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The following have the authority to activate a PREOC:

• a PEP Regional Manager,

• a senior official from any KEY ministry,

• the Director of PEP or any member of the PEP
management team,

• the co-chair of the CCG, or

• the Director of the PEC.

A decision with respect to the level of activation and staffing
levels remains with the PEP Regional Manager, in
consultation with the Director of the PECC. The activation
level and staff resources will be adjusted in accordance with
operational requirements.

No-Notice Event:

It is expected that the PEP ECC in Victoria will receive initial
reports of major emergencies or disasters.

The ECC, in turn will contact the PEP Duty Manager and
appropriate PEP Regional Manager who, after receiving the
report, will consider whether the PREOC Management Team
should be notified and which other agencies should be
contacted.

Call-out for No-Notice Event:

The PEP Regional Manager is responsible for the
development and maintenance of a PREOC call-out plan.
The ECC will be provided with a copy of each regional plan
and the call-out plan will be verified on a regular basis.

In a sudden unexpected emergency where it is self evident
that the PREOC will be activated, the ECC Duty Officer has
the authority to activate a PREOC call-out plan.

Where immediate activation is not an urgent requirement,
the prior authority of one of the following will be obtained:

• a PEP Regional Manager,

• a senior official from any KEY ministry,

• the Director of PEP or any member of the PEP
management team,
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• the co-chair of the CCG, or

• the Director of the PECC.

Call-out of the PREOC Management Team will be
coordinated through the ECC as outlined below.

The ECC staff will activate the call-out plan and will:

• provide details of the emergency,

• provide available death, injury or damage assessment
information, particularly with respect to transportation
routes,

• request immediate communications from the PREOC to
confirm its activation, and

• confirm that the PREOC has been activated.

2.7 Activation Levels

These guidelines recognize three levels of potential
activation. The term "event" is used to describe an
occurrence based on the jurisdiction's pre-identified
hazards. An "incident" describes one or more occurrences
that happen as the direct result of an event.

Examples include:

• An earthquake is an event: any resulting fires or
explosions are incidents within the earthquake event.

• A flood is an event: any resulting bridge or dike failure is
an incident within the flood event.

The magnitude, scope, and stage of the event determine the
level of PREOC activation. Only those PREOC functions
and positions that are required to meet current response
objectives need to be activated. Non-activated functions and
positions will be the responsibility of the next highest level in
the PREOC organization. Each PREOC function must have
a person in charge.

The PREOC organizational structure should be flexible
enough to expand and contract as needed. PREOC staff
may be required to take on more than one position (role), as
determined by the nature of the emergency event,
availability of resources and/or as assigned by a supervisor.
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LEVEL EVENT SUPPORT MEDIA DECLARATIONS PREOC
REQUESTED INTEREST ACTIVATION

DETAILS

1 - Single event, Community, Could be Usually happens PREOC Director,
Minimum e.g.: ministry, or high or low, too rapidly to Info. Chief

dangerous agency EOC is resulting in allow provincial and assistant,
goods spill. activated; limited deployment declaration Operations,

activation of the of information although local Planning,
Quickly over PREOC. assistance declaration may Logistics Chiefs
and requires from be used. as required,
only after- provincial and one admin
event govt. assistant.
response and
recovery
activity

2 - Major or Two or more The event Provincial state Each functional
Mid-Level multiple community, attracts a of emergency element of the

events. ministry, or high degree may be declared. emergency
agency EOCs of public management

Two or more are activated. and/or structure to be
community, political staffed. The
ministry, or A request for attention. PREOC Director
agency provincial will adjust the
EOCs are support is likely. There is a staffing levels as
activated. loss of life or required. This

The provincial significant may involve
emergency property one or more
management damage PREOCs and
structure is requiring the PECC.
activated, provincial
including the disaster
CCG.  assistance.

3 - Full A major The provincial Large A provincial All functional
disaster has emergency amount of state of elements to be
occurred that management media emergency fully staffed.
impacts a structure is fully coverage has been
number of activated, requiring declared;
regions and including the intensive national and
multiple CCG and an ad Information international
jurisdictions. hoc committee planning and support has

of Cabinet. staffing. been requested.
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2.8 De-mobilization

The PREOC Director of an activated PREOC has the
authority to adjust the level of activation and resources
committed either upwards or downwards in accordance with
operational needs.

A PREOC activated in accordance with the provincial
emergency management structure must obtain the approval
of the CCG prior to de-activation. A proposal for de-
mobilization will be submitted in writing to the Director of the
PECC, who will present the proposal, along with a
recommendation for the consideration of the CCG. The CCG
will respond in the form of a written directive.

Prior to the submission of a proposal to fully de-activate a
PREOC, the PREOC Director will consult with all site
support level community or ministry EOC Commanders or
Directors.

A de-mobilization advisory will be distributed to all
community, ministry, and agency regional representatives.

The PREOC Director must consider the requirements of de-
mobilization from the outset. As individual functions are no
longer required at the PREOC, their individual
responsibilities are passed "upwards" to their immediate
supervisor, and so on.

The Demobilization Unit Coordinator supervises and
administers the termination process, staying behind, if
necessary, after the PREOC is closed.

2.9 Management by Objectives

Introduction:

Management by objectives means that the PREOC, along
with the other operational levels, establishes objectives to
be achieved for a given timeframe, known as an "operational
period". These objectives always relate to the response
goals stated in Chapter 1. An objective is an aim or end of
an action to be performed. It is commonly stated as "what"
must be done.
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Each objective may have one or more options or strategies
for achieving the objective. Strategies are commonly stated
as "how" actions should be performed. The PREOC
concentrates on the "what", establishing priorities that the
objectives may be based on.

Operational Periods:

An operational period is the length of time set by PREOC
management to achieve a given set of objectives. The
operational period may vary in length and will be determined
largely by the dynamics of the emergency event. The initial
period is about one to five hours, but commonly, an
operational period is between 8 to 12 hours. It should not
exceed 24 hours.  Operational plans should be numbered
(year/month/day - OP#).

Management Direction:

Management direction must follow the lines of authority
established for the response organization. These lines are
represented in the function and organization charts for each
operational level. Among the different levels, command
decisions and priorities are communicated between the
Incident Commander and Directors of each level.

Every direction provided to a lower level within the
emergency management structure must be documented
and logged.  Refer to Section 2.15, Resource Management.

Decision Making:

All decisions made in the PREOC require accurate and
timely information as well as input and consultation from
relevant staff members and agencies.

The PREOC Director is ultimately responsible for making
key decisions on behalf of the PREOC. He/she does this in
consultation with the PREOC Management Team and policy
direction from Director of the PECC.

PREOC Director Decisions:

Issues that require a decision or approval from the PREOC
Director include:

• establishing PREOC priorities and objectives,
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• PREOC Action Plans,

• extraordinary resources requests,

• press releases and advisories,

• media briefings and interviews,

• public information bulletins,

• situation reports,

• evacuation orders,

• request for a Declaration of Provincial State of
Emergency, and

• requests for mutual aid, provincial and/or federal
assistance.

The PREOC Director must carefully assess, evaluate, and
prioritize each issue requiring a decision/approval. Once the
decision is made, it must be documented on the decision/
approval log, assigned to applicable functions/positions for
implementation and communicated to all appropriate
PREOC staff and other operational levels.  Briefings are
commonly used to facilitate the decision-making process.

Action Plans:

PREOC Action Plans address the policies and priorities that
support provincial/regional response activities and are an
essential and required element in achieving objectives.

Preparing PREOC Action Plans is the responsibility of the
Planning Section.

Planning Process:

There are five primary steps, in sequential order, to ensure a
comprehensive Action Planning process:

1. understand the current situation,

2. establish priorities and objectives,

3. develop an Action Plan for the next operational period
that supports priorities and objectives,

4. evaluate the Action Plan and obtain approval, and

5. anticipate/predict what will happen following
implementation of the Action Plan.
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Plan Components:

The PREOC Action Plan may consist of the following:

• PREOC policies and priorities,

• objectives,

• task assignment lists,

• attached references (e.g., communications plan,
evacuation plan, organization chart, map, etc.), and

• a distribution list.

Plan Approval:

The PREOC Director is responsible for approving the Action
Plan for each operational period. This is done in
consultation with the PREOC Management Team to ensure
accuracy of the current situation and timelines for actions to
be taken.

Plan Implementation and Evaluation:

Once approved, the PREOC Management Team will assume
responsibility for implementing their respective portions of
the Action Plan. This includes monitoring and evaluating
progress of the plan. The PREOC Director and Planning and
Operations Section Chiefs should regularly assess work
progress against the priorities, objectives and assignments
contained in the Action Plan, making modifications where
needed.

2.10  Information Management

Introduction:

The sections that follow under information and resource
management are specifically designed to provide an
overview of the Operations and Planning Sections and their
responsibilities. Detailed duties are described in Chapter 3.

To function efficiently, the PREOC must receive timely and
accurate information from the site support level and other
ministry or agency operations centres. In the early stages of
an emergency, EOC(s) are overwhelmed with demands and
the transmittal of information to the next level may be
delayed.
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Without access to timely damage assessment information, a
PREOC cannot efficiently deploy resources in order to save
lives.

The Premier and/or other senior government officials alerted
by media reports immediately seek information on the
seriousness of an event. In order to maintain the confidence
of senior government in the provincial emergency
management structure, the Director of PEP requires a verbal
report at the first opportunity.

The first staff to arrive at the PREOC following a sudden
unexpected emergency should confirm the communications
links with the site support or local EOC(s) and with the
PECC. The first status reports may be made verbally, until
the PREOC Situation Unit can become operational.

It is not acceptable to wait for initial reports to be provided
from any other levels. PREOC staff needs to be proactive in
seeking critical information. Media monitoring should start
immediately, particularly with respect to damage
assessment. Pro-active calls can be made to first
responders such as ambulance or police dispatch centres or
company operations centres, such as BC Hydro, BC Gas or
rail companies.

PREOC Operations Centre Representative:

Although not shown as a separate function in Chapter 3, the
PREOC Director may assign a PREOC representative to
attend and work directly from a site support EOC, ministry,
or agency central or regional operations centre at the first
opportunity, e.g., a Ministry of Forests Fire Protection Area
Command Centre.

The PREOC representative will be responsible for gathering
and transmitting information to the PREOC in a timely
manner. The representative will not assume any other
function within the operations centre. She/he will normally
update the relevant Operational Area Coordinator if these
have been assigned - if not updates will be to designated
Operations staff.
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For example: representatives would be assigned to a local
government EOC, a central or regional fire control centre or
a military command post to facilitate the timely sharing of
information. In a major disaster, such as flooding in the lower
Fraser River Basin, 20 or more PREOC Operations Centre
Representatives might be required.

The PREOC Director may choose to contract with
community emergency coordinators from outside the impact
area or experienced private contractors.

Delegation: The PEP Regional Manager is responsible for
the development and maintenance of a contact list of
persons who could be called upon to perform this function.

2.11 Information Display

Types of Information:

Information coming into and out of the PREOC must be
managed carefully. There are four types of information
transactions common to emergencies:

1. management direction,

2. reports, situation reporting, incident reports, press
releases,

3. resource requests, and

4. general information.

In order to facilitate the sharing of information, the PREOC
is equipped with whiteboards, chalkboards, flip charts, and
possibly electronic easels. In addition, some PREOC
facilities may have the ability to display critical issues on a
screen using a digital projector.

The Plans Section Chief is responsible for assigning a staff
member to maintain these displays. A staff member should
be assigned full-time responsibility to maintain display
information, as the updating of the displays is a continuous
process.
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Static Information Displayed:

Some information remains relevant throughout an entire
event. While the display may have new information, the
basic information is static. Static information display boards
should be prepared in advance as part of the readiness
status process.

• Communications Link: Immediately following activation,
communications link information for the EOC(s) and
PECC must be displayed. This information display will
include the name of key contacts, e-mail addresses and
phone numbers. As new names and contact numbers are
obtained, they must be added to the communications link
display.

• PREOC Organizational Chart: An organizational chart
that displays the name of the current PREOC Director
and Chief for each function needs to be prominently
displayed.

• Task Number, Event-specific Information: Every staff
member needs to be able to view event-specific
information such as the task number, event name and
expenditure authorization information.

• Critical issues/trends Information:
The sharing of trends and critical priorities with all of the
staff working within a PREOC is critical to the efficient
operation of any PREOC. Every staff member in the
PREOC must be able to see what critical life-saving
issues are the current highest priorities. Generally, the
top five critical issues will be displayed and the display
will be continuously up-dated.

• Critical Resources: The PREOC Director may
designate certain resource categories as critical. This
information needs to be visible to every staff member.

• Other Information: Maps and status boards, operational
area boundaries, etc. Also include priority directives from
the PREOC Director, weather (current and for next
operational period), completed reports (SITREPs, etc.),
both incoming and outgoing.
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2.12 Damage Assessment

In a sudden or unexpected emergency the ability to rapidly
assess the level of death, injury or damage is critical to the
efficient initial deployment of critical life-saving resources.
Rapid damage assessment of transportation routes, along
with an assessment of repair time and/or the availability of
alternate routes, is particularly critical.

The ECC staff is charged with activation of the PECC,
immediately following a sudden emergency. The staff
assigned to the PECC will immediately commence the
assessment of damage on behalf of the regional PREOCs.

The first staff to arrive at the PREOC will immediately
receive a current damage assessment report from the PECC
and will immediately begin to gather damage assessment
information, with specific attention to areas where deaths or
injuries have occurred and to transportation infrastructure.

In the first few hours, the timely sharing of damage
assessment information between site support EOC(s),
PREOC(s) and the PECC is critical. Therefore, verbal
reports are acceptable in the initial activation phase when
workload pressures may be overwhelming.

Each PREOC will obtain and maintain critical lifeline
infrastructure maps.

Each PREOC will develop and exercise a rapid damage
assessment capability.

Potential sources of information:

• the Ministry of Transportation and Highways is charged
with providing a rapid damage assessment of highway
transportation routes,

• media reports may be the most immediate source of
information,

• field observation teams may also be assigned at any or
all support levels, and

• joint plans for rapid damage assessment, in partnership
with Canadian Forces, should be developed, where
applicable.
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2.13 Briefings and Conferences

General Briefings:

Briefings provide PREOC staff, external agencies, and the
media with vital information they need to function effectively
and efficiently. Information shared at a briefing can help
clarify and validate situations so that appropriate decisions
can be made.

Briefings may be as simple of making an announcement
over a PA system or from the front of the room.

PREOC briefings can be held to:

• orient personnel to the PREOC facility and equipment,

• review policies and operational guidelines,

• establish priorities and objectives,

• keep staff informed as to the current situation, and

• approve Action Plans and SITREPs.

Management Team Briefings:

PREOC Management Team briefings will be facilitated by
the Planning Section Chief and/or PREOC Director at pre-
determined times. The Planning Chief should prepare a
briefing agenda approved by the PREOC Director, which
outlines the briefing format and objectives for the meeting.
The agenda is distributed to Management Team members in
advance of the meeting.

In the initial stages of PREOC activation, PREOC
Management Team briefings should be held every two
hours, or as required, to support response operations. The
frequency of briefings may reduce as time goes on and
extended operations continue.

PREOC Management Team members should come prepared
to the briefings by preparing in advance information on:

• current situation (relevant to their function/role),

• unmet needs,

• future activities, and

• public information considerations.
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Minutes from the briefings should be documented, approved
by the PREOC Director, and distributed to the PREOC
Management Team. Section Chiefs are then responsible for
briefing their staff on the outcome of the PREOC
Management Team meetings.

Information Exchange:

General information may be exchanged among members of
a response organization at any given level. The lateral flow
of information between functions is encouraged. In addition,
a representative of a function at one level may wish to
exchange information with a similar function one level above
or below them.  Verifying general information is an important
step before taking action.

Standard three-part memorandum forms are to be used for
all internal communications. These communications must be
clearly marked with an originator's message number,
originating date and time, and identify the originator's name
and functional position. The same information is required
when replying to an internal memorandum.

VIP/Elected or Senior Officials:

It is critically important to maintain the confidence of elected
and senior government officials from all levels.  These
officials are accountable to the citizens and must be fully
briefed in a timely manner in order that they may respond to
public and media inquiries.

The co-chairs of the CCG will brief provincial elected and
senior government officials.  The PREOC Director or the
Deputy Director should brief regional level officials regularly.

Tours of the PREOC are to be arranged by the Information
Section and may be conducted by the Liaison Officer.

Caution: Elected or senior officials will not normally be
allowed to remain within the PREOC during operations.
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Media Briefings:

The B.C. Emergency Public Information Plan guides the
provision of emergency public information, which includes
information for event media briefings.  This provides a
process for:

• maintaining public confidence in the government
response and recovery activities,

• communicating public warnings and alerts (e.g. restrict
your phone use to emergencies only), and

• communicating a need for specific resources (e.g. call for
volunteers, heavy equipment operators, etc.).

Caution: A failure to provide the media with timely, current
meaningful information will create a vacuum, which may
result in the distribution/publication of incorrect or
misleading information.

The Information Section Chief arranges media briefings. The
PREOC Director, in consultation with the Information Section
Chief and the PECC Information Section Chief, will
designate a regional media spokesperson. The
spokesperson may be the PREOC Director or Deputy
Director or a technical spokesperson such as a health or
police branch coordinator.

Meetings/Conferences:

Meetings are an aid to the decision-making process. When
staff from diverse backgrounds and different organizations
work together to accomplish a single purpose, there will be a
need to share ideas and to produce coordinated solutions.

Planning: Planning conferences are used to share
information and expertise in the development strategic
objectives and work Action Plans.

The conference should be chaired by the PREOC Director
or Deputy Director and be attended by all principle (senior)
staff. An agenda should be prepared and decisions and
follow-up actions documented.

Normally a planning conference is held during a period of
reduced activity.
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Impromptu: The impromptu conference can be likened to a
football huddle. The Director (or a Section Chief) calls it
when appropriate, when there is an opportunity to get the
attention of all of the staff present.

Obviously, only the staff on shift will be able to attend, and
the impromptu conference will be brief. The usual formalities
of conferences will not be applied, but any decisions
reached should be logged.

Post-Operational Debriefing:

The Operations Section Chief is responsible for the conduct
of post-operational debriefing meetings, collating the
feedback forms and compiling a post-operational report.

The PREOC Director must approve the report prior to
transmittal to the Director of the PECC and distribution to all
staff and agency representatives.

A post-operation debriefing will be held within two weeks of
the de-mobilization of the PREOC and immediately following
any PREOC exercise.

A post-operational review feedback form will be made
available to all staff who worked in the PREOC.

Staff will be directed to document concerns and issues
during the actual conduct of the operation or exercise. In
addition, staff should be asked to submit their documented
concerns or issues before they leave the centre for the last
time.

A debriefing must be held as soon as possible after de-
mobilization. A delay in excess of two weeks will reduce the
effectiveness of the debriefing.

While all staff should be encouraged to participate, it is
acceptable to have the Chief of each specific function
correlate concerns originating from section or unit staff.

Implementation and Tracking of Recommendations:

Lessons learned will be documented in the form of
recommendations.

Multiple recommendations on the same basic issue will be
organized in categories and prioritized.
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A work Action Plan, which includes the assignment of
responsibility for follow-up action, should be prepared for
each recommendation.

Recommendations must be directed to the appropriate level
of authority, e.g. a change to the Operational Guidelines
would be directed to the Director of PEP.

There must be a formal process for the assessment,
acceptance, or rejection of every recommendation.

Delegation:  The PEP Regional Manager is responsible for
the tracking and implementation of recommendations, which
originate from operations within his/her region. A copy of the
debriefing document and work Action Plans will be
forwarded to the PEP HQ Chief of Operations.

2.14 Forms and Templates

Forms (including Reports):

The PREOC will receive a variety of reports and/or forms
from both higher and lower levels. The PREOC is then
responsible for correlating the information from these reports
and submitting their own reports (using the forms in Chapter
4), in a timely manner and on a regular basis to the PECC.

The PREOC should also widely distribute its reports
throughout the emergency management system and to local
communities as deemed appropriate. There may be
occasions when, due to the sensitivity of the information,
CONFIDENTIAL reports with restricted distribution will be
required.

Preparedness Advisory:

In a developing emergency such as an extreme threat of
urban interface fires or flooding, local communities are often
anxious and concerned.

The PREOC will keep local communities within a region
informed of regional emergency preparedness activities,
regardless of whether or not the community is directly
impacted by a specific event.

Refer to Chapter 4, Forms and Templates, PREOC Form
704, PREOC Preparedness Advisory.
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Situation Report (SITREP):

The Planning Section, Situation Unit, is responsible for the
gathering and correlation of the information necessary to
prepare a situation report.

The critical need to obtain and share situation report
information in a timely manner cannot be stressed too
strongly. Situation report information, which will contain
initial damage and injury assessment information, is critical
to the determination of activation levels and deployment of
resources.

In a sudden unexpected emergency, initial SITREPs will be
made verbally to the next level within the provincial
emergency management structure.

The first PREOC staff to arrive following a sudden
unexpected emergency will act pro-actively to seek out
situation information from other levels.

CAUTION: Often a situation report is delayed while PREOC
staff waits for additional information or clarification of facts.
The prime consideration is prompt submission; should new
information be received, a follow-up SITREP can be
submitted.

Correlation of Information:

All personnel must forward incident situation information to
the Situation Unit in the Planning Section. Collecting
situation data may involve a number of sources, including
the Operations Section, Logistics Section, and the
Information Section at a given level. Situation information is
also received from lower and higher levels.

A PREOC should receive regular situation reports from any
activated EOC(s) and/or jurisdictions within their region as
well as from activated provincial MROC(s) and the PECC.
PREOC EOC Representatives (who report through PREOC
Operations), can play a critical role in insuring the timely
sharing of information.

Following the collection and analysis of important
information, the Planning function supports operational
decisions and summarizes situation information for the
PREOC Director's approval.
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Following approval, the SITREP is distributed internally and
externally in accordance with the pre-prepared distribution
lists.

Scheduled Submission:

In a developing event that extends over a period, such as a
flood, the Director of the PECC and PREOC will agree upon
a schedule for PREOC submissions. Normally the schedule
includes an overnight daily submission in order that the
PECC can compile and distribute a PECC daily SITREP to
government in the morning. When circumstances warrant,
twice daily or more frequent reports may be required.

Section Chiefs are responsible for providing the PREOC
Director with periodic verbal or written updates to the
SITREP. The PREOC Director should then take steps to
brief all PREOC staff on the collective situation. A short
conference may be most appropriate.

Incident Reports:

Incident Reports are a notification of information on an
emergency situation or serious incident (e.g., loss of
numerous lives, mass evacuation) that should be
communicated immediately without waiting for routine
SITREP times.

These may be received from EOC(s), DOC(s), or MROC(s),
particularly if it is an incident, the reporting of which cannot
wait until the next scheduled SITREP. The PREOC Director
may, in turn, instruct that a PREOC Incident Report be
drafted for the PECC.

Example: During a flood event, a debris flow destroys a
bridge on the main evacuation route. This information must
be immediately communicated to ensure that contingency
plans can be implemented to establish alternate routes from
the operational area.

Refer to Chapter 4, for SITREP and Incident Report
templates. Also refer to Annex C for instructions on
completion.
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After Action Report:

The PREOC Director is responsible for ensuring that an
After Action evaluation report is prepared on all aspects of
the emergency response organization under herhis control.
In addition, the PREOC Director is responsible for ensuring
that all document records are complete and available in the
event of a public inquiry.

Resource Requests:

Refer to Resource Management Section that follows.

 2.15 Resource Management

At all operational levels, there will be some functional
activity related to managing resources. This will vary from
level to level in terms of directing, coordinating, or
inventorying resources. Resources managed by the PREOC
will usually be in a transit mode to an affected area, or at a
marshalling area awaiting disbursement to a staging area
closer to the scene of the incident(s). Resources assigned to
an emergency event at any level may come as materiel or as
personnel resources (individuals or teams).

Resource Request Process:

A Local Authority or agency has the primary responsibility of
utilizing local resources to their full capacity before
requesting provincial resources.

When a specific resource is not available or a category of
resources is beyond the capability of the site or site support
levels, a request for resources will be forwarded to the
PREOC, e.g. a request for additional sandbags and/or a
sandbag machine.

Resource requests require coordination amongst a variety of
sections and agency representatives. Multiple resource
requests, which may be received by a wide variety of
means, must be tracked to ensure no critical request is lost.

Requests must be vetted, prioritized, assigned, tracked and
the action taken signed off by the PREOC Director or
Deputy Director before being closed.
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Resource Priority Levels:

All resource requests should be assigned one of the
following priority levels:

• Emergency - having life and death urgency.

• Priority - important to support operations in a specific
time period.

• Routine - supports regular operations.

Critical Resource Designation:

When a specific resource is in demand by multiple agencies
and/or jurisdictions and there is a limited supply, a PREOC
may designate the resource as a "critical resource".

When any resource is designated as a critical resource for a
specific region, the PREOC Director must ensure that all
other BCERM levels are advised of the designation.

The Director of the PECC may choose to apply the critical
designation province-wide.

When a resource has been designated as critical, Logistic
Section staff should be assigned to manage the allocation of
this specific resource full-time.

Resource Status:

The Logistics Section should assign one of the following
status conditions to those resources in high demand:

• available,

• assigned, and

• out-of-service.

Delegation:

The Operations Chief is responsible for the information and
resource tracking process. The Operations Section will
produce regular reports organized by issue and priority and
distribute the reports within the PREOC.
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Logging and Tracking of Resource Requests:

The PREOC will establish a manual or automated process
for logging and tracking all resource requests.

The Operations Chief will assign responsibility for the
management of the PREOC logging and tracking process.
Regular reports organized by priority should be produced
and distributed.

The PREOC Director must ensure that all decisions,
direction, and expenditure authorizations provided to other
Emergency Operations Centres are documented and
provided to the data entry unit.

The tracking process must have two distinct functions:

1. Decision tracking - Track and document all decisions,
such as direction given and expenditures authorized.

A copy of the expenditure authorization logging
document must accompany all expenditure invoices
submitted for payment following the event.

2. Resource Request and Action Tracking - Log, track,
assign, prioritize and document action taken and
deployment of resources.

Requests must be vetted, prioritized, assigned, tracked and
signed off by PREOC Management when closed.

The PREOC Management Team must be able to determine
the status of all resource requests, the sections assigned
responsibility for action, and the details of any action taken
or planned.

Critical resource requests and their status should be
displayed on a board or screen so that all PREOC staff is
fully aware of critical issues.

This information is critical during the briefing and shift
change process.
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2.16 Risk Management

Good risk management practices will be applied to all of the
activities of the PREOC.

The position of Risk Management Officer provides expertise
with respect to the application of risk management
principals. The PREOC shall incorporate the principles of
risk management in the development of all PREOC Action
Plans.

The Risk Management Officer informs the PREOC Director
of all significant risk issues and provides information as and
when appropriate.

Risk Management Tasks:

The PREOC risk management shall include the following:

• identification and analysis of loss exposures for the
following categories: personnel, property and liability,

• promotion of risk management using the following
techniques: exposure avoidance, loss prevention, loss
reduction, segregation of exposures, through separation
or duplication, contractual risk transfer, and risk
financing, and

• monitoring of the occupational health and safety program
within PREOC facility.

Safety Officer:

The PREOC not only may have direct responsibility for site
operations (unincorporated areas) but also has a duty to
assist municipal EOCs, that report to the PREOC, with
safety issues and would therefore  require the services of a
Safety Officer. This position will function in the Risk
Management Section.
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2.17 Emergency Public Information

Introduction:

These operational guidelines must be applied in concert
with the following publications:

• BCERMS Overview, Chapter 4, Section 4.6,

• BCERMS PECC Operational Guidelines,

• BCERMS EOC Operational Guidelines,

• BC Emergency Public Information Plan,

• PREOC Chapter 1, Introduction Section, and

• PREOC Chapter 3, Checklists.

Information Section Organization:

The Emergency Public Information functions at the
provincial regional level (PREOC) are complex and multi-
facetted, requiring numerous Information Officers. The
Information staff will function as a Section with designated
units or branches as required. For example: potential
individual units might include media monitoring/media
relations, writing, tour planning, and a public information toll-
free call centre.

Reporting Relationships:

The Information Officer function is part of the PREOC
management staff and reports to the PREOC Director.
Regardless of this direct reporting relationship, the PREOC
Information staff work very closely with the PECC
Information Section and the BC Communications Central
Coordination Group (CCG) representative. This functional
reporting relationship will develop overall provincial public
information strategies.

The Information Section Chief is responsible for ensuring
that the PREOC Director is fully informed with respect to
these strategies.



PREOC Operational Guidelines 2.0 Concept of Operations

Provincial Emergency Program 20/02/01 2-30

While the Information Section staff have no oversight
authority with respect to community or agency information
activities, every effort to coordinate the provincial activities
with communities or other agencies must be made. In an
event such as the Pine River oil spill, where a private
company played a major role, the Director of the PREOC will
insist that the company assign a Information Officer to work
directly from the PREOC in order to ensure coordination.

Management Staff Responsibilities:

• keep the PREOC Director and management staff fully
informed of provincial public information strategies,

• attend all PREOC command staff briefings, PECC
Information Section briefings, and CCG briefings, as
required,

• hold regular briefings with PREOC Information Section
staff, including toll-free operators,

• develop an event-specific plan to coordinate the PREOC
public information activities and ensure it is compatible
with the overall provincial  public information strategies,
and

• ensure the PREOC Director approves all public materials
before release and, if more than routine information,
work with the PECC Information Section Chief.

Information Section Staffing:

The number of resources committed to the Information
Officer function at each level is directly dependent upon the
nature and extent of the disaster.

In smaller emergencies, several activity areas may be
assigned to one person. For example: media relations and
issue management may be combined, or writing and Web
site management.

Regardless of the activation level, every activated PREOC
will have a minimum of two Information Officers, with one
being designated as the Information Section Chief
responsible for all PREOC Information Section activities and
materials.



PREOC Operational Guidelines 2.0 Concept of Operations

Provincial Emergency Program 20/02/01 2-31

This Information Section Chief will report directly to the
PREOC Director and will participate in all PREOC briefing
and planning sessions.

Immediately after activation and on an ongoing basis, the
Information Section Chief will consult with the Director of the
PREOC and the PECC Information Section Chief to confirm
an adequate level of staffing.

Administrative Support:

Regardless of the level of activation, both the PREOC, as a
whole, and the Information Section, specifically, must have
administrative support assigned at the first opportunity.
Lessons learned have repeatedly identified the need for
administrative support, as failure to assign this support
resulted in an unacceptable level of delay in the processing
of information.

Duty Functions:

Refer to BCERMS Overview, Chapter 4, Support Levels, and
Section 4.6 Information Officer.

Refer to PREOC Operational Guidelines, Chapter 3, Position
Checklists and Aids, Section 3.6 Information Officer.

Logistics Support:

The Information staff will work directly within the PREOC
structure. Location of the Information Section staff in another
building or location is not acceptable.

The Logistics Section is responsible for the provision of
adequate space, equipment, telephones, and other
equipment and supplies as required.

Particular note will be paid to the function-specific
communications requirements of the Information Section.

The Logistics Section is also responsible for the location
and equipping of a media centre/press room.
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Media Centre/Press Room:

In principle, the media will only be allowed a guided tour of
the PREOC where they can take photos. On no occasion will
the media be allowed to remain within the PREOC
unescorted nor will a press conference or media briefing be
held within the PREOC area.

The Logistics Section Chief will, in consultation with the
Information Section Chief, locate a room which can be
designated the media centre or press room. The media
centre should be in a separate building located close to the
PREOC. Press conferences and media briefings will be held
in this room and the media will be allowed to work out of this
room. When telephones or fax machines are required, the
Logistics Section is responsible for providing this equipment.

Toll-Free Public Information Phone Service (Call Centre):

In order to maintain the confidence of the public in the ability
of their government to respond to an emergency event, it is
necessary to provide public information in a timely and
accurate manner.

In principle, the PREOC will not directly accept public calls.
The PREOC telephone operator must have somewhere to
refer public inquires.

Another important aspect of providing timely public
information is the activation of the pre-established province-
wide toll-free number (1-800-311-7044). This number is the
only PREOC operator-answered public information line
number that should be used and promoted in an emergency.
The one number (1-800-311-7044) serves all activated
PREOC(s), and electronically routes the appropriate call to
the applicable PREOC by reading the caller's telephone
number prefix if the PREOC has activated the toll-free line.

Staffing of operators at the PREOC level is the responsibility
of the PREOC Information Section. An Information Officer
should regularly brief the operators so that they can answer
the majority of public enquiries without interrupting other
PREOC staff. Call centre operators should always receive
copies of all public information materials before they are
released to the media and the public so those operators
have current information available at all times.
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When planning to activate the toll-free call centre, work with
the Logistics Section to ensure that space, phone lines,
furniture and equipment is available. The toll-free call centre
should not be part of the main PREOC area, but it should be
located nearby so that information sharing is easy.

To activate the pre-established province-wide toll-free
number (1-800-311-7044) for a PREOC, contact the PEP
Information Officer. Only PREOC(s) have province-wide
operator answered phone lines.

In non-emergency times (when no PREOC is activated), the
pre-established province-wide toll-free number is
electronically routed to the ECC.

If a toll-free number cannot be established at a PREOC,
collect calls should be accepted.

Region-specific information should also be provided to the
PECC Information Section to be included in updates to the
pre-recorded toll-free messaging phone line which is
coordinated at the PECC level.

Multi-lingual Services:

Should any translation services be required for the PREOC
toll-free call centre, PEP has a contract with MOSAIC
Interpreting Services to provide service on an as-needed
basis for individual calls. Multicultural translators are
available 24 hours a day at: 604-254-8617. Most languages
can be accommodated within 15 minutes.

2.18 Logistics Function

General:

To incorporate Logistics support within the province-wide
emergency management structure, the province will:

• establish protocols and procedures with the Purchasing
Commission for resource procurement within regions and
from provincial, national or international sources,

• identify additional delivery system, storage, accounting
and critical equipment and supply control and allocation
needs, and
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• incorporate the tasking protocols for air support
operations (through existing MOF contractual
arrangements), within the logistics element at both CCG/
PECC and PREOC levels.

The Purchasing Commission will ensure that a
representative is assigned on call to designated PREOC(s)
on request (24/7 if necessary) to action resource
requirements that are beyond government holdings.
(PREOC Directors should note the limited regional
representation of the commission and that its personnel
support to PREOC(s) will be prioritized.)

Critical Resources:

The initial assignment, movement of, and authority to
reposition or distribute critical resources between regions
are controlled by the CCG/PECC. Critical resources may
include provincial government assigned or designated flood-
fighting response teams, aviation resources, sandbags and
sandbag-filling machines.

Emergency Accommodation for Evacuees:

The primary supporting ministries are MSDES/ESS Branch,
the Ministry for Children and Families and the British
Columbia Housing Management Commission (BCHMC).
Municipal requirements and anticipated needs for
emergency social services are communicated from the Local
Authority to the PREOC(s), supported, where necessary, by
other agencies as arranged by PREOCs. All co-ordination
with BCHMC is conducted by or through MSDES/ESS
personnel

2.19 Finance and Administration Function

Expenditure Control:

A PEP task number will be assigned to regions, via PEP
Regional Managers, for PREOC set-up. Task numbers for
flood-related emergency responses will be issued as and
when required.
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The following will be observed with respect to
expenditure management:

• All expenditures must be pre-authorized by the PEP
Director/PECC Director or PEP Regional Manager/
PREOC Director. The CCG may, as required, designate
such other persons as deemed necessary.

• PEP Regional Managers will be provided an appropriate
spending authority to maintain PREOCs at the required
level of operational readiness. Upon activation, spending
authority will be reviewed and adjusted accordingly to
meet immediate requirements.

• Upon activation, PREOC Directors will be provided a
spending authority.

• During certain operations such as 3rd phase flooding,
PREOC Directors or designated principal PREOC staff
may authorize expenditures for response or support
activity for up to $100,000 per flood response site or
jurisdiction to protect life, private property or local or
provincial government infrastructure. Any single
expenditure exceeding $100,000 must be pre-authorized
by the Director PEP or the CCG Co-chair.

• Ministries/agencies must ensure that all expenditures
that will result in journal voucher action are authorized
using an expenditure authorization form (PREOC Form
730) completed and signed by the PECC/PREOC
Director. The agency initiating the expenditure is
provided a copy of the authorization form, a copy is
retained by the PECC/PREOC and a copy forwarded to
PEP Headquarters in Victoria.

• An ESS Referral Form completed and signed by a
designated spending authority must accompany all ESS
expenditures.

Invoices/expenditures will NOT be processed unless
accompanied by duly completed and authorized
supporting documentation.
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Inventory Control:

An equipment inventory will be maintained to record all non-
consumable  material purchased under a PEP task number.
On demobilization, a copy of the inventory indicating current
disposition will be forwarded to PEP Headquarters as part of
the PREOC post-operation report.

2.20 Telecommunication and Computer Systems

The following is the telecommunication hierarchy:

• e-mail, the PECC and each PREOC will be provided with
a generic e-mail address,

• facsimile machine,

• telephone (line, cellular and satellite, including links),

• satellite phones,

• amateur radio, and

• courier.

Roles and Responsibilities:

The Supervisor of Information and Communication
Technology and the Telecommunications and Systems
Officer, are responsible for the provision of
telecommunications and systems support for all PREOCs.

PREOC Contact DirectoryDelegation:

The PEP Regional Manager is responsible for the
development and maintenance of a PREOC regional-
specific Contact Directory, which identifies regional
telecommunications and computer systems resources that
might be called upon in response to an emergency.

Emergency Radio Communication (Amateur Radio):

The PEP Regional Manager is responsible for the recruiting,
management and support of volunteer amateur radio
operators services at the regional level.

Computer Systems (CS):

• providing ready access to computer resources and
services,
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• providing internet and e-mail access,

• providing data link connections with the next higher and
lower operational levels,

• maintaining hardware and software standards for
PREOC computer(s),

• problem solving,

• supporting EM2000 operations, and

• providing expertise and advise with respect to new
technology.

Refer to Annex D, Telecommunications and Computer
Systems.

2.21 Declaration of Emergency

Declaration of a State of Local Emergency:

A Local Authority, as defined by the Emergency Program Act
has the authority to declare a state of local emergency, in
order to exercise the extraordinary powers that are
designated within the Act.

When a PREOC is activated, it will process the local
emergency declaration in accordance with the details
stipulated in Annex A, Declaration of Emergency.

Declaration of a State of Provincial Emergency:

The PREOC is responsible for processing a request for a
declaration of a state of provincial emergency. The request
will be directed to the PECC Director and should include
both a description of the area and extraordinary powers
which are required under the declared state of emergency.

When a provincial state of emergency has been declared for
a geographic area located within the regional jurisdiction of
the PREOC, the PREOC is responsible for assigning the
authority to apply the extraordinary powers to those persons
and organizations that require the extraordinary powers.

The PREOC Director is accountable for the application of
these extraordinary powers.

Refer to Annex A, Declaration of Emergency.
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2.22 Evacuation

The PREOC will co-ordinate the provision of provincial
support when a Local Authority recommends a voluntary
evacuation or orders an evacuation in accordance with a
local declaration of emergency or other legislation.
Evacuations that impact significant numbers of people
generally involve a request for provincial Personnel Disaster
Assistance (PDA) and/or Disaster Financial Assistance.

The PREOC would also be required to coordinate
evacuations that transgress local community boundaries or
involve provincial institutions such as hospitals: long-term
care facilities, schools, or correctional institutions. In
addition, the PREOC has primary responsibility for
managing the evacuation of citizens from unorganized areas
of the province where there is no Local Authority that has
assumed responsibility.

The province will apply the following principles:

• a voluntary advisory to evacuate is preferable to an
ordered evacuation, and

• in practice, the province will not remove citizens by force.

An ordered evacuation must be preceded by a declared
state of local emergency or a declared state of provincial
emergency. Other authorities may also order evacuations
under specific conditions:

• The Ministry of Health has considerable statutory
authority under the Health Act for evacuation and/or
restricting movement in respect to health issues such as
epidemics.

• The Forests Practices Code of BC Act enables the
removal of persons who may interfere with fighting forest
fires.

• The Waste Management Act provides the authority to
evacuate persons if a dangerous goods spill poses a
health hazard.

• In a fire hazard or risk of explosion situation, the Fire
Services Act provides the authority for the Fire
Commissioner to evacuate a building or area.

Refer to Annex B, Evacuation.
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2.23 Recovery and Reconstruction

PREOC(s) must be prepared to make the transition to
recovery and reconstruction operations on direction of the
CCG.

Short-term relief:

• provision of interim housing,

• repair and restoration of lifeline utilities,

• emergency repair of vital transportation systems,

• building safety inspections,

• provision of critical incident stress counselling for
response staff and community,

• debris removal and clean-up,

• restoration of social and health services,

• restoration of normal community and provincial services,

• coordination of local, provincial and federal damage
assessments,

• re-occupancy of structures,

• economic recovery, including sites for business
resumption,

• building demolition, and

• formation of recovery task force.

Long-term Recovery:

• debris management,

• hazard mitigation,

• reconstruction of permanent housing,

• reconstruction of commercial facilities,

• reconstruction of transportation systems, and

• implementation of long-term economic recovery.
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Part 2–Administrative Procedures

2.24 Office Management

Administrative Support:

The need to plan for the immediate availability of
administrative support cannot be stressed too strongly.
Failure to have immediate or adequate administrative
support will cause unacceptable delay and place significant
additional stress on the other staff.

Documentation:

All PREOC activities require some form of documentation
and record keeping. There should be prepared forms for
each PREOC function responsibility. Which forms require
completion are dependent on the agencies involved and the
scope and impact of the emergency event.

It is extremely important to accurately document actions
taken during emergencies.

There must be a documented record of all policy, public
information, and media releases. PREOC decisions and
direction resource requests must also be logged and tracked
to ensure the response provided is recorded. Refer to the
Resource Management, Section 2.15.

All positions are required to keep a personal and functional
position log during events. This will assist in tracking and
monitoring the effectiveness of the PREOC Action Plans and
any provincial response taken.

Forms Management:

Sample forms for each PREOC function/position are
contained in Section 4, Forms and Templates, of these
guidelines.

General considerations when completing PREOC forms and
paperwork should include:

• print or type all entries,

• enter dates by year/month/day format,

• use 24-hour clock time,
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• enter name, position, date and time on all forms, and

• fill in all blanks; use N/A (not applicable) as appropriate.

Copies of all-important documents (including individual
position logs) should be forwarded to Planning/
Documentation Unit for safekeeping.

Use of Plain Language:

Use of acronyms, abbreviations, and jargon should be
avoided, particularly in written, external correspondence.
Even internal to the PREOC, the diverse backgrounds of the
staff warrants careful consideration of anything other than
simple English.

2.25 Facilities

Site Selection - Alternate Location:

Regional plans need to take into account potential need for
an alternate PREOC site.

Security:

PREOC security will be activated at the first opportunity. All
staff will be required to sign in and out on the prescribed
form. Refer to Chapter 4, Forms and Templates, PREOC
Form 611. The sign-in and sign-out form will be utilized to
calculate and document overtime hours.

Unauthorized persons will not be allowed into or to remain in
the PREOC without being escorted.

Under no circumstances will media persons be allowed to
enter an emergency operations centre unescorted or remain
within a centre. Media will only be allowed to visit the centre,
take pictures, and view operations while escorted.

Every person in the PREOC must be identified by means of
a colour-coded vest. No exceptions will be allowed except
visitors on escorted tours.

The local police dispatch centre should be alerted to the
activation of the PREOC, in order to ensure an immediate
911 response in the event of a security breach.
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Personnel and Facility Identification:

In conjunction with the application of common terminology
within the emergency management structure, it is essential
to have a common identification system for facilities and
personnel filling positions. The following identifying colours
for specific functions must be used by all agencies that work
within a PREOC:

Green -- Director and Deputy Director

Red -- Management

Orange -- Operations

Blue -- Planning

Yellow -- Logistics

Grey -- Finance/Administration

Identification vests will be worn at all times These identifiers
do not preclude any personnel from wearing their agency's
insignia or uniform.

Signs identifying the location of each PREOC function,
branch and unit should be posted for visual ease. PREOC
facilities (exterior) should also be marked with appropriate
signage.

Essential Equipment and Plans:

Maps Copies of maps and relevant reference
materials will be stored in the PREOC
facility for quick access.

Emergency Copies of community and regional
Plans ministry and agency plans will be

maintained within the PREOC.

Resource A planning document, which identifies
Availability critical resources within the region and

Plan the contact numbers, will be maintained
in the PREOC.

Emergency Survival:

The PREOC will maintain appropriate rescue equipment and
an emergency supply of essential food, water and basic
survival supplies for three days (72 hours).
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2.26 Personnel Support

Routines:

A bulletin board should be identified and used to post all
notices of interest to the PREOC staff. Shift routines should
be prepared as far in advance as possible and posted
prominently.

Personnel Status Boards:

A board with the names of all staff and liaison
representatives, the ministry or agency they represent, and
their phone numbers should be prominently displayed. A
location board is required, indicating the whereabouts of all
staff when absent from the PREOC, whether on or off duty.

Meals:

In accordance with the provisions of the collective
agreement, employees are entitled to a meal break during
their shift. Therefore, managers should make every effort to
ensure all staff has an opportunity to rest and eat meals
away from their workstation.

Accommodation:

Staff brought in from other regions will require
accommodation. The Regional Manager will maintain a
planning document which arranges for temporary
emergency accommodation for PREOC staff.  The Logistics
Section will implement this planning document.

The PREOC will maintain a supply of toilet articles, e.g.,
soap, towels, toothbrushes, and paste for emergency issue.

Overtime/Call-Out:

In the event that a portion or all of the PREOC is activated to
coordinate the provincial response to an emergency,
provincial government employees may be required to work
regular hours during non-regular shifts (e.g., an evening,
night or weekend instead of a regular weekday shift).
Depending on operational requirements, personnel may be
required to work some overtime as well.
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If an emergency requires provincial employees to placed on
standby or to be called in on short notice they will be
compensated in accordance with the provisions of the
collective agreement.

Overtime and/or call-out may be authorized by the PREOC
Director and will be charged to the task number.

2.27 Occupational Health and Safety

General:

PREOCs will maintain an occupational health and safety
program in accordance with Workers' Compensation Board
regulations.

Infrastructure:

PREOC facility, equipment, and workplaces must be
maintained in such a condition that staff will not be
endangered.

Fire Safety:

All staff must be given adequate instruction in the fire
prevention and emergency evacuation procedures
applicable to their workplace.

Emergency Procedures:

Emergency means of escape must be provided from any
work area in which the malfunctioning of equipment or a
work process could create an immediate danger to workers
and the regular means of exit could become dangerous or
unusable.

Emergency exit routes must be designed and marked to
provide quick and unimpeded exit. At least once each year,
emergency drills must be held to ensure awareness and
effectiveness of emergency exit routes and procedures, and
a record of the drills must be kept.

Written emergency procedures, including rescue and
evacuation, are required for:

• work at high angles,

• work in confined spaces or where there is a risk of
entrapment,
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• work with hazardous substances,

• underground work,

• work on or over water, and

• workplaces where there are persons who require
physical assistance to be moved.

First Aid:

Workplace-Provide occupational first aid coverage to
include one Level 1 first aid attendant, with a Level 1 first aid
kit, per shift per 11 to 50 personnel.

Vehicles-All vehicles used to transport personnel must be
provided with the following:

Seating Capacity Certification of Type/size of Kit
(including driver)  Attendant

1 worker N/A Personal Kit

2 to 6 personnel N/A Basic Kit

7 or more personnel Level 1 with transportation Level 1
endorsement

Patient Transportation:

Post written procedures for transporting injured workers,
including workers requiring stretcher transport, including:

• who and how to call for transportation, and

• prearranged routes in and out of the workplace and to
the hospital or other place of medical treatment.

Ensure that the attendant and all other persons authorized
to call for transport are informed of the procedures.

Safety Officer:

In high-risk situations, a Safety Officer may be appointed to
coordinate the PREOC occupational health and safety
program.
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Annex A

Declaration of Emergency

Local State of Emergency

In all emergencies, regardless of the threat, the local
government has the primary responsibility for response. The
British Columbia government acts in support of local
government when the need for response exceeds the
capabilities of the local government.

Not all communities are "a Local Authority" as defined the
Emergency Program Act. A "Local Authority" is defined as:

• For a municipality, it is the Municipal Council.

• For an electoral area in a Regional District, the local
authority is the Board of the Regional District if the
Regional District has been granted the powers of a
municipality under section 800 (2)(a) of the Municipal
Act.

A Local Authority NEED NOT declare a local emergency
for the following:

• to implement part or all of an emergency response plan,

• to gain liability protection under the Emergency Program
Act, or

• to qualify for disaster financial assistance under the
Emergency Program Act.

To order a mandatory evacuation, a Local Authority (a
municipality and some Regional Districts) must declare a
"state of local emergency", as enabled under Section 12 of
the Emergency Program Act.

Removing people from their homes and livelihoods must not
be taken lightly. People will already be under duress during
an emergency; however, public safety must be put first.

Declaring a state of local emergency brings with it nine other
powers as listed in Figure 1. The Local Authority must
monitor the implementation of these powers very closely for
any possible misuse.



PREOC Operational Guidelines 2.0 Concept of Operations

Provincial Emergency Program 20/02/01 2-47

Section 12 of the Emergency Program Act allows the Local
Authority (Mayor and Council or Chair of the Regional
District) to declare a state of local emergency if
extraordinary powers are required to deal with the effects of
an emergency or disaster. Here are some steps to consider:

1. The Local Authority must be satisfied that an emergency
exists or is imminent.

2. Declarations can be made in two ways:

• Council or Board of Directors of a Regional District
that has powers granted under the Act, or

• by order, if made by the head of the Local Authority,
e.g., Mayor or Regional District Chair.

3. The Declaration may be made by bylaw or resolution if
made by a Local Authority, e.g., Municipal State of Local
Emergency form (see attached pro forma) must identify
the nature of the emergency and the area where it exists
or is imminent.

The Mayor or Chair, immediately after making a
Declaration of a State of Local Emergency, must forward
a copy of the Declaration to the Attorney General, and
publish the contents of the Declaration to the population
of the affected area.

4. A State of Local Emergency automatically exists for
seven (7) days unless cancelled earlier.

5. An extension of a State of Local Emergency beyond
seven days must have the approval of the Attorney
General. Steps 2 and 3 (above) must be followed for
each 7-day extension request.

6. A declaration of a State of Local Emergency is cancelled
when:

• it expires after 7 days or any 7-day extension,

• the Attorney General cancels it,

• it is superseded by a Provincial State of Emergency,
or

• it is cancelled by bylaw, resolution, or order.
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7. Once it is apparent to the head of the response
organization that extraordinary powers are no longer
required and that the State of Local Emergency may be
cancelled, they should advise the Mayor or Chair as
soon as possible. If the Declaration is cancelled by
resolution or order, the Attorney General, through PEP,
must be promptly notified.

8. The Mayor or Chair must cause the details of the
termination to be published by a means of
communication most likely to make the contents of the
termination known to the population of the affected area.

Use of Emergency Powers

A Local Authority may authorize selected persons and
agencies the ability to use the extraordinary powers
assumed by Local Authority under a declared State of Local
Emergency. Such authorized use of extraordinary power
together with such terms, conditions or limitations as the
Local Authority may impose, should be defined following a
Declaration of a State of Local Emergency. Such
authorization and limitations are not part of the Declaration
itself.
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Figure 1. Nine Emergency Powers Granted to Local Authorities by the
Emergency Program Act

1. Acquire or use any land or personal property considered necessary to prevent,
respond to or alleviate the effects of an emergency or disaster.

2. Authorize or require any person to render assistance of a type that the person
is qualified to provide or that otherwise is or may be required to prevent,
respond to or alleviate the effects of an emergency or disaster.

3. Control or prohibit travel to or from any area of the Local Authority's jurisdiction.

4. Provide for the restoration of essential facilities and the distribution of essential
supplies and provide, maintain and coordinate emergency medical, welfare and
other essential services in any part of the Local Authority's jurisdiction.

5. Cause the evacuation of persons and the removal of livestock, animals, and
personal property from any area of the Local Authority's jurisdiction that is or
may be affected by an emergency or a disaster and arrange for the adequate
care and protection of those persons, livestock, animals, and personal property.

6. Authorize the entry into any building or on any land, without warrant, by any
person in the course of implementing an emergency plan or program or if
otherwise considered by the minister to be necessary to prevent, respond to or
alleviate the effects of an emergency or disaster.

7. Cause the demolition or removal of any trees, structures or crops if the
demolition or removal is considered by the minister to be necessary or
appropriate in order to prevent, respond to or alleviate the effects of an
emergency or disaster.

8. Construct works considered by the Local Authority to be necessary or
appropriate to prevent, respond to or alleviate the effects of an emergency or
disaster.

9. Procure, fix prices for or ration food, clothing, fuel, equipment, medical supplies
or other essential supplies and the use of any property, services, resources or
equipment within any part of the Local Authority's jurisdiction for the duration of
the state of emergency.
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Annex  B

Evacuation

Introduction

Evacuations, which impact significant numbers of people,
generally involve a request for provincial support,
particularly as Disaster Financial Assistance will be
required. The PREOC would also be required to coordinate
evacuations that transgress local community boundaries, or
involve provincial institutions such as hospitals, long term
care facilities, schools or correctional institutions. In
addition, the PREOC has primary responsibility for
managing the evacuation of citizens from unorganized areas
of the province, where there is no Local Authority, which has
assumed responsibility.

The PREOC staff should have assess to the local
community planning documents and must be able to provide
clear direction with respect to authority and process for
ordering and managing an evacuation

Removing people from their homes and livelihoods must not
be taken lightly. People will already be under duress during
an emergency; however, public safety must be first. It is a
delicate balancing act.

In all emergencies, regardless of the threat, the community
or jurisdiction has primary responsibility.

When it is determined that an evacuation is required, the
warning must be timely and accurate. While the main
concern is the preservation of life, those displaced from their
homes or businesses may be experiencing inconvenience,
anxiety and fear.

Evacuation Stages

Regardless of who orders an evacuation, these Operational
Guidelines follow the provincial standard of a three-staged
evacuation process:

Stage 1 Evacuation Alert–allow for the population at risk to
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begin an orderly preparation to voluntarily leave the affected
area, within a possible specified timeframe, however, the
reality of the situation may require immediate action with
very short notice. In some instances an evacuation order is
immediate and no evacuation alert is given. A consistent
format and process should be used to alert the population at
risk of the potential need for an evacuation. The alert should
highlight the nature of the danger and explains that people
should be prepared to evacuate the area.

Stage 2 Evacuation Order–population at risk is ordered to
evacuate the area specified in a formal written order. It is an
order and as such does not allow for any discretionary
action on the part of the population at risk–they must leave
the area immediately. A statement must be included in all
bulletins, pamphlets, warnings and orders that makes it very
clear to all that, while the evacuation order is in effect, the
area in question will have controlled access and a pass may
be required to regain access to the area.

Stage 3 All Clear–population at risk is allowed to return to
the area previously evacuated, having been advised that the
danger has passed. There is the possibility that the danger
may re-manifest itself and the evacuation alert or evacuation
order might need to be reissued.

Security

As an area is being evacuated, access controls must be
established. Security may be achieved by establishing
staffed Access Control Points and barricades at key
locations around the perimeter. A record of all vehicles and
personnel that enter a closed area should be maintained.

Assess by returning citizens to geographic areas that have
suffered significant property damage or where there is a risk
to life or safety due to an infrastructure failure may have to
be controlled, e.g. a pass system.

Evacuation Routes

Evacuation routes should be established to move and
protect people from the potential hazards that may confront
the community. Evacuation routes should be separate from
disaster routes intended for use by emergency responders.
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Support Requirements

Provision must be made for:

• evacuation of special need (such as children in school/
day care, handicapped, high risk (battered women),
institutionalized (hospital) and incarcerated (prisoners)
and transient (such as tourists and seasonal workers)
populations,

• evacuation and care of livestock and companion pets,

• congregate care (group lodging), including feeding,
clothing and basic medical care, and

• sanitary facilities.
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Annex C

Procedures for Situation Reports
and Emergency Incident Reports

Situation Reports

The PREOC/ministry/agency Situation Report (SITREP)
(Chapter 4, form 601), provides general information to the
Provincial Emergency Coordination Centre (PECC) which is
the central information and analysis centre and emergency
coordination centre for the provincial government.  The
PECC has reporting responsibilities to the Central
Coordination Group (CCG) and the Government of B.C. and
will collate information to be reported as a PECC SITREP.

Incident Reports

Should this occurrence escalate into a serious emergency
beyond the capability of local government, the PREOC
would submit separate emergency Incident Reports, an
example of which is also included in Chapter 4, Forms and
Templates, Form 650.

Submission Timing

As per instructions given at the beginning of the operation.
Generally, SITREPs should be submitted at least once per
day. Incident Reports are to be submitted as required and
immediately.

General Characteristics of SITREPs

• Information should be concise and easily understood
(e.g., simple language, no acronyms, abbreviations, or
jargon).

• Information should be unclassified, consult with Director
of PECC prior to submission of sensitive or confidential
information by separate report.

• Information should be verified prior to reporting, however
this should not delay the initial heads up reporting of a
developing potentially serious occurrence.
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• SITREPs are to include new incidents that have
occurred since the last report and the status of ongoing
incidents. If the status is unchanged by the incident is
ongoing, only report unchanged or new information. (As
much as possible, limit the repetition of previously
reported information.)

• Only significant events and incidents need to be
reported. The following five overriding tenets should be
considered:

• Does the incident involve or potentially involve loss of
life, injury, or significant property damage?

• Will there be a request for provincial emergency
support?

• Is the provision of essential community services in
jeopardy, e.g., utility services?

• Is there a potential for a significant impact on the
public services or the local or provincial economy?

• Will the incident attract significant media attention or
require public information action by the province?

Report Distribution

PREOC/ministry/agency reports will normally all come in
through the ECC to Operations Section, which will then
ensure distribution. Default lists will include Section Chiefs,
Director, PECC Logistics Officer (who will ensure that
ministries/agencies in attendance receive reports) and CCG
if so desired by that group.

Each PREOC will also be provided with a copy of the master
provincial SITREPs and may distribute this report at his or
her own discretion, including to supported Local Authority
EOCs.

Local Government Reporting

The PEP Regional Manager will share the SITREP format
adopted by the province. In addition, the EOC SITREP
should be made available to Local Authorities. Many of
these jurisdictions may have had personnel trained by the
Justice Institute in EOC Level 1 and 2 courses that will
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assist greatly in establishing contact and rapport with the
PREOC.

Regardless, each PEP Regional Manager is expected to
request the co-operation of Local Authorities, particularly
those that activated their EOCs during hazard response.

Regardless of whether or not the local EOC formally agrees
to report the PREOC, staff is expected to seek out status
information for inclusion in the PREOC SITREPs.

Communications

The hierarchy of communications is as follows:

E-mail, MSAT, facsimile, phone, amateur radio, other
ministry or agency radio communications systems, e.g.:
RCMP, Forestry, Highways, Ambulance, BC Hydro, etc.
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Annex D

Information Technology Unit
(Communications and Computer Systems)

Introduction

The PEP Headquarters staff positions for the Supervisor of
Information and Communication Technology and the
Telecommunications and Systems Officer are responsible for
the provision of telecommunications and systems support for
all PREOCs.

Every effort will be made to identify region
telecommunications and systems support staff, who can
provide PREOC support under the direction of the
Supervisor of Information and Communication Technology.

Communications Team:

• co-ordinates the installation of telecommunications
resources within the PREOC,

• ensures that communications links are established with
the next higher and lower BCERMS levels,

• arranges for sufficient radio frequencies and both
wireless and wire-line telephones,

• develops and distributes a Communications Plan that
identifies all systems in use and managed by or planned
for the PREOC and lists specific frequencies allotted for
the emergency or disaster, and

• manages communications plans, net instructions and
frequencies for amateur radio communications.

Computer Systems Team:

• ensures that PREOC staff have ready access to
computer resources and services,

• facilitates the installation of Internet and e-mail access
accounts within the PREOC,



PREOC Operational Guidelines 2.0 Concept of Operations

Provincial Emergency Program 20/02/01 2-57

• ensures that data links are established with the next
higher and lower BCERMS levels, and

• determines required computer technology based on the
business requirements for all centre positions.

PREOC Contact Directory

 The PEP Regional Manager is responsible for the
development and maintenance of a PREOC region-specific
Contact Directory.  The Contact Directory will include a
listing of regional resources which might be called upon in
response to an emergency.

The Contact Directory will be regularly verified and a log
recording the verification retained.

Amateur Radio Resources

The PEP Regional Manager is responsible for the
recruitment, management and support of volunteer amateur
radio operators able to provide radio communications
support in the PREOC during activation.

Generic E-mail Addresses

The Supervisor of Information and Communication
Technology is responsible for the readiness status and
maintenance of the generic e-mail addresses assigned to
each function within the PREOC.

The PEP Regional Manager, working in partnership with the
ECC staff, will test the functionality of the generic e-mail
addresses monthly.  A documented record of verification will
be maintained.

Telephone Numbers

The Supervisor of Information and Communication
Technology is responsible for the readiness status and
maintenance of data lines and telephone numbers assigned
on a permanent basis to each PREOC.

A capacity for 100 to 200 telephone trunk pairs and a
dedicated data communications circuit will be the standard
for each PREOC.
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Permanent PREOC telephone numbers will be designated
as confidential and will not be released to the general public
or media.

Event-Specific Contact Numbers

The establishment of a communications link with the next
higher and lower BCERMS levels is critical for the activation
of any PREOC.

The determination and posting of event-specific contact
numbers for local community or agency EOCs is a primary
duty of the first staff to arrive at the PREOC in response to a
sudden unexpected emergency.

The communications links should include:

• voice contact via telephone, cellular and satellite phone,
if available,

• e-mail contact,

• FAX contact,

• commercial radio contact, and

• amateur radio contact.

The communications links must be posted within the
PREOC and available to all arriving PREOC staff at the very
first opportunity.

Terminology

Among all BCERMS levels, there must be a dedicated effort
to ensure that telecommunications systems, planning and
information flow are being accomplished in an effective
manner.

Standard protocols and terminology will be used at all
levels.  Plain English for all telecommunications will be used
to reduce the confusion that can be created when radio
codes are used.  Standard terminology shall be established
and used to transmit information, including strategic
operations, situation reports, logistics, tactical operations,
and emergency notifications of imminent safety concerns.
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For the PREOC, telecommunications methods should
consider the following priorities:

• telephone (land line),

• e-mail,

• fax,

• two-way radio (amateur, commercial),

• radio-telephone (cellular, satellite), and

• video-conferencing.

The PREOC communications systems should provide
reserve capacity for unusually complex situations where
effective communications could become critical.  An
integrated Communications Plan should be developed as
part of each PREOC Action Plan.

Communications Centre

A PREOC Communications Centre should be established by
the Communications Unit to provide all modes of
telecommunications services.  This Centre, while
established and operated by the Communication Unit in
Logistics, is often physically located near Operations and
receives operational direction from the Operations Section
Chief.

Communications Forms

Radio Messages:

PREOC message forms should be used for all radio
communications.  These forms must be clearly filled out by
the originator in the areas provided, and then subsequently
by the radio operator.

In drafting messages to be transmitted by an operator, be
clear and concise.  Once the message form leaves the
originator’s desk, consider it transmitted “as is”.  The
operator will not be in a position to understand what you are
trying to say, and will simply read what you printed to the
destination addressee.
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Radio Message Forms:

Radio message forms will comply with the Amateur Radio
Emergency Service (ARES) National Traffic System (NTS)
format. Other formats for message forms will only be used
by individual agencies transmitting or receiving message
traffic via agency internal radio systems. In all other cases,
the NTS format will be used.

Internal PREOC Messages:

As mentioned previously, a standard three-part
memorandum form should be used for all internal written
communications.  These communications must be clearly
marked with an originator’s message number, originating
date and time, and identify the originator’s name and
functional position.  Essentially, the memorandum is handled
the same as a radio message, except that the memorandum
itself should be handed to the destination addressee.

In replying to an internal memorandum (on the same form,
as designed), the same information is required.

Message Numbering:

Message numbers provide an identification and reference
for both radio and internal messages, consisting of three-
letter originator’s code followed by three sequential digits
starting with 001.  The numbers continue until 999 is
reached, and then the sequence is re-started at 001.  If an
originator should exceed 999 messages in a single day,
numbers should continue into four digits (1000, 1001, etc.)
rather than restart at 001.

Prefix codes for all PREOC staff positions are
recommended, such as:

Management:

Originator Prefix

Director DIR

Liaison Officer LIA

Information Officer PIO

Risk Management Officer RSK
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Operations Section:

Originator Prefix

Operations Staff OPS

Air Operations Section AIR

Special Operations Branch SOB

Planning Section:

Originator Prefix

Planning Staff PLN

Logistics Section:

Originator Prefix

Logistics Staff LOG

Finance and Administration Section:

Originator Prefix

Finance & Admin Staff FIN

Branches and Units within each Section may also consider
establishing a three-digit originator’s prefix to help with quick
identification and recordkeeping.

Message Precedence:

An extensive amount of radio communications and
messages will be handled in the PREOC.  In order to quickly
identify the significance of a particular message, it is
important for the originator to apply a level of precedence
appropriate for the circumstances.  Similar to resource and
information requests, the following system of precedence
levels should be applied:

Emergency  — Any message having life and death
urgency.

Priority  — Important message/request with a specific time
limit.

Routine  — Regular message traffic.
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Communications Overview

The PREOC’s critical telecommunication requirements are
(at a minimum) to:

• communicate with each activated EOC, DOC, MROC
and PECC, and

• communicate with the regional offices of the involved
agencies.

Telecommunications requirements unique to specific
agencies will remain the responsibility of the individual
agency in question.

Operational Instructions

The Emergency Communications Plan will normally need to
be amplified by the development of a Communications
Operational Instruction (COI).  This document will contain
information specific to the emergency operation and the
communications resources available to the specific PREOC.
The various components are utilized as required, and may
need to be updated periodically. COIs are issued by the
PREOC Information andTechnology Branch Coordinator.

Information which might be incorporated in a COI includes:

• net diagram(s),

• frequency assignment (permanent and temporary
frequencies),

• contact directories (including telephone, e-mail, cellular,
etc.),

• control arrangements, and

• technical support and problem escalation procedures.

Wireless Cellular and Satellite Phones

The telephone, both terrestrial and wireless can become a
hindrance to an effective PREOC if certain restrictions are
not imposed from the outset.  Where at all possible, all
incoming operational calls should be routed through an
exchange established by the Communications Unit. The use
of wireless cellular and satellite phones must be monitored
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to avoid loss of critical emergency information and to avoid
“freelancing”.

To ensure the effective management of cellular, satellite and
radio circuits or frequencies, wireless communication will
only be used when wire-line services are not readily
available.

Toll-Free Public Information Phone Service (Call Centre)

Another important aspect of providing timely public
information is the activation of the pre-established province-
wide toll-free number. The one number (1-800-311-7044)
serves all activated PREOCs, and electronically routes the
appropriate call to the applicable PREOC by reading the
caller’s telephone number prefix.

The toll-free call centre should not be part of the main
PREOC area, but it should be located nearby so that
information sharing is easy.

To activate the pre-established province-wide toll-free
number (1-800-311-7044) for a PREOC, contact the PECC
Information Unit.

Staffing of the toll-free operators is the responsibility of the
PREOC Information Unit.  Only PREOCs have province-
wide operator answered lines, the PECC does not.

In non-emergency times (when no PREOCs are activated),
the pre-established province-wide toll-free number is
electronically routed to the ECC.

Satellite

The PREOC satellite communication capability is based on
the PEP Regional Managers who have been assigned a
Mobile Satellite Telephone (MSAT).  The MSAT provides the
capability to rapidly transfer a wide variety of information
between the PREOC, PECC and activated DOCs, EOCs
and MROCs.  MSAT provides voice as well as data links.
The primary intent of the satellite link is to provide disaster-
resistant communications between PREOCs and the PECC.

Regional and ECC satellite communications will be tested
monthly and a documented record of this testing will be
maintained.


