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STANDARDIZED EMERGENCY MANAGEMENT SYSTEM (SEMS) 
EMERGENCY OPERATIONS CENTER COURSE PARTICIPANT 

REFERENCE MANUAL COURSE DESCRIPTION 

I. Instructional Goal 

The SEMS Emergency Operations Center (EOC) course provides participants with the 

necessary background to function in EOCs at all SEMS levels using the five functions 

specified in the SEMS regulation.  

The course is presented in three chapters. Chapter One provides emergency 

management background, and describes EOC principles and applications appropriate 

for all SEMS levels. Chapter Two provides more specific information applicable to EOCs 

at each SEMS level, and discusses the coordination required between each level. 

Chapter Three consists of SEMS Function Specific Handbooks for each of the five 

primary SEMS functions required for use in EOCs, and the specific positions that 

support each function. 

II. General Target Audience 

The SEMS EOC course is designed for support/assistance, supervisory, management 

and executive personnel, who as part of their job duties or special assignment, may 

perform SEMS functions within an organization's or jurisdiction's EOC or at a Department 

Operations Center (DOC). Personnel at all SEMS levels may be expected to activate the 

SEMS organization, work within that SEMS organization, and/or supervise one or more 

of the five SEMS functions.  

The materials in this course are applicable to the four SEMS EOC levels (local 

government, operational area, region and state EOCs) as well as to Department 

Operations Centers (DOCs) functioning in response to emergencies. 
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III. Performance Objectives 

1. Understand essential SEMS terms related to an Emergency Operations Center 

(EOC), as well as the five SEMS response levels and their relationship to the 

four SEMS EOC levels.  

2. Understand the essential principles associated with disaster management, 

including knowledge of the fundamental differences and similarities between 

an emergency vs. a disaster, the role of the Emergency Services Director, the 

goals of emergency/disaster management, and keys to successful 

emergency/disaster management.  

3. Understand how an Emergency Operations Center (EOC) relates to disaster 

management and SEMS, the diversity in purpose and scope of California 

EOCs, and the basic principles for an effective EOC. 

4. Understand the principles of ICS applicable to EOCs, EOC functions and 

responsibilities, and the use of inter-agency coordination in EOCs.  

5. Understand the functions, responsibilities and procedures for EOCs at all 

SEMS levels including checklists for activation, operational and demobilization 

phases during an emergency.  

6. Understand how coordination takes place between SEMS levels during an 

inter-agency disaster response, including similarities, differences and key 

principles associated with a field and EOC SEMS response. 

CHAPTER ONE: SEMS AND EOCS 

Chapter Description:  

Chapter One is made up of three sections:  

Section 1 – Background on California Emergency Management Related to EOCs  
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Section 2 – Principles of Disaster Management in EOCs  

Section 3 – EOC Operational Considerations  

Chapter One can be used as a stand-alone chapter with its accompanying visuals, or 

used in conjunction with either or both of the two other chapters making up this course. 

SECTION 1: BACKGROUND ON CALIFORNIA EMERGENCY 
MANAGEMENT RELATED TO EOCS 

I. California Emergency Services Act  

The Act was formally established in 1970. It is found in Chapter 7 of Division 1 of Title 2 

of the Government Code. The Emergency Services Act brought together for the first time 

many of the components of California Emergency Services including the Master Mutual 

Aid Agreement of 1950. Prior to the Emergency Services Act, emergency services in 

California were defined in the California Disaster Act of 1943, which was part of the 

Military and Veterans Code.  

The Emergency Services Act provides for the following:  

1. Confers emergency powers on the Governor and chief executives and governing 

bodies of political subdivisions of the state.  

2. Provides for state assistance in the organization and maintenance of political 

subdivision emergency programs.  

3. Provides for a state Office of Emergency Services (OES) within the Governor’s 

Office and gives OES certain powers and duties.  

4. Provides for the assignment of duties to state agencies to be performed during an 

emergency.  

5. Provides for rendering of mutual aid by the state government, departments and 

agencies and political subdivisions.  
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6. Provides for three conditions or degrees of emergency within the state.  

The Act does not explicitly state the necessity for an EOC. The primary reference to EOCs 

in the act is the presumption that they exist under the declaration of a state of war 

emergency, where operational areas...”shall serve as a link in the system of 

communications and coordination between the state’s EOC and the operating centers of 

the political subdivisions comprising the operational area.” (Sec. 8605)  

Section 8635 of the act states that ... “the interdependence of political subdivisions 

requires that for their mutual preservation and for the protection of all the citizens of the 

state of California, all political subdivision have the power to take the minimum 

precautions....by which continued function of political subdivision will be assured.”  

Sections 8637 – 8644 of the act describe the need for establishing a line of succession 

and provides a list of duties for standby officers. One of these duties is to report for duty 

in the event of an emergency at the place and in the method previously designated by 

the political subdivision. 

Section 8642 states that when an emergency exists, the governing body of the political 

subdivision shall meet as soon as possible. The place of this meeting need not be within 

the political subdivision. The duties of the governing body (Sec. 8643) are to ascertain 

the damage to the political subdivision and its personnel and property to reconstitute the 

governing body. 

II. SEMS Law and Regulation 

Senate Bill 1841 was passed by the California legislature and made effective January 1, 

1993. The legislation established the Standardized Emergency Management System 

(SEMS). The intent of the law is to improve the coordination of state and local emergency 

response in California. The law is found in Section 8607 of the Government Code, and 

the Regulation governing SEMS became effective September 2, 1994.  

The law directs the Office of Emergency Services (OES), in coordination with other state 

agencies and interested local emergency management agencies, to establish, implement 
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and maintain the Standardized Emergency Management System as of December 1, 

1996.  

The basic framework of SEMS incorporates five major elements. These are:  

• The Incident Command System (ICS)  

• Inter-agency coordination  

• The State’s Mutual Aid Program  

• Operational Areas  

The law stipulates that all state agencies must use SEMS in responding to emergencies 

involving multiple jurisdictions or multiple agencies. Local governments must use SEMS 

in responding to emergencies involving multiple jurisdictions or multiple agencies in 

order to be eligible for state funding of response-related personnel costs. 

III. SEMS Level and Functions 

A. SEMS Levels  

There are five designated levels in the SEMS organization.  

• Field Response Level  

• Local Government  

• Operational Area  

• Regional  

• State  

The Field Response Level is the subject of the SEMS Field Course. The other four 

levels are discussed in Chapter Two. 
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B. SEMS Functions 

There are five primary SEMS functions that are derived from the Incident Command 

System (ICS). These functions are basic to all SEMS levels and must be used in the field 

and all EOCs. The functions are:  

• Command (field) – Management (EOC)  

• Operations  

• Planning/Intelligence  

• Logistics  

• Finance/Administration  

Chapter Three will discuss each function. 

IV. Definitions and Terms Related to EOCs 

An understanding of the most common terms listed below will help to understand and 

make the most efficient use of this system. A full SEMS Glossary is a part of the SEMS 

Guidelines and Approved Course of Instruction (ACI) and should be referred to for 

complete definitions.  

• Emergency Operations Center (EOC)  

A location from which centralized emergency management can be performed. EOCs 

provide overall centralized coordination to ensure that there is an effective response. The 

EOC may also have a primary role in setting jurisdictional objectives and priorities, which 

may have an impact on resource allocations and incident level planning.  

• Department Operations Center (DOC)  
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A facility used by a discipline or agency as a department level EOC. Examples are 

departments within a political jurisdiction such as fire, police, public works as well as 

agency divisions, districts or regional offices.  

DOCs can be used at all SEMS levels above the field response level, depending on the 

impacts of the emergency, demographic nature of the agency or organization, local policy 

and procedures, and configuration of communications systems.  

• Action Plan  

A plan prepared in the EOC containing the emergency response objectives of that SEMS 

level. The action plan should reflect overall priorities and supporting activities for a 

designated period and will be updated on a periodic basis. The plan is shared with 

supporting agencies.  

• Inter-agency Coordination 

Agencies and disciplines at any SEMS level working together in a coordinated effort to 

develop joint plans, coordinate inter-agency resource use and to facilitate decisions. 

SEMS Regulation requires the use of inter-agency coordination in all EOCs.  

• Mutual Aid  

Voluntary provision of services and facilities when existing resources prove to be 

inadequate. There are several standardized statewide mutual aid systems that function 

in California. Some of these are coordinated from within jurisdictional EOCs, and others 

are coordinated by disciplines such as law and fire from other facilities.  

SECTION 2: PRINCIPLES OF DISASTER MANAGEMENT IN EOCS 

This Section describes incidents, emergencies, disasters and covers the essential 

principles and functions associated with emergency/disaster management.  

The following topics will be covered:  
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• Contrast between Incidents, Emergencies and Disasters.  

• Identification of disaster management problems.  

• Common goals of emergency management.  

• Phases of comprehensive emergency management.  

• Role of EOCs in phases of emergency management.  

• Management principles applied to emergency management.  

• Lessons learned from past emergencies.  

• Keys for effective emergency management. 

I. Contrast Between Incidents, Emergencies and Disasters 

These terms are often used somewhat interchangeably and in some cases are used to 

both define a situation and to describe a level of response to a situation.  

Incident  

An incident is an occurrence or event, either human-caused or caused by natural 

phenomena, that requires action by emergency response personnel to prevent or 

minimize loss of life or damage to property and/or natural resources.  

Incidents may result in extreme peril to the safety of persons and property and may lead 

to, or create conditions of disaster. Incidents may also be rapidly mitigated without loss 

or damage. Larger incidents, while not yet meeting disaster level definition, may call for 

local governments to proclaim “a Local Emergency”.  

Incidents call for a field on-scene response of an Incident Commander and tactical and 

support resources organized within an Incident Command System structure.  

Examples of incidents could be wide-ranging:  
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• Protest demonstration 

• Multi-casualty accident  

• Sink hole in street 

• Downed utility lines  

• Structure fire 

Emergency  

The term emergency is used in three ways:  

1. A condition that may result in extreme peril to the safety of persons and damage 

to property. In this context, an emergency and an incident could mean the same 

thing, although an emergency has a broader meaning and could have several 

incidents associated with it.  

2. Emergency is also used in SEMS to describe agencies or facilities e.g., Emergency 

Response Agency, Emergency Operations Center, etc.  

3. Emergency is also used to define a conditional state such as proclamation of 

“Local Emergency”. The California Emergency Services Act describes three states 

of Emergency:  

• State of War Emergency  

• State of Emergency  

• Local Emergency  

Examples of emergencies include:  

• River flooding  

• Earthquake  

• Major wildland fire  

Disaster  
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A disaster is a sudden calamitous emergency event bringing great damage, loss or 

destruction. Disasters may occur with little or no advance warning, e.g., an earthquake or 

a flash flood, or they may develop from one or more incidents e.g., a major brush fire.  

Some of the usual distinguishing characteristics of incidents, and disasters are listed 

below:  

Characteristics of Incidents and Disasters 

 

 

II. Management Problems During a Disaster 

The following problems are often seen at all EOC levels:  

• Lack of coordination and understanding between SEMS Levels.  
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• Activation usually takes place after the fact resulting in a “catch up” process.  

• Lack of good and complete information at the beginning.  

• Possible loss or degraded communications capability.  

• Possible loss or late arrival of key, trained staff.  

• Often a shortfall of resources available to meet demands.  

• Lack of inter-agency coordination. 

III. Common Goals of Emergency Management 

Disaster and emergency responders share a number of common goals, including the 

desire to protect life, environment and property. Identifiable goals include:  

• Save lives  

• Care for casualties  

• Limit further casualties  

• Limit further damage to structures and environment  

• Reassure and care for the public  

• Restore area to normal as soon as possible. 

IV. Phases of Comprehensive Emergency Management  

The four commonly used phases of comprehensive emergency/disaster management are:  

• Mitigation  

• Preparedness  

• Response  
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• Recovery 

Mitigation  

Mitigation is perhaps the most important phase of emergency management, and generally 

the most cost effective. Mitigation is often thought of as taking actions to strengthen 

facilities, abatement of a hazard, and taking all necessary steps to reduce the potential 

damage either to structures or their contents.  

While it is not possible to totally eliminate either the destructive force of any potential 

disaster or its effects, doing what can be done to minimize the effects may create a safer 

environment which will result in lower response costs, and fewer casualties.  

Preparedness  

Preparedness is the quality or state of being prepared. Preparedness is often associated 

with activities related to personnel readiness, preparation of plans, inventory of resources, 

setting up the EOC and support systems, training and exercising. Preparedness can also 

be measured in degrees of preparedness.  

The mere existence of a formal written plan does not automatically indicate preparedness. 

All too often emergency plans are developed to meet the requirements of law, regulation 

or the “dictates of the boss”. When plans are developed under such conditions, they 

generally do not satisfy emergency needs when implemented.  

Response  

The response phase demonstrates the effectiveness of mitigation and preparedness 

measures. Generally the response phase encompasses the actions taken to address the 

direct effects of an incident or disaster. These could include saving lives and property, 

care of casualties and displaced persons, reducing the risk of further damage, containing 

and controlling the hazard, initiating recovery plans etc.  

Recovery  
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Essentially, recovery is taking all actions necessary to restore the area to pre-event 

conditions or better if possible. Therefore, mitigation for future hazards plays an 

important part in the recovery phase for many emergencies. There is no clear time 

separation between response and recovery. In fact, planning for recovery should be a 

part of the response phase. 

V. Role of Field Level Response and EOCs in Emergency 
Management  

A. Field Level has Command:  

A key concept in all emergency planning, is to establish command and tactical control at 

the lowest level that can perform that role effectively in the organization. In the Incident 

Command System (ICS), The Incident Commander, with appropriate policy direction 

and authority from the responding agency, sets the objectives to be accomplished, and 

approves the strategy and tactics to be used within the realm of available resources to 

meet those objectives.  

The Incident Commander must respond to higher authority. Depending upon the 

incident’s size and scope, that higher authority could be the next ranking level in the 

organization up to the agency or department executive. This relationship provides an 

operational link with policy executives who customarily reside in the DOC or EOC, when 

activated. Similarly, department executives also report to a higher authority. That authority 

may rest in city or county administrative offices, with mayors, city councils, county Boards 

of Supervisors, or Boards of Directors.  

As a rule, EOCs do not directly manage or “command” incidents. This would imply setting 

incident objectives, determining strategy and tactics and assigning and supervising 

tactical resources. Within the SEMS organizational structure, this is the role of the on-

scene incident commanders using the component elements of the Incident Command 

System.  
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Field Incident Commanders requests for additional resources, or a request to deviate from 

agency policy, will be directed to a higher authority within the discipline which has primary 

incident responsibility. This communication may be to the Department Operations Center 

or to the appropriate departmental authority within the EOC depending upon how the 

jurisdiction is set up.  

B. EOCs Provide Coordination  

The EOC has a role in all phases of emergency management:  

• In the pre-emergency period, the EOC is developed and prepared for any 

contingency. It is used for orientations and for training and exercising.  

• In the emergency response phase, EOCs along with Department Operations 

Centers (DOCs) serve as the central point for agency or jurisdiction coordination 

and overall management of the emergency.  

• In the post emergency or recovery phase, the EOC structure and organization 
can be used to facilitate and direct the recovery operation. 

VI. Emergency Management Process 

The effectiveness of the EOC during an emergency will to a large extent be determined 

by how well the process of management is done. There are several sequential steps 

involved in the EOC management process. Together, these steps create an effective, 

efficient EOC operation.  

• Planning  

• Organizing  

• Leading (coordinating/communicating)  

• Evaluating 

• Improving 
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Planning is taking the actions in advance that are required to ensure an effective 

operation. These actions can include both mitigation and preparedness measures 

described earlier. In EOCs, planning also comes in the form of EOC Action Plans that 

address specific and measurable objectives and assignments during specific periods.  

Organizing is ensuring that there is adequate trained staff, that an overall organization 

structure is in place that operates with an effective span of control, that assignments and 

responsibilities are known and understood, and with appropriate procedures and systems 

to make the organization function effectively.  

Leading (coordinating/communicating) is a three-step process of guiding and supervising 

the efforts of the management team and support staff. It involves providing proper 

motivation, lines and systems of communication, leadership and delegation of authority. 

In EOC management using the SEMS principal functions, authority for specific activities 

is delegated in the organization. This accomplishes several objectives:  

• Uses other peoples’ knowledge, talents and skills  

• Completes tasks without unnecessary delay  

• Enhances training and personnel development  

• Provides a more meaningful work environment.  

Evaluating – EOC Action Plans provide the primary vehicle for addressing overall EOC 

performance effectiveness. Action Plans lay out objectives to be achieved, and provide 

all personnel with knowledge about:  

• What is to be done (objectives)?  

• Priorities to accomplish objectives  

• Tasks necessary for each objective  

• Assignments to complete tasks.  
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At the conclusion of each operational period, an assessment can be made of performance 

effectiveness, and changes can then be made as necessary. This method of evaluation 

is a dynamic process that takes place continuously over the life cycle of the EOC 

activation.  

Improving – An essential last step in the management process is the implementation of 

needed changes or fixes to make operations more effective. Some of these can be made 

on the spot as a result of the evaluation of EOC Action Plans. Others may have to wait 

and become part of a longer range EOC improvement program.  

In SEMS, the After Action Report for the emergency provides the basis for ensuring that 

improvements will be implemented. The After Action Report should review actions 

taken, evaluate the application of SEMS, include modifications to plans and procedures, 

and identify training needs. 

VII. Lessons Learned from Past Emergencies 

What are some of the lessons learned from experiences in EOC operations?  

• Activate as early as possible  

• Staff initially to a high enough level  

• Delegate authority for SEMS functions to primary staff  

• Assume and plan for some degradation in personnel or systems  

• Closely monitor operating effectiveness  

• Make changes when necessary. 

VIII. Keys For Effective Emergency Management  

Five key factors have been identified that are necessary for effective emergency/disaster 

management:  
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1. Disaster plan in place and ready to be implemented.  

2. Good Standard Operating Procedures (SOPs) in place, with adequate 

checklists.  

3. Adequate training and exercises.  

4. Use of the Standard Emergency Management System (SEMS).  

5. An effective Emergency Operations Center (EOC). 

SECTION 3: EOC OPERATIONAL CONSIDERATIONS 

I. Introduction  

The facilities used as EOCs in California vary considerably, and there is no established 

standard. They range from well established, designed and protected facilities with 

dedicated communications, auxiliary power and other support systems, to essentially ad-

hoc, or dual-use facilities which may be temporarily set up in an existing room of a 

structure with only a minimum of equipment, little or no protection, and with no auxiliary 

or other support systems.  

II. Purpose of an EOC  

The primary role of the EOC is to collect, validate, analyze and organize emergency 

information. This provides for more effective decision making. The EOC also provides for the 

overall coordination of resources required for mitigation of the emergency.  

Specific activities conducted within an EOC are to a large extent defined by the organization 

or jurisdiction in which it is located. However, the primary functions of management, 

operations, planning/intelligence, logistics and finance/administration will take place at all 

local government, operational areas, region or state levels EOCs.  

It is important to note that EOCs generally do not provide tactical direction to the various 

incidents that are being managed in the field.  
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III. Basic Considerations for a Well-Planned/Designed EOC  

A. Planning Factors  

Many factors will influence how an EOC is developed within an organization. Some of the 

factors that apply to EOCs at all SEMS levels are stated below:  

• Top-level commitment to the successful operation of the EOC, and teamwork to 

achieve this success.  

• A clear mission statement for the EOC staff.  

• Well-designed facility that allows for efficient operations.  

• Organization and staffing based on the five SEMS functions.  

• Well documented standard operating procedures, including checklists for each 

functional position.  

• Good communications internal and external.  

• All necessary support systems in place and operating. 

• A plan in place for training and exercises in EOC operations. 

B. Position Checklists 

The most experienced and knowledgeable staff are not always immediately available 

when the emergency occurs. A well designed position checklist can be an invaluable 

tool for a less experienced person thrust into an EOC start-up situation. The Governor’s 

Office of Emergency Services has provided Function Specific Handbooks that contain 

detailed checklists for every EOC position. It is recommended that this guidance be 

used as a model when developing agency or organizational operating procedures. 

Function Specific Handbooks are contained in Chapter Three. 

C. Standard Operation Procedures 

EOC Standard Operating Procedures may cover a number of items such as:  
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• Setting up the EOC.  

• Information Processing Systems.  

• Use of position logs and personal journals.  

• Communications to outside entities such as department operations centers, field 

level, other local governments, and the operational area.  

• Information Systems for reporting information.  

• Status boards and displays.  

• Documentation.  

• Resources and Contacts Lists.  

• Managing Resource Requests. 

D. EOC Layout and Support Requirements 

The EOC should be physically arranged to facilitate coordination among all activated EOC 

functions. A common model for the EOC layout provides a central room, often called the 

operations room, in which all functions are located. In the central room, work-stations are 

grouped by the five SEMS functions. Communications and conference rooms may be in 

adjacent rooms. The overall layout should contribute to efficient exchange of information.  

In this model, support areas such as eating, sleeping, first aid, sanitary and mechanic 

equipment facilities are located in nearby separate rooms. The overall facility layout 

should minimize interference between the EOC functions and support areas, but should 

make the support areas convenient for EOC staff.  

The actual configuration of an EOC will be constrained by the available physical space. 

In some cases, it may be necessary to place EOC elements in separate rooms. The 

work-stations should remain grouped by the five SEMS functions as much as possible. 
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Care should be taken to avoid isolating a function from the rest of the EOC elements. A 

poorly planned EOC can inhibit coordination among functions. 

If separate rooms are necessary due to space limitations, the following guideline should 

be followed:  

• EOC Management and the policy group should be provided with adequate private 

space for staff meetings.  

• Operations and Planning/Intelligence section activities should be together or with 

immediate access to each other.  

• A central display area should be provided.  

• Logistics and Finance/Administration can be in separate rooms but should be in 

close proximity to each other.  

• Equipment and supplies should be sufficient for prolonged operation of the fully 

staffed EOC. Typical EOC supplies include:  

 Furniture-desks/tables and chairs for all positions, conference tables and 

chairs  

 Computers and printers  

 Copiers  

 Communications equipment  

 EOC Forms and log books  

 Emergency generator  

 Flashlights/emergency lighting  

 Uninterruptible Power Supply (UPS) for critical equipment  
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 TV, VCR, AM/FM Radio  

 Displays, maps, and white boards  

 Administrative supplies and office equipment (pens, pencils, staplers and 

staples, etc.)  

 Food Supply  

 Kitchen equipment and supplies  

 First Aid and Sanitary supplies  

 Blankets and other items for sleeping area  

 Janitorial supplies 

IV General Criteria to Activate an EOC 

Whether EOCs are activated at various SEMS levels will be determined by the 

requirements of the emergency. At least five general criteria exist to indicate when an 

EOC should be activated:  

• Resources beyond local capabilities are required.  

• The emergency is of long duration.  

• Major policy decisions will or may be needed.  

• A local or state emergency is declared. 

• Activation of an EOC will be advantageous to the successful management of an 

emergency. 

The partial activation and staffing of an EOC, while not required under SEMS, can have 

several advantages. Under certain conditions, less than full activation’s will reduce 

personnel costs, may provide for earlier and more effective monitoring of potential 



DRAFT PARTICIPANT REFERENCE MANUAL 26 

emergencies, facilitate the early tracking of resources, and allow for a more rapid 

mobilization of staff to respond to the emergency if necessary.  

The level of activation and the associated staffing and organizational development of the 

EOC will depend on:  

• The nature, scope and expected duration of the emergency  

• The extent of activation at other SEMS levels  

• Functions needed to support EOC activities.  

In general, three levels of activation should be considered in jurisdictional EOC 

planning.  

1. Level One – Minimum Activation  

Level One is a minimum activation. This level may be used for situations which initially 

only require a few people, e.g., a short term earthquake prediction at condition one or two 

level; alerts of storms, tsunamis; or monitoring of a low risk planned event.  

Normally, Level One staffing would consist of the EOC Director, Section Coordinators and 

a situation assessment activity in the Planning and Intelligence Section. Other members 

of the organization could also be part of this level of activation e.g., the Communications 

Unit, from the Logistics Section, or an Information Officer.  

2. Level Two Activation  

A Level Two activation would normally be achieved as an increase from Level One or a 

decrease from Level Three. A Level Two activation is used for emergencies or planned 

events that would require more than a minimum staff but would not call for a full activation 

of all organization elements, or less than full staffing.  

A Level Two activation would initially activate each functional element of the 

organization at a minimum staffing level. One person may fulfill more than one SEMS 

function. The EOC Director, in conjunction with the General Staff, will determine the 
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required level of continued activation under Level Two, and demobilize functions or add 

additional staff to functions as necessary based upon event considerations. 

Representatives to the EOC from other agencies or jurisdictions may be required under 

Level Two to support functional area activations. 

3. Level Three Activation  

A Level Three activation would be a complete and full activation with all organizational 

elements at full staffing. Level Three would normally be the initial activation during any 

major emergency. 

V. EOC Requirements 

Listed below are several operating requirements for EOCs. These may not be appropriate 

for all EOCs depending upon jurisdictional requirements.  

1. The EOC will be activated for any major emergency or important event that 

requires multiple (more than two) department simultaneous operations over 

some period of time. Activation guidelines will be part of the EOC procedures. 

SEMS Guidelines require activation of EOCs under certain conditions. These 

will be discussed in Chapter Two.  

2. Staff must ensure that the EOC facility is capable of activation within one hour 

and able to maintain full operation status under all emergency conditions. In 

those cases where the EOC can be collocated with a jurisdictions joint dispatch 

facility, the activation period can be significantly reduced.  

3. Safe access into the facility for operating personnel must be assured, as well 

as providing a secure facility from all potential hazards.  

4. Internal EOC operations will follow the five primary SEMS functions of 

Management, Operations, Planning/Intelligence, Logistics, 

Finance/Administration.  
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5. Provisions must be made within the EOC for inclusion of other agency 

representatives, and communications they may require.  

6. The EOC will operate primarily in an information processing, policy and priority 

setting and coordination role. The EOC does not provide tactical direction to 

field elements of the various departments unless that is established by a 

jurisdictional policy.  

7. The EOC will assist in coordinating the allocation of designated and/or critical 

resources between departments, and be the central location for locating and 

requesting supplemental and out-of-jurisdiction resources when necessary. 

Resources obtained through mutual aid systems will continue to be processed 

through procedures established by those systems.  

8. Functional work stations within the EOC organization should have the capability 

to directly communicate by telephone and or radio to designated external 

DOCs, or field command posts as required for information exchange.  

9. The EOC will be the primary point for developing situation and damage 

assessment information, setting public information standards and guidelines 

for departments or agencies, and/or approving official information for 

distribution to media and the public. 

10. The EOC will provide for coordination of damage assessment, and recovery 

activities required by the emergency as determined by agency policy. 

VI. ICS Principles Used at Other SEMS Levels 

SEMS has adopted several features of ICS for use in EOCs at other SEMS levels. In 

addition to the five primary management functions that will be the subject of Chapter 

Three, the features of ICS, which apply to EOCs, are:  

• Managing by Objectives  

• Management Unity and Delegation of Authority  
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• Span of control  

• Action Planning  

A. Management by Objectives  

The EOC management team should develop prioritized objectives for the organization’s 

response to an emergency. When the EOC management accomplishes this, clear policy 

and direction is then given to all departments and agencies. When this is not done 

individual departments and agencies can, even unintentionally, move unilaterally. This 

may cause confusion in the EOC and also at the field level, resulting in a less effective 

overall response.  

A recommended set of steps in the EOC management by objectives approach are:  

1. Set the overall EOC objectives to be achieved and the organization or jurisdictions 

priorities related to meeting those objectives.  

2. Define as necessary the authority of the EOC and policy issues as they apply to 

the emergency.  

3. Ensure that current policy, objectives and priorities are made known to all 

responding organizations.  

4. Develop, maintain, and make available, a current overall information base related 

to the emergency.  

5. Ensure an adequate field response organization is in place, and provide necessary 

support to field response elements.  

6. Obtain and allocate essential resources to field organizations.  

7. Consider future overall requirements and plan ahead.  

B. Management Unity and Delegation of Authority  
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The EOC organization must have the flexibility to shape itself to the emergency. That 

means that it should not be so rigid or inflexible that it cannot be easily modified, expanded 

or diminished, as the situation requires. The concept of “form follows function” clearly 

applies in establishing an EOC organization. Some of the tenets of management unity as 

applied in SEMS are:  

1. The person at the top, or in charge of the organization, has the overall responsibility 

for accomplishing the EOC mission. At the EOC, this person is the EOC Director.  

2. Authority to manage parts of that responsibility may be delegated. In an EOC the 

primary delegations are for the coordination of four major functions:  

• Operations  

• Planning/Intelligence  

• Logistics  

• Finance/Administration  

When assigned, the persons responsible for these functions are known as the EOC 

Directors General Staff. Other authority may be delegated for:  

• Public Information  

• Liaison  

• Safety  

• Security  

When assigned these persons are known as the Management Staff.  

3. Unless the authority for functional responsibility has been delegated, the EOC 

Director will retain and be responsible for direct management of previously listed 

functions.  
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4. Within operations, planning/intelligence, logistics and finance/administration, 

authority may be further delegated as needed.  

5. The EOC Director has freedom to only activate elements of the organization that 

are required. For example, it is not necessary to activate a Logistics Section 

Coordinator prior to activation of the Communications Unit that falls under the 

logistics function. The only requirement is to maintain an effective span of control.  

6. The size of the current organization and that of the next operational period is 

determined through the EOC action planning process.  

7. A number of organizational elements may be activated in the various sections. 

Each activated element must have a person in charge of it. In some cases a single 

supervisor may be in charge of more than one unit. As a general rule, units should 

not be merged, as this may cause difficulty and confusion if they are separated at 

a later time.  

8. Elements, which have been activated and are clearly no longer needed, should 

be deactivated to decrease organizational size. 

C. Span of Control 

Maintaining an effective span of control is particularly important in an EOC to provide 

effective coordination services and for accountability reasons.  

In the EOC, the span of control for any supervisor during an emergency response 

activation should fall within a range of 3 to 7. If a supervisor has fewer than three people 

reporting, or more than seven, some adjustment to the organization should be 

considered. The general rule for span of control in the EOC is one supervisor to five 

subordinates. If necessary in some functions, a deputy should be considered to ease 

span of control problems. 

D. Use of EOC Action Plans 

An action plan should be established within the EOC for each operational period. The 

operational period is defined by the time required to perform stated objectives. The 
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purpose of the EOC Action Plan is to provide all personnel with appropriate direction for 

future actions.  

The EOC Action Plan should always be written. Essential elements in any action plan 

include:  

1. Basic information identifying the agency, the emergency and the Operational 

period being planned for.  

2. A summary of the current situation.  

3. A statement of overall EOC objectives related to the emergency or event. 

Objectives should be realistic and measurable and should include who is 

responsible.  

4. Statements of operational period objectives for each of the major sections. These 

objectives should be measurable and be as specific as possible, to include when 

appropriate, the expected time of completion.  

5. Action items to carry out section objectives should be listed along with the 

responsible party and current status or comments.  

6. A current organization chart for the EOC.  

7. A listing of Agency Representatives shown by agency and their functional 

assignment in the EOC.  

8. Supporting information as required. 

VII. Inter-agency Coordination in EOCs 

One of the primary SEMS requirements expressed in regulation is the need to use inter-

agency coordination at all SEMS levels.  

Inter-agency coordination is defined as the participation of agencies and disciplines 

working together in a coordinated effort to facilitate decisions for overall emergency 



DRAFT PARTICIPANT REFERENCE MANUAL 33 

response activities including the sharing of critical resources and the prioritization of 

incidents.  

Inter-agency implies coordination between disciplines, between different jurisdictions or 

between different political levels. For example the coordination in an EOC between the 

local jurisdictions police department, the county sheriff, and a state police agency liaison 

to that EOC would be considered inter-agency coordination.  

In an EOC, the use of inter-agency coordination is a basic part of the overall EOC 

operation. A primary purpose of the EOC is to provide a facility within which coordination 

can be accomplished.  

A. Importance of Inter-agency Coordination in an EOC  

Inter-agency coordination is an established part of the functioning of an EOC. 

Representatives from the departments and agencies who work together at the EOC to 

coordinate the emergency response staff the EOC.  

Representatives from multiple agencies (federal, state, county, local government, special 

districts, community based organizations, and private organizations) may also participate 

at the EOC. Together with local government departmental representatives the overall 

effort is better coordinated.  

Involvement of the departmental representatives and appropriate agency representatives 

in the EOC action planning process is essential for effective emergency management and 

provides an important focus for inter-agency coordination. In addition, the EOC Director 

or General Staff may convene meetings for inter-agency coordination purposes as 

needed.  

Coordination with agencies not represented in the EOC may be accomplished through a 

variety of telecommunications.  

B. Establishing an Inter-agency Coordination Group  
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In some situations, it may be useful to formally establish an inter-agency coordination 

group to develop consensus on priorities, resource allocation and response strategies. A 

formal inter-agency coordination group can be especially useful when a particular 

response problem or issue requires coordination with numerous agencies not usually 

represented in the EOC. Such a group may be established through a temporary ad hoc 

arrangement during an emergency or may be developed through pre-event planning for 

certain contingencies as a part of the jurisdictions emergency management organization. 

The EOC Liaison Officer working in conjunction with the EOC Director is primarily 

responsible for establishing Inter-agency Coordination Groups.  

An inter-agency coordination group may work within the EOC or at another location. An 

inter-agency coordination group may also coordinate efforts through conference calls. 

Whether physically at the EOC or at another location, the inter-agency coordination group 

should remain connected to the EOC.  

Priorities and objectives developed through the group should be incorporated into the 

action plan developed at the EOC. Objectives agreed to by the group should be 

implemented through the EOC. 

VIII. Mutual Aid Systems and EOCs 

California has an extensive mutual aid program that is made up of several discipline 

specific statewide mutual aid systems. These systems, all of which operate within the 

framework of the state’s master mutual aid agreement, allow for the progressive 

mobilization of resources to and from emergency response agencies, local governments, 

operational areas, regions, and state. EOCs are an important element in this program, 

but vary in how they will interact with specific mutual aid systems.  

Two of the more heavily utilized mutual aid systems, fire and law enforcement provides 

mutual aid coordination through systems, which include operational area and region 

coordinators. Because these systems function on a 24-hour a day, 365-day a year basis, 

the coordination is normally accomplished within the facilities operated by the elected 

coordinators rather than at EOCs.  
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Other mutual aid systems, which are principally used only during declared emergencies, 

may provide the coordination of those systems from within the jurisdictional EOC or from 

other facilities.  

When EOCs are fully activated during a major emergency, representatives from all 

activated mutual aid systems should be assigned to the EOC for coordination and 

information transfer purposes.  

The California Mutual Aid Program, channels of coordination and mutual aid systems 

are shown in the following table. Additional material on mutual aid coordination within 

EOCs is found in Module 16 of the Field Level SEMS course. 

 

It is important to remember that the implementation and use of SEMS does not alter the 

makeup or the functioning of existing mutual aid systems. The mutual aid systems work 

within the SEMS levels of local government, operational area, regional and state levels 

in the same manner that they worked prior to SEMS. 
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CHAPTER TWO: EOC FEATURES AT EACH SEMS LEVEL 

Chapter Description:  

Chapter Two is made up of three sections:  

Section 1 – Local Government EOCs  

Section 2 – Operational Area EOCs  

Section 3 – Region EOCs  

Section 4 – State EOCs 

SECTION 1: LOCAL GOVERNMENT EOCS 

I. Introduction 

Local governments include cities, county governments, and special districts. Local 

governments manage and coordinate the overall emergency response and recovery activities 

within their jurisdiction.  

A. Local government EOCs will coordinate activities among departments and in some 

situations may have direct communications with Incident Commanders at Incident 

Command Posts (ICPs).  

B. The use of EOCs is a standard practice in emergency management, and all local 

governments should have a designated EOC. The physical size, staffing, and 

equipping of the local government EOC will depend on the size and complexity of the 

local government and its scope of responsibility in managing emergency response and 

recovery activities. The level of EOC staffing will also vary with the specific emergency 

situation.  

C. A local government's EOC facility should be capable of serving as the central point 

for:  

• Coordination of all the jurisdiction's emergency operations.  
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• Information gathering and dissemination.  

• Coordination with other local governments and the operational area. 

II. Functions and Requirements 

Local governments must provide for the five primary SEMS functions within their EOC 

organization. Local governments must comply with Standardized Emergency 

Management System (SEMS) regulation in order to be eligible for state funding of 

response-related personnel costs.  

SEMS regulation establishes five basic requirements for local governments. Local 

governments are required to:  

• Use SEMS when:  

a) A local emergency is declared or proclaimed, or;  

b) The local government EOC is activated.  

• Establish coordination and communications with Incident Commanders either:  

a) Through DOCs to the EOC, when activated, or;  

b) Directly to the EOC, when activated.  

• Use existing mutual aid systems for coordinating fire, law enforcement and 

medical/ health resources.  

• Establish coordination and communications between the local government EOC 

when activated, and any state or local emergency response agency having 

jurisdiction at an incident within the local government's boundaries.  

• Use inter-agency coordination to facilitate decisions for overall local government 

level emergency response activities.  

A. Management within the Local Government EOC  
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Jurisdictions vary considerably in how they exercise their management authority in their 

EOC. Jurisdictions with a small population base may centralize management authority 

and direction and control within the Operations function of the EOC when it is activated 

at the time of an emergency. In these cases, it is not unusual to find the EOC sharing 

space in a jurisdiction's dispatch facility (e.g., fire and police), and having direct 

communication to Incident Command Posts and Incident Commanders within the 

jurisdiction.  

Jurisdictions with many departments typically maintain authority for control of 

departmental resources at Department Operations Centers (DOCs) and exercise tactical 

control at Field Incident Command Posts. Again there is no set standard.  

B. Activation of Local Government EOCs  

The SEMS regulation does not include criteria for when a local government EOC should 

be activated. Each local government should establish criteria for activating its EOC. 

Activated EOCs may be partially or fully staffed to meet the demands of the situation. 

Activation of the local government EOC means that at least one local government official 

implements SEMS at a level appropriate to meet the needs of the emergency, and to fulfill 

the responsibilities of the jurisdiction.  

The local government level is activated when field response agencies need support. The 

local official(s) implementing SEMS may function from the EOC or from other locations 

depending on the situation.  

It is recommended that local government procedures provide for three EOC staffing 

levels that can be applied to various situations. Activation criteria should include specific 

hazards that may affect the local government. An example of activation criteria and 

staffing levels for a local government EOC follows. 
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The SEMS regulation requires that SEMS be used when the local government EOC is 

activated or when a local emergency is declared or proclaimed. The EOC is usually 

activated when a local emergency is declared or proclaimed. However, there may be 

situations such as an agricultural emergency or drought emergency that necessitates a 

local emergency declaration or proclamation, but does not require EOC activation. 
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SEMS is considered to be “In Use”:  

• When the management and coordination role of local government is being fulfilled, 

and;  

• When the five essential SEMS functions of management, operations, planning/ 

intelligence, logistics and finance/administration are activated at the level required 

to meet the situation.  

Note that the operational area should be notified when a local government EOC is 

activated or a local emergency is declared or proclaimed. Operational Area EOC 

activation criteria include criteria based on local government EOC activations and 

emergency declarations or proclamations. 

III. Role of the Department Operations Centers 

Department Operations Centers (DOCs) are facilities that may be used by a distinct 

discipline or agency (such as fire, medical, hazardous materials, public works or health). 

The department operations center is the location from which centralized management of 

that discipline's or agency's emergency response is performed.  

DOCs should provide for the five primary SEMS functions of Management, Operations, 

Planning/Intelligence, Logistics, and Finance/Administration. In a small department, the 

five functions may be performed by a single person or a very few persons. A very large 

department may have a highly structured DOC organization with sections, branches and 

units.  

DOCs must coordinate with the EOC when activated. Departments must have 

appropriate representation at the EOC as determined by local procedures. DOCs may 

be the link to the Field Response level as described later in this Chapter. 

IV. EOC Organization 

A. The five SEMS Functions in the Local Government EOC  
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SEMS regulation requires local governments to provide for five functions: management, 

operations, planning/intelligence, logistics, and finance/administration. These functions 

should be the basis for structuring the EOC organization. The following functions are the 

subject of Chapter Three of this Course. 

 

B. EOC Terminology 

Use of Incident Command System terminology is recommended, but not required, for the 

hierarchy of organizational elements within the EOC:  

• Section  

• Branch  

• Group  
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• Unit  

The five essential SEMS functions would be established as sections within the EOC 

using the above terminology. Other functions, would be included as branches, groups, 

or units under the appropriate section. It is not necessary to use all four hierarchical 

levels in the EOC. For example, many EOCs use only sections, branches and units. 

Function may be clustered in various ways under the five SEMS functions as illustrated 

in Figure 2-2. 

 

For purposes of this course, we use the position title "coordinator" to refer to the lead 

person of each of organizational elements in the EOC. The term coordinator is used 

because the role of EOC elements is to coordinate. Local governments may use other 

position titles within their EOC organization. Three options are shown in Figure 2-3. 
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C.  Example Local Government EOC Organizations 

The following pages show sample EOC organizations (Figures 2-4, 2-5) for small and 

large jurisdictions. Organizational elements are staffed as needed for the situation. Figure 

2-6 shows how an EOC organization can evolve over time during a disaster.  

The EOC organization should include representatives from special districts, community 

based organizations and private agencies with significant response roles. 
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D. EOC Director and General Staff 

The EOC Director has the overall responsibility for accomplishing the mission of the 

jurisdiction. Many local governments have an inter-agency group that contributes to the 

development of policies for the local government response. Inter-agency groups may 

consist of elected officials, department heads, or policy-level representatives from outside 

organizations. The EOC Director may seek policy guidance on specific issues during the 

response. However, the EOC Director must clearly have the authority to manage the 

emergency response. It should be noted that outside agency representatives serving on 
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Inter- agency groups may also provide coordination assistance, intelligence information 

and resource support to various sections within the EOC.  

The Coordinators for Operations, Planning/Intelligence, Logistics and 

Finance/Administration constitute the General Staff of the local government EOC. The 

General Staff are responsible for:  

• Providing leadership and guidance to their sections, and;  

• Interacting with each other, the EOC Director, and other entities within the EOC 

to ensure the effective functioning of the EOC organization. 

V. EOC Supporting Functions 

A. Inter-agency Coordination at the Local Government Level 

The SEMS regulation requires local governments to use inter-agency coordination to 

facilitate decisions for overall local government level emergency response activities. Inter-

agency coordination is important for:  

• Establishing priorities for response  

• Allocating critical resources  

• Developing strategies for coordinating inter-agency response problems  

• Sharing information  

• Facilitating communications.  

Inter-agency coordination is an integral part of the functioning of a local government EOC. 

The EOC is staffed by representatives from the local government departments and 

agencies who work together to coordinate the local government's emergency response.  

Liaison representatives from outside agencies including special districts, community 

based organizations and private organizations, may also participate at the EOC with 
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departmental representatives in coordinating the local government response effort. 

Coordination with agencies not represented in the EOC may be accomplished through a 

variety of telecommunications services.  

Inter-agency coordination may also be accomplished through formation of an inter-

agency group, as previously discussed. Conversely, a local government EOC 

representative may serve as part of an inter-agency group formed by another jurisdiction.  

B. Special District Involvement  

Special districts are defined as local governments in SEMS. The emergency response 

role of special districts is generally focused on restoring and maintaining the services 

each district provides. During disasters, some types of special districts will be more 

extensively involved in the emergency response by assisting other local governments. 

Coordination and communications should be established among special districts that are 

involved in the emergency response, other local governments, and the operational area. 

This may be accomplished in various ways depending on the local situation. 

Relationships among special districts, cities, county government, and the operational area 

are complicated by overlapping boundaries and by the multiplicity of special districts. 

Special districts need to work with the local governments in their service areas to 

determine how best to establish coordination and communications in emergencies.  

Communication and coordination is simplified when a special district is wholly contained 

within a single city or within a county unincorporated area. Usually in this case, the special 

district should have a representative at the City or County EOC in which it is located, and 

direct communications should be established between the special district EOC and the 

city or county EOC. An exception may occur when there are many special districts within 

a large city or county.  

Typically, special district boundaries cross municipal boundary lines. A special district 

may serve several cities and county unincorporated areas. Some special districts serve 

more than one county. Ideally, a special district involved in the emergency response will 

have liaison representatives at all activated city or county EOCs within its service area. 
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However, this may not be practical when many jurisdictions within its service area are 

affected. A desirable alternative may be to focus coordination at the operational area level 

and designate a representative to the operational area EOC to work with other local 

government representatives at that EOC.  

When there are many special districts within one city or within the county unincorporated 

area, it may not be feasible for the jurisdiction to accommodate liaison representatives 

from all special districts at the jurisdiction's EOC in area-wide disasters. In such cases, 

the jurisdiction should work with the special districts to develop alternate ways of 

establishing coordination and communications. Some alternatives to consider:  

• Liaison representatives at the EOC only from designated key special districts-

telecommunications with other special districts.  

• One representative from each type of special district who would communicate with 

other special districts of the same type.  

• Establish a special district coordination center for a particular type of special 

district, such as a water district coordination center, that communicates with the 

jurisdiction EOC. Such an arrangement may be established for the operational 

area. 

C. Community Based Organizations 

Coordination with Community Based Organizations should be established at the local 

government level. City EOCs will generally be a focal point for coordination of response 

activities with many non-governmental agencies. City EOCs should establish 

coordination with community based organizations providing services within the city.  

Community Based Organizations may only provide one representative to each EOC. In 

this case, the representative may provide support in a number of different areas within 

the EOC. For example, a Red Cross representative may be physically located in Care 

and Shelter under the Operations function, but may also be available to provide support 

for Logistics as well.  
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As with special districts, it may not be feasible for some community based organizations 

that have a county-wide response role to provide representatives to all city EOCs. Such 

agencies should be represented at the operational area level.  

Cities served by a large number of community based organizations may not be able to 

accommodate liaison representatives in the EOC from all agencies that have important 

response roles. Cities should develop alternate means of coordinating with these 

agencies when physical representation is not practical. Coordination with community 

based organizations that do not have representatives at the EOC may be accomplished 

through telecommunication services. 

D. Relationship to Mutual Aid Systems 

Local governments request resources through established discipline-specific mutual aid 

systems such as fire, law enforcement, and medical. Resource requests are made to 

designated Operational Area Mutual Aid Coordinators who may be located at the 

operational area EOC or another location depending on the emergency situation and the 

mutual aid system. Resources not available through discipline-specific mutual aid 

systems are requested through the Logistics Section in respective EOCs.  

In addition, some local governments have developed formal mutual aid agreements with 

other nearby local governments. These agreements may provide for specific types of 

mutual aid in certain contingency situations or for response to defined geographic areas. 

E. Coordination between the Local Government Levels and the Field Response 

There are several ways in which the Local Government Level can link effectively with the 

Field Response.  

1. Coordination Requirements  

The SEMS regulation requires that coordination and communications with Incident 

Commanders be established when a local government EOC is activated, either: 

a) Through departmental operations centers to the EOC, or;  
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b) Between Incident Commanders and the EOC.  

The SEMS regulation also requires that coordination and communications be established 

between the local government EOC when activated, and any state or local emergency 

response agency having jurisdiction at an incident within the local government's 

boundaries.  

2. Field to Local Government Level Linkages  

ICS field response organizations will normally communicate with DOCs or EOCs through 

dispatch centers. Dispatch centers do not have command authority over incidents; they 

have dispatch authority as determined by agency or jurisdiction policy. Because of the 

communications systems involved, agency dispatch centers often function in an 

intermediate role between Incident Commanders in the field and DOCs or EOCs. Also, in 

some cases under heavy load conditions, agencies may elect to move into an "expanded 

dispatch" mode which may provide a higher level authority at the agency dispatch facility.  

Dispatch centers may be departmental or may be centralized within the jurisdiction. Some 

jurisdictions have the capability to go from departmental dispatching to centralized 

dispatching when the local government EOC is activated. The jurisdiction's dispatching 

arrangements and communication capability along with local policies will affect how the 

field level is linked to the local government level.  

In some jurisdictions, the ICS field response organizations will be primarily linked (through 

a dispatch center) to the DOC of the agency that has jurisdiction over the incident. In 

these cases, DOCs have agency level authority over their assigned Incident 

Commanders. The DOC is responsible for coordinating with the local government EOC.  

In other jurisdictions, Incident Commanders may communicate directly with the Local 

Government EOC, through their respective discipline branch within the EOC Operations 

Section.  

3. Field to Local Government Coordination with Unified Command  
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At the SEMS Field Response level, Unified Command may be established for some multi-

jurisdictional or multi-agency incidents. Unified Command may be used when more than 

one agency has some significant jurisdiction over that incident. Under Unified Command 

each agency with significant jurisdictional responsibility will assign an Incident 

Commander and appropriate resources to the incident.  

The Incident Commanders form a Unified Command, and work from a single Incident 

Command Post. They develop a set of common objectives, strategies, and a single 

Incident Action Plan. They select an Operations Section Chief for the incident from one 

of the jurisdictions or agencies and give that Operations Section Coordinator authority to 

implement the operations portion of the action plan and to command tactical resources. 

Incident interactions with dispatch centers, DOCs, or an EOC will generally take two forms 

under Unified Command:  

• Policy and Authority Interactions  

• Resource Ordering Interactions  

a) Policy and Authority Interactions  

Under Unified Command, the Incident Commanders will maintain communications with 

their respective department or agency. Each Incident Commander will receive an 

appropriate delegation of authority to govern that agencies interactions at the incident.  

b) Resource Ordering Interactions  

Resource Ordering under a Unified Command will be determined based on the policies 

of the agencies and disciplines involved, and the resource requirements of the incident.  

Single point resource ordering from the incident takes place when all orders are placed 

from the incident to a single agency dispatch center, DOC, or an EOC. This is a preferred 

method, because logistics staff at the incident do not have to determine which agencies 

are responsible for ordering which resources. The selected agency for receiving the order 

could be the one with the greatest resource involvement or be closest to the incident.  
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Multi-point ordering is also used under Unified Command. In this method, each agency 

essentially orders the resources for which it has responsibility, after the overall resource 

requirements are determined as part of the Incident Action Planning process.  

4. Example Linkages for Common Situations  

a) Single Jurisdiction-Single Discipline Incident Situation  

For a single discipline incident, the Incident Commander may be in contact with the 

dispatch center for the jurisdictional authority. If the incident is large with a need for many 

resources, a DOC may be activated. The Incident Commander would report to the DOC 

typically through the agency dispatch center.  

The local government EOC may be activated for large or complex incidents. The Incident 

Commander may report to the DOC or may report directly into the EOC.  

Local policies, communications systems, and the nature of the incident will determine the 

appropriate reporting channels. Where there are departmental dispatch centers, the 

Incident Commander will most likely report to a DOC. Where there are central dispatch 

centers collocated with the EOC facility, the Incident Commander may directly report to 

the EOC. Figure 2-7 shows two reporting examples. 
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b) Single Jurisdiction-Unified Command Situation 

Unified Command may be established for a major multi-disciplinary incident within a 

jurisdiction. The members of the Unified Command may report to their respective DOCs 

through dispatch centers. When the local government EOC is activated, the members of the 

Unified Command may continue reporting to their respective DOCs or may coordinate directly 

with the EOC depending on jurisdiction policy and communications systems. For direct field 

- EOC coordination, the members of the Unified Command and their department contacts at 

the EOC may designate a single primary line of communications. Figure 2-8 shows reporting 

examples when using Unified Command. 

 

c) Single Jurisdiction-Major Disaster Situation 

In a major area-wide disaster, such as a major earthquake, there may be multiple 

incidents of various types within a single jurisdiction. Some incidents may be single 

discipline incidents, others may be multi-disciplinary incidents operating under Unified 

Command. The jurisdiction's EOC may be activated to coordinate the overall response, 

while Incident Command Posts are established for each incident.  
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Incident Commanders may be linked (through dispatch centers) to DOCs which in turn 

will coordinate with the EOC. Alternatively, in some jurisdictions direct coordination and 

communications may be established between Incident Commanders and the EOC. Figure 

2-9 illustrates Field - EOC reporting relationships in major disasters. For simplicity, the 

diagrams show only single discipline incidents. Unified Commands may be linked to 

DOCs or EOCs as described previously. 

 
d) Use of Area Command in Single and Multi-jurisdiction Incidents 
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Area Command is an organization established to provide direct (command) oversight of 

multiple incidents that are each being managed by an Incident Command System 

organization.  

It is possible in a large city or county for Area Commands to be established between the 

Incident Command teams and the EOC. During a major jurisdiction-wide disaster, the 

jurisdiction may be divided into geographic areas, with an Area Command overseeing the 

Incident Command teams within each area. The Area Commanders would normally report 

to the EOC Director, as shown in Figure 2-10.  

When the EOC is directly overseeing Incident Command teams, the EOC is operating in 

a centralized management mode. The EOC will be establishing priorities among incidents 

and allocating resources according to those priorities. The relationship of the EOC to the 

field organization in this case is somewhat similar to that of an Area Command; however, 

the EOC has a much broader scope of responsibility and a larger management 

organization than an Area Command. 

e.) Multi-jurisdiction Coordination 

When an incident crosses multiple jurisdictions, coordination needs to be established with 

all the affected jurisdictions. In a Unified Command, the jurisdictional representatives 

would coordinate with their jurisdictions, either through a DOC or the EOC as shown in 

Figure 2-10.  

The occurrence of several similar type incidents located in close proximity but in different 

jurisdictions, may result in EOC-Area Command interactions. A Unified Area Command 

may be established to oversee Incident Commands operating in general proximity to each 

other. The Unified Area Command would coordinate with activated local government 

EOCs. 
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5. Functional Interactions 

a. Field-DOC Interactions 

Interactions between the incident and the DOC will generally occur on a function to 

function basis. The Incident Commander will report to the individual having DOC 

management responsibility. Other incident functions may coordinate with their 

counterpart element in the DOC. Planning/Intelligence at the Field may exchange 
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information with the DOC Planning/Intelligence function. Resource requests from the field 

to the DOC should be made through the DOC Operations Section. When there are 

multiple incidents, the DOC operations will prioritize resource requests and will coordinate 

with the DOC Logistics Section. 

It should be noted that in some DOCs, all of the SEMS functions may be performed by 

only one or a few individuals. This may be sufficient to support small incidents. For larger 

incidents, the DOC staffing may need to expand. If the department cannot provide 

additional personnel to expand the DOC organization sufficiently, it should shift 

responsibility and staff to the EOC.  

b. DOC-EOC Interactions  

DOCs will coordinate with the EOC when activated. The primary interaction will be 

between DOC Management and their branch representative in the EOC Operations 

Section. Additional secondary interactions may occur between other DOC functions and 

the EOC, but should be coordinated with DOC management.  

c. Field-EOC Interactions  

In some jurisdictions direct coordination and communications is established between 

Incident Commanders and the EOC. The lines of coordination and communications in 

such jurisdictions may vary depending on the jurisdiction and situation. Figure 2-11 

illustrates alternative approaches for Incident Commander to EOC interactions when 

direct coordination and communications is established.  

The Incident Commander will most likely interact primarily with the EOC Operations 

Section when there is direct coordination and communications. The Incident Commander 

will normally report to a senior official from the Incident Commander's department or 

agency.  

In single incident situations, the Incident Commander may interact directly with the EOC 

Operations Section Coordinator. 
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In major disasters, where there are multiple incidents within the jurisdiction, Incident 

Commanders will normally interact with branches of the EOC Operations Section.  

In some jurisdictions, local policies may provide for direct Incident Commander to EOC 

Management interaction. This may occur when there is a single large incident that has a 

major impact on the community. Direct Incident Commander to EOC Management 



DRAFT PARTICIPANT REFERENCE MANUAL 60 

interaction would not be advisable in major disasters where there are multiple incidents 

as this could easily exceed the span of control of EOC Management.  

In most cases where there is direct coordination and communications from the field to the 

EOC, the primary flow of coordination and information will be between the Incident 

Commander and the EOC Operations Section, either to the Section Coordinator or to a 

branch.  

The EOC Operations Section will be responsible for interacting with EOC Management 

and other functions as illustrated in Figure 2-12.  

Under a Unified Command the situation is somewhat more complex, but field to EOC 

interactions will generally be similar to those described above. Coordination may be 

facilitated if the members of the Unified Command and their department contacts at the 

EOC determine a single primary line of communications for field - EOC coordination. The 

primary contact in the EOC would then be the Operations Section Coordinator or one of 

the branches in the operations section depending on the circumstances, or in some cases 

the EOC Management.  

One of the members of the Unified Command may serve as the primary field contact. The 

primary contacts would be responsible for coordinating with their counterparts at the 

incident or within the EOC. Secondary interactions may still occur between other 

members of the Unified Command and their departmental contacts at the EOC. Resource 

ordering may be single or multi-point. 
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SECTION 2: OPERATIONAL AREA EOCS 

I. Introduction 

The SEMS regulation has established the operational area as one of the five SEMS levels 

for use in all emergencies and disasters involving multiple agencies or multiple 

jurisdictions.  

Under SEMS, the operational area is an intermediate level of the state's emergency 

services organization that encompasses the county and all political subdivisions located 

within the county. The operational area manages and coordinates information, resources, 

and priorities among local governments within the operational area, and serves as the 

coordination and communication link between the local government level and the regional 

level.  

It is important to note, that while an operational area always encompasses a single county 

area, it does not necessarily mean that the county government itself manages and 

coordinates the response and recovery activities within the county. While county 

governments are responsible for unincorporated areas and contract cities, decisions on 

the establishment, organization and operation of the operational area are made 

collectively by the governing bodies of the county and the political subdivisions within the 

county.  

The operational area level is described more fully in the SEMS Guidelines. Guidelines 

on establishing operational areas are also included in the SEMS Guidelines. 

II. Operational Area EOCs 

An Operational Area EOC is the facility that provides coordination for emergency 

response among local governments within the operational area. The operational area also 

serves as the coordination and communication link between the local government level 

and the SEMS regional level.  
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The operational area staff in the EOC performs a dual role during an emergency. The 

EOC staff coordinates requests from, and provides support to local governments within 

the Operational Area. They are also responsible for managing the county's response to 

unincorporated areas. An important function of the operational area staff, is to provide for 

inter-agency coordination as a part of the EOC procedures.  

While it is feasible that the county local government and operational area missions could 

be separated and run from different EOCs, in reality, they are usually co-located in one 

EOC. It is generally not cost effective to attempt to operate two separate facilities.  

A. SEMS Requirements for Operational Areas  

The SEMS regulation specifies three requirements for each county government: 

• Formally organizing the operational area.  

• Fulfilling the lead agency requirement.  

• Activation of the operational area EOC as required.  

The requirements for organizing the operational area were discussed in Chapter One. 

Lead agency responsibilities and EOC activation requirements are described below.  

B. Activation of the Operational Area  

The SEMS regulation specifies seven circumstances in which the operational area EOC 

must be activated and SEMS used. The operational area EOC will be activated when:  

1. A local government within the operational area has activated its EOC and 

requested activation of the operational area EOC to support their emergency 

operations.  

2. Two or more cities within the operational area have declared or proclaimed a local 

emergency.  

3. The county and one or more cities have declared or proclaimed a local emergency.  
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4. A city and/or county has requested a governor's proclamation of a state of 

emergency.  

5. A state of emergency is proclaimed by the governor for the county or two or more 

cities within the operational area.  

6. The operational area is requesting resources from outside its boundaries. This 

does not include resources used in normal day-to-day operations that are obtained 

through existing mutual aid agreements.  

7. The operational area has received resource requests from outside its boundaries. 

This does not include resources used in normal day-to-day operations which are 

obtained through existing mutual aid agreements.  

Operational areas should develop EOC activation criteria that include conditions based 

on a hazard analysis as well as regulatory requirements. The goal should be rapid EOC 

activation when operational area involvement will be needed.  

It is recommended that two to three levels of activation be identified that will provide 

EOC staffing commensurate with the coordination needs of varying emergency 

situations. The following is an example of the type of activation criteria that an 

operational area should consider for its EOC. 
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C. Role of the Operational Area and Responsibility of the Lead Agency 

All local governments within the geographic area of the county are part of the same 

operational area. The operational area may establish zones or other subdivisions to 

improve coordination and communications within the operational area.  
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The SEMS regulation specifies that all local governments within a county geographic area 

be organized into a single operational area and that the county board of supervisors is 

responsible for its establishment. All local governments should cooperate in organizing 

an operational area, but the operational area authority and responsibility is not affected 

by the non-participation of any local government. Organizing the operational area is 

discussed further in the SEMS Guidelines.  

The county government serves as the lead agency of the operational area unless another 

member agency assumes that responsibility by written agreement with the county 

government. The lead agency of the operational area is responsible for:  

• Coordinating information, resources and priorities among the local governments 

within the operational area.  

• Coordinating information, resources and priorities between the regional level and 

the local government level.  

• Using inter-agency coordination to facilitate decisions for overall operational area 

level emergency response activities.  

The role of the operational area lead agency does not change the coordination of 

discipline-specific resources, such as fire, law, and medical/health, through their 

established mutual aid systems. 

D. EOC Facilities 

Each operational area should have a designated EOC from which the overall coordination 

role of the operational area will be accomplished. The physical size, staffing, and 

equipping of an operational area EOC will depend on geographic and demographic 

characteristics of the Operational Area, as well as its threat potential.  

The operational area EOC facility should be capable of serving as the central point for:  

• Coordination with local governments within the operational area.  
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• Information gathering and dissemination within the operational area.  

• Reporting of information to the regional level.  

• Coordination with the Regional EOC and other operational areas. 

E. Operational Area Emergency Management Organization 

1. Functional Organization 

The SEMS regulation requires operational areas to provide for five functions: 

management, operations, planning/intelligence, logistics, and finance/administration. 

These functions should be the basis for structuring the operational area EOC 

organization. 
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Each of the above functions is described in more detail in Chapter Three of this course.  

The organizational structure for the operational area EOC should provide for:  

• Representatives from local governments within the operational area.  

• An OES Field Representative sent by REOC.  

• Operational Area Mutual Aid Coordinators or their representatives from 

discipline-specific mutual aid systems. 

• Coordinators for other major functions needed for mutual aid and inter-

jurisdictional coordination.  

• Other functions as needed to carry out the local government responsibilities of the 

lead agency (in a combined operational area and county or other lead agency 

EOC).  

Other functions may be clustered in various ways under the five SEMS functions as 

illustrated in Figure 2-14. It is important that the responsibility for major functions be 

clearly identified to facilitate coordination with the local government and regional levels. 

Figure 2-15 provides an example of an operational area EOC organization. 
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2. EOC Terminology 

Use of Incident Command System terminology is recommended, but not required, for the 

hierarchy of functional elements within the EOC:  

• Section  
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• Branch  

• Group  

• Unit  

The five required SEMS functions would normally be established as sections within the 

EOC using the above terminology. Other functions would be included as branches, 

groups, or units under the primary functions as appropriate. It is not necessary to use all 

four hierarchical levels in the EOC. For example, many EOCs use only sections, branches 

and units. Functional elements are activated as needed.  

For purposes of this course, we will use the position title "Coordinator" to refer to the 

lead person of each of organizational elements in the EOC. The term Coordinator is 

used because a primary role of EOC elements is to coordinate. Operational Areas may 

use other positions titles within their EOC organization. Three options are shown below. 

 

3. EOC General Staff 

The Coordinators for Operations, Planning/Intelligence, Logistics, and Finance/ 

Administration constitute the General Staff of the operational area EOC. The General 

Staff are responsible for:  

• Overseeing the internal functioning of their section, and;  
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• Interacting with each other, the EOC Director, and other entities within the EOC 

to ensure the effective functioning of the EOC organization. 

III. Relationship of Operational Area Mutual Aid Coordinators 

Discipline-specific mutual aid systems including fire, law enforcement, and 

medical/health, have designated mutual aid coordinators within each operational area. 

The designated Operational Area Mutual Aid Coordinators should be considered an 

integral part of the operational area emergency management organization.  

Operational Area Mutual Aid Coordinators may be located at the operational area EOC, 

at their normal work location, or at another location depending on the emergency 

situation, local communications systems, their normal job responsibility, and the level of 

operational area EOC activation. When the operational area EOC is fully activated, all 

Operational Area Mutual Aid Coordinators should have designated representatives at the 

EOC to facilitate coordination and information flow.  

Coordination of discipline-specific resources will be accomplished through their 

respective mutual aid systems. However, it is essential that information and overall 

priorities be coordinated among mutual aid coordinators and the Operational Area EOC.  

IV. Resource Management at the Operational Area Level 

Resource requests from local governments and requests to the regional level will be 

made through one of the following processes:  

• Discipline-specific mutual aid systems: requests for resources that are normally 

within the inventories of the mutual aid system will go from local coordinator to 

Operational Area Mutual Aid Coordinator to Regional Mutual Aid Coordinator.  

• All other resource requests will be made through appropriate branches in the 

Operations Section who will then initiate the resource request through the Logistics 

Section at each level with emphasis on the need for lateral coordination with other 

EOC functions.  
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Resource requests from local governments will be coordinated within the Operational 

Area to determine if the resource is available from other local governments or other 

sources within the Operational Area. Available resources will be allocated to the 

requesting local government.  

If requests for a specific resource exceed the supply, the available resources will be 

allocated by the Operations Section consistent with priorities established through the 

action planning process. The General Staff is responsible for ensuring that priorities are 

followed.  

Resources not available within the operational area will be requested through the regional 

level. Resource requests should be coordinated internally at the operational area level 

before being placed to the regional level.  

Functional coordinators in operations and logistics are responsible for tracking resource 

requests.  

V. Inter-agency Coordination at the Operational Area Level 

Inter-agency coordination is important for:  

• Establishing overall priorities  

• Allocating critical resources  

• Developing strategies for handling multi-agency and multi-jurisdictional response 

problems  

• Sharing information  

• Facilitating communications.  

A. Inter-agency Coordination in the Operational Area EOC  

Inter-agency coordination is an integral part of the functioning of a operational area EOC. 

The EOC is staffed by representatives from the departments and agencies working 
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together to coordinate the operational area's emergency response. Agency 

representatives from local governments including special districts, community based 

organizations and private organizations, should also participate with EOC functional 

elements in coordinating the operational area response effort. Coordination with agencies 

not represented in the EOC may be accomplished through telecommunications, satellite, 

or other electronic means.  

Involvement of the local government representatives in the action planning process at the 

operational area EOC is essential for effective emergency management and provides an 

important focus for inter-agency coordination. In addition, the EOC Director or General 

Staff may convene meetings for inter-agency coordination purposes as needed.  

Inter-agency coordination may also be accomplished through formation of a specific inter-

agency coordination group by the local government. Local government representatives 

may also participate with other local governments and other agencies in a coordination 

group organized by another local government, operational area or regional level.  

B. Establishing an Inter-agency Coordination Group  

It may be useful to formally establish an inter-agency coordination group to develop 

consensus on priorities, resource allocation and response strategies. An inter-agency 

coordination group involving representatives of local governments in the operational area 

should be a standard element of the operational area organization. Such a group may 

meet regularly during the response or on an as needed basis. Alternatively, inter-agency 

coordination groups may be established to deal with specific issues that arise during the 

response.  

C. Coordination with Community Based Organizations  

Coordination of response activities with many non-governmental agencies may occur 

primarily at the local government level. The operational area EOC should establish 

coordination with community based organizations that have multi-jurisdictional or 

county-wide response roles. 



DRAFT PARTICIPANT REFERENCE MANUAL 74 

Agencies that play key roles in the response should have representatives at the EOC.  
Community based organizations may only provide one representative to each EOC. In 

this case, the representative may provide support in a number of different areas within 

the EOC. For example, a Red Cross representative may be physically located in Care 

and Shelter under the Operations function, but may also be available to provide support 

for Logistics as well. 

VI. Response Information Management System (RIMS) 

OES has implemented a statewide information management system that is consistent 

with SEMS. RIMS links together local governments, operational areas, regions and state 

levels of SEMS. RIMS provides an electronic communications vehicle for the rapid 

interchange between SEMS levels of situation reports, resource requests and other 

emergency related information.  

VII. Operational Area and Local Governments Linkages 

The operational area is activated to coordinate support for local governments within the 

operational area. Coordination and communications should be established between 

activated local government EOCs and the operational area. The following describes 

coordination with city and county governments and special districts.  

A. Linkages with Cities and County Governments  

Coordination and communications should be established between the operational area 

EOC and all activated local government EOCs within the operational area.  

Direct communications and coordination should be established between any activated 

city EOC and the operational area EOC when activated. Direct communications and 

coordination also should be established between the county government EOC and the 

operational area EOC if they are physically separate. Communications and coordination 

should occur along functional lines as illustrated in Figure 2-17.  
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An agency representative should be at the operational area EOC from every activated 

city EOC and county government whenever feasible. In operational areas with a large 

number of cities, it may not always be practical to have representatives from all activated 

city EOCs at the operational area EOC. For cities with very small staffs, it may not be 

feasible to send a representative to the operational area EOC. The operational area and 

cities should develop a system or process to ensure adequate coordination and 

information exchange when city representatives are not present at the operational area 

EOC.  

A combined operational area and county EOC will be functioning as a local government 

EOC for unincorporated areas of the county. Coordination and communications with the 

field response in unincorporated areas will be the same as that described above for field 

- local government coordination. 
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B. Special District Links to the Operational Area 

Special districts need to work with the operational area in their service areas to determine 

how best to establish coordination and communications in emergencies.  
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The emergency response role of special districts is generally focused on their normal 

services. During disasters, some types of special districts will be more extensively 

involved in the emergency response by assisting other local governments. 

Coordination and communications should be established among the operational area, 

special districts that are involved in the emergency response, and other local 

governments. This may be accomplished in various ways depending on the local 

situation. Relationships among special districts, cities, county government, and the 

operational area are complicated by overlapping boundaries and by the multiplicity of 

special districts. The operational area should plan ahead with special districts providing 

services in the operational area to determine how best to establish coordination and 

communications in emergencies. The following discusses some situations and possible 

ways to establish coordination.  

The operational area should be able to communicate and coordinate directly with a 

special district that serves more than one city and/or serves a city and county 

unincorporated area. Ideally, such a special district involved in the emergency response 

will have a representative at the operational area, as well as, all activated city EOCs within 

its service area. However, this may not be practical when many jurisdictions within its 

service area are affected. In such cases, the special district representative at the 

operational area level may serve as the focal point of coordination and work with other 

local government representatives at that operational area EOC.  

When there are many special districts within an operational area, it may not be feasible 

for the operational area EOC to accommodate representatives from all special districts in 

area-wide disasters. In such cases, the operational area should work with the special 

districts to develop alternate ways of establishing coordination and communications. 

Some alternatives to consider:  

• Representatives from designated key special districts at the EOC-

telecommunications with other special districts.  
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• One representative from each type of special district who would communicate with 

other special districts of the same type.  

• Establish a special district coordination center for a particular type of special 

district, e.g. a water district coordination center, that communicates with the 

operational area EOC.  

Some special districts may serve multiple counties and some may even have facilities in 

more than one mutual aid region. Such special districts should be represented at 

activated operational area EOCs in their service area, or have developed alternate 

arrangements for effective coordination with the operational areas and local 

governments in their service area. 

SECTION 3: REGION EOCS 

I. Introduction 

Under SEMS, EOCs at region and state levels are operated by the Governor's Office of 

Emergency Services (OES). OES has established the operating organization, policies and 

procedures for these facilities, utilizing the five primary SEMS functions and inter-agency 

coordination. The mission of the region and state EOCs differ from those at local 

government and operational area levels. 

II. Region 

In SEMS, the region level manages and coordinates information and resources among 

operational areas within the mutual aid region, and also between the operational areas 

and the state level.  

The region level also coordinates overall state agency support for emergency response 

activities within the region. The region level is described further in the SEMS Guidelines.  

Because of its size, the state has been divided into six Mutual Aid Regions. The purpose 

of a mutual aid region, is to provide for the more effective application and coordination of 

mutual aid and other emergency related activities. The Office of Emergency Services 
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(OES) provides coordination over the mutual aid regions through three Region 

Administrative Offices. EOCs at these region offices are called REOCs.  

The REOCs support and coordinate a variety of OES services within mutual aid regions.  

OES Regions provide services to operational areas and local governments which include:  

• Planning and preparedness assistance to operational areas and local 

governments  

• Several levels of emergency services mutual aid coordination with operational 

areas during emergencies and disasters  

• Assisting in the coordination and monitoring of region disaster recovery operations.  

REOCs must provide for the five primary SEMS functions within their EOC organization.  

Note that some state agencies may also have some form of "region" administrative and/or 

operational headquarters. Caltrans, California Highway Patrol, California Department of 

Forestry and Fire Protection are examples. They may operate regions, districts, divisions, 

and the boundaries may not coincide with each other or those of state mutual aid regions.  

All state agencies involved in emergency response activities at the ''region" level should 

provide for the five primary SEMS functions within their DOCs at "regions" as well as at 

State levels. 
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A. Region EOCs (REOC)  

There are three State OES operated REOCs. The REOCs support and coordinate a 

variety of OES services within mutual aid regions.  

1. SEMS Requirements for the Regional Level  

SEMS regulation requires the regional level EOC to be activated and SEMS used when 

any operational area EOC within the mutual aid region is activated.  
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While OES has the lead responsibility for SEMS at the regional level, an effective SEMS 

regional level requires the cooperative effort of all departments and agencies having a 

regional level role in emergencies. The regional level shall use inter-agency coordination 

to facilitate decisions for overall regional level emergency response activities.  

The requirement to use SEMS at the regional level applies to agencies which provide 

regional coordination of mutual aid and operate the various mutual aid systems which 

function within the state, and to state agencies that provide support for emergency 

response activities. State agency representatives provide personnel for staffing a variety 

of functional positions at the REOC level. They perform a dual role of staffing and 

providing coordination with their own DOCs.  

When the OES REOC is activated, communications and coordination shall be established 

with the operational areas within the region, the state level EOC, regional facilities 

responsible for discipline-specific mutual aid systems, and with DOCs of other state 

agencies located within the boundaries of the mutual aid region.  

The latter could include DOCs which function as regional mutual aid system coordinators, 

(such as, CDF), as well as state agency "regional" operations centers for Caltrans 

Districts, CHP Divisions, etc. Boundaries of state agency districts, divisions and regions 

may not correspond to those of the State's mutual aid regions. Coordination of fire and 

law enforcement, and medical/health resources shall be accomplished through their 

respective mutual aid regions.  

B. Activating the Region EOC (REOC)  

The REOC will be activated under any of the following conditions:  

• When any operational area EOC in the region is activated.  

• When ordered by the Regional Administrator (or designee) or higher authority.  

• When a local or state emergency is declared, and contact with the OES Regional 

Administrator (or designee) is not immediately possible.  
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EOC activation could also occur at the request of a utility special district that services 

multiple counties. 

The Regional Administrator will maintain procedures for activating and staffing the REOC 

at levels appropriate to the situation. As part of the activation process, OES Agency 

Representatives will be sent to activated operational area EOCs.  

Upon activation, the Regional Administrator will assume the position of REOC Director, 

and have responsibility for all state related functional activity within the REOC. During 

later phases of an emergency, the REOC Director authority may be delegated.  

Three levels of activation are recommended.  

Level One – Minimum Activation  

At a minimum, staffing would consist of the Regional Administrator and regional Duty 

Officer. Other members of the General Staff may also be part of this level of activation as 

could be a Situation Analysis Unit from the Planning/Intelligence Section and a 

Communications Unit from the Logistics Section. If possible, an OES Field 

Representative should be sent to the operational area that has experienced the 

emergency. If the situation is a prediction of a possible event, OES representatives should 

be alerted as a part of the Level One activation.  

Level Two – Mid Level Activation  

Most of the REOC functional elements are activated but with a reduced staffing level. A 

Level Two activation would often be achieved through either an increase from Level One 

or a decrease from Level Three.  

Level Three – Full Activation  

All functional elements are represented at full staffing. A Level Three activation may also 

include State and Federal declarations with appropriate Federal Emergency Support 

Function (ESF) representation at the REOC.  
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C. Responsibilities and Roles of OES REOCs  

1. Responsibilities  

• Ensure that an overall coordinating and information management system is in 

place for providing state support to local governments during an emergency. 

During emergencies, this is done by working through operational areas.  

• Function as an organizational structure and the necessary communications to 

coordinate, and to provide information transfer between regional mutual aid 

systems which function in other state and non-state agencies and facilities.  

• Facilitate communications and coordination between affected operational areas 

within the region. 

• Provide the communications and coordination link between operational areas and 

the state level of SEMS.  

• Ensure and encourage consistency of operations between state agencies and 

local governments through the utilization of SEMS.  

2. Operational Role  

The REOC performs and/or supports a variety of activities at the time of the emergency. 

REOC activities can be direct with operational areas, or be supportive in terms of ensuring 

effective coordination through existing mutual aid systems. Overall, the operational role 

of the REOC is to:  

• Act as the State's primary point of contact for operational areas within the region.  

• Coordinate the regional response to disasters.  

• Coordinate mutual aid requests for emergency services within the region. (This 

includes the direct coordination of all mutual aid requests other than that provided 
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through established discipline-specific systems such as the Disaster 

Medical/Health, Law Enforcement, and Fire and Rescue Mutual Aid Systems).  

• Maintain liaison and coordination with State Operations Center (SOC), and with 

state and federal agencies within or outside the region as required.  

• Provide assistance to state and local agencies through appropriate systems and 

to contribute to the protection of life and property during emergencies.  

• Assist local governments with recovery operations following disasters.  

• Assist and guide local jurisdictions in all phases of emergency management.  

• Receive and disseminate emergency alerts and warnings.  

3. Purchasing Authority, Procurement Policy and Mission Numbers  

Once an emergency has been declared, purchasing and mission number assignment 

authority may be delegated to the appropriate OES Administrative Region (REOC). The 

SOC will establish the conditions under which authority will be delegated. The Regional 

Administrator (REOC Director) may delegate purchasing authority to the REOC 

Finance/Administration Section. Mission numbers will be issued for use of state agency 

resources.  

During life-threatening or other time critical emergencies, resources will be procured from 

the closest available source(s). Unless otherwise defined by OES policy, in those 

situations where time is not critical, or life is not threatened, resources will be procured 

using the priority outlined below:  

• Resources within the State inventory, i.e., state owned.  

• Other sources that may be obtained without direct cost to the State (may include 

donated goods and services).  

• Resources that may be leased or purchased within spending authorizations. 
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D. REOC Organization 

1. Functional Organization 

SEMS Regulation (§2403 (c)) requires that the regional level provide for all of the following 

functions within a REOC:  

• Management  

• Operations  

• Planning/Intelligence  

• Logistics  

• Finance/Administration  

To accommodate the requirement, a regional level organizational structure has been 

established. The following are primary functional positions at the REOC. With the 

exception of the REOC Director, all positions will be activated as required:  

• REOC Director (Regional Administrator)  

• Public Information  

• Liaison  

• Safety (as required)  

• Operations Section  

• Planning/Intelligence Section  

• Logistics Section  

• Finance/Administration Section  

2. REOC General Staff  
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The Section Coordinators for Operations, Planning/Intelligence, Logistics, and Finance/ 

Administration constitute the General Staff of the REOC. The REOC Director and General 

Staff work together as the REOC management team. The General Staff are responsible 

for:  

• Overseeing the internal functioning of their section, and; 

• Interacting with each other, the REOC Director, and other entities within the REOC 

to ensure the effective functioning of the REOC organization.  

Public Information, if subject to growth and expansion, should be established as a branch 

under the management function in the REOC. This will allow for the potential subsequent 

designation of groups or units. This may be necessary in large-scale disasters to maintain 

optimal span of control.  

Primary functional responsibility is as follows:  

• REOC Director (Management) - Implements policy of the OES Director and 

coordinates joint efforts of governmental agencies and public and private 

organizations functioning at the REOC.  

• Public Information - Develops regional level public information releases, and 

coordinates public information and public affairs activities with the state EPI 

manager at the State Operations Center (SOC).  

• Liaison - Provides coordination among agency representatives and ensures 

adequate support is provided to incoming operational area and other agency 

representatives. Liaison will also assist the REOC Director in coordinating the 

assignment of OES Field Representatives sent to operational areas and/or other 

locations as necessary.  

• Safety - Ensures that the inside and outside working environment is free from 

hazards. Develops and distributes a Safety Plan outlining safety procedures and 
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protocols. Coordinates with General Staff to ensure proper shift relief is planned 

thus minimizing employee fatigue and stress.  

• Security - Ensures that the REOC facility is secure and that entry is restricted to 

authorized personnel. Coordinates with General Staff and Liaison to ensure that 

rosters and visitor lists are current. Responsible for issuance and retrieval of Visitor 

Passes as required.  

• Operations Section - Coordinates in conjunction with the local agency response, 

the activities of various functional branches which may be activated at the REOC 

to support operational areas.  

• Planning/Intelligence Section - Collects, evaluates, and disseminates information; 

develops the REOC action plan in coordination with the other functions, and 

maintains documentation.  

• Logistics Section - Procures and provides facilities, services, personnel, 

equipment, and materials to meet the needs of operational area requests and to 

support REOC operations. 

• Finance/Administration Section - Administers regional level purchasing authority, 

cost accounting and other financial activities and administrative tasks not assigned 

to other functions.  

These are the primary functional elements to be established within the REOC. If Liaison 

and Public Information functions are not established, the responsibility for those functions 

stay with the REOC Director. A fully activated REOC organization is shown in Figure 2-

18.  

While the task of all functions must be carried out during activation, there is no 

requirement that personnel be placed in each functional positions be activated. Therefore 

it is possible that the only organizational position that would be required for activation 

would be the REOC Director. The REOC Director is responsible for all primary and 

support functions until delegated to others. 
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Functions may be organized within the REOC organization in various ways. An example 

of how to do this is shown in the following chart. 
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3. Organizational Span of Control  

The REOC organization will expand (or contract) as necessary to meet the operational 

requirement. The hierarchy of organizational elements that can be developed as needed 

within the EOC organization is:  

• Director  

• Section  

• Branch  

• Group  

• Unit  

Personnel supervising REOC Sections will carry a position title of Section Coordinator. 

Persons supervising branches, groups, or units will have the title of Coordinator unless 

otherwise designated.  

The span-of-control within the REOC organization should be maintained within the range 

of one supervisor for every three to seven positions. If the span of control exceeds seven, 

activation of another organizational level (e.g., Branch, Group, or Unit) should be 
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considered. If the span of control is under three, consideration should be given to 

deactivating or consolidating organizational elements.  

Not all positions in the organization need be activated at the time of REOC activation. For 

example, a branch may be activated without first activating the section which contains the 

branch. Functional need and span of control are the primary considerations in 

organization development.  

The duties of functional positions not activated will always be the responsibility of the next 

higher position in the organization. One person may also fill more than one functional 

assignment at a given time. 

4. Information Transfer 

As the Regional EOC organization grows, effective internal information transfer must take 

place. Two principles are essential to effective handling.  

• There is freedom within the organization to exchange information. Any person in 

any unit or organization may make contact with any other person to exchange 

information.  

• Orders, directives, resource requests, and status changes must follow the REOC 

organization unless otherwise indicated in the REOC Action Plan. 

5. REOC Staffing 

The REOC Director will determine appropriate staffing for each activation based upon an 

assessment of the situation. REOC positions should be staffed by the most qualified 

available individuals with experience in the function to be performed. Primary staff 

positions in the organization may be filled by individuals from other State agencies. Sub- 

positions within the organization will be filled by qualified personnel independent of rank 

or agency affiliation. Staffing for activations will be obtained from Region staff and:  

• Other OES Regions  
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• OES Headquarters  

• Other State Agencies  

• Emergency Managers Mutual Aid Responders  

• Emergency Hires 

E. Inter-agency Coordination at the Regional Level 

Inter-agency coordination is an integral part of the REOC. Many state agencies provide 

staff to the REOC organization, thus making it a functioning inter-agency group. The 

REOC General Staff and affected Operational Areas will jointly determine objectives for 

the REOC Action Plan.  

The REOC Director may, as necessary, convene meetings of essential personnel for 

inter-agency coordination purposes. These can be at the General Staff, section or branch 

level and may include other agencies as needed. Jurisdictional, discipline or agency 

participation in or inter-agency meetings will be determined based on the subject areas 

and issues to be discussed.  

An ad-hoc task force approach to specific problem areas may also be used as an 

application of inter-agency coordination. Under this approach, the REOC Director would 

assign key personnel from various functional areas or disciplines to work together to 

resolve a specific issue or problem. 

F. Coordination and Communication with Regional Mutual Aid Coordinators 

Several of the established mutual aid systems function from within their own discipline-

specific facilities and communications networks. Therefore, the coordination at the 

regional level can take place in three ways:  

• REOC and other regional mutual aid coordinators exchange information as 

required but are not located together at the same Operations Facility.  
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• Mutual Aid Systems send liaison representatives to the REOC. This assures a 

closer working relationship.  

• Mutual Aid liaison coordination is centralized at the REOC with functional branches 

established for some mutual aid coordination.  

The modes of interaction between the REOC and mutual aid coordinators are shown in 

Figure 2-20.  

There is no directive mandating which mode of operation will be carried out at the time of 

an emergency. Maintaining close coordination with established mutual aid systems is an 

essential requirement of the REOC.  

All discipline specific mutual aid systems that are not functioning from within the REOC 

have a responsibility to ensure that the REOC is fully informed on all matters regarding 

mutual aid operations. The best mode of operation should be determined by an 

agreement between the REOC Director and the Regional Mutual Aid Coordinator(s). In 

major disasters, mutual aid systems should have representatives at the REOC to facilitate 

coordination and information flow.  

Resource requests beyond the normal inventory of an agency, or outside the resources 

within the inventory of an established mutual aid system, will be routed through the 

appropriate branch in Operations and then to the Logistics Section for processing and 

order placement. Following this procedure reduces the possibility of duplicate orders, 

consolidates orders at a central order point, and effectively manages costs of the 

procurement process. A Resource Tracking function within the Logistics Section will 

monitor the resource ordering and distribution process. 
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G. OES Regional EOC Relationship to the Federal Response Plan  

The REOC is the primary point of contact within SEMS for operational areas to 

communicate information and to request resources from the State. The REOC must be 

immediately able to respond to operational area requests. In some instances, joint State-

Federal interaction will be necessary. This interaction is best accomplished by the SOC 

and REOC working closely with Federal counterpart liaisons.  
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The following chart, Figure 2-21, provides a cross reference which associates SEMS 

REOC Functions with the corresponding Emergency Support Functions as defined in the 

Federal Response Plan.  

The Federal Response Plan (FRP) establishes a process and structure for the systematic, 

coordinated, and effective delivery of Federal Assistance to address the consequences 

of any major disaster or emergency declared under the Robert T. Stafford Disaster Relief 

and Emergency Assistance Act.  

The FRP concepts apply to a major disaster or emergency, including natural 

catastrophes; fire, flood or explosion regardless of cause; or any other occasion or 

instance for which the President determines that Federal assistance is needed to 

supplement state and local efforts and capabilities. The complete text of the Federal 

Response Plan can be found on FEMA’s website at www.fema.gov.  

The FRP employs a functional approach that groups under 12 Emergency Support 

Functions (ESFs), the types of direct Federal Assistance that a state is most likely to need 

(e.g., mass care, health and medical services, etc.), as well as the kinds of Federal 

Operations support necessary to sustain Federal response actions (e.g., transportation, 

communications). ESFs are expected to support one another in carrying out their 

respective missions. Federal response assistance required under the FRP is provided 

using some or all of the ESFs as necessary. Federal ESFs are designed to supplement 

state and local activities.  

Requests for assistance from local jurisdictions are channeled to the State Coordinating 

Officer (SCO) through the designated state agencies in accordance with the State’s 

emergency operations plan and then to a Federal Coordinating Officer (FCO) for 

approval. ESFs coordinate with their counterpart state agencies or, if directed, with local 

agencies to provide the assistance required. Federal fire, rescue, and emergency medical 

responders arriving on scene are integrated into the local ICS structure. 
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H. Coordination between Operational Area and Regional Levels 

It is essential that direct coordination and communications be established between 

activated operational area EOCs and the REOC. Coordination with the REOC can be 

accomplished in three ways:  

The REOC sends liaison representatives to the operational area.  

The operational area sends a liaison representative(s) to the REOC.  

The operational area and REOC coordinate through telecommunications (telephone, 

radio, OASIS).  

REOC procedures dictate that OES Field Representatives will be sent to activated 

operational area EOCs to facilitate communications and coordination. An operational area 

may provide a representative to the REOC when the presence of a liaison would facilitate 

coordination and information exchange. The REOC Director (OES Regional 

Administrator) may request that a representative be sent by the operational area. In minor 

situations that necessitate only limited staffing of operational area and regional EOCs, 

telecommunications may be a sufficient method of coordination.  
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Coordination and communications between operational area and REOCs will occur as 

illustrated in Figure 2-22. Coordination and communications will occur between the five 

SEMS functions at the operational area level and their counterparts at the regional level. 

In addition coordination and communication may occur between organizational elements 

under a SEMS function and counterpart elements at the other level as illustrated in Figure 

2-23. The OES Field Representative assigned to the Operational Area performs an 

information and coordination role to ensure effective communication is taking place 

between functions. Field Representatives do not replace or perform roles assigned to 

functions.  

Direct coordination and communications will also be established between Operational 

Area Mutual Aid Coordinators and Regional Mutual Aid Coordinators. These coordinators 

may be functioning from their respective operational area and regional EOCs or from 

other locations depending on the situation and the mutual aid system.  

Mutual aid requests for resources within the inventories of the mutual aid system will be 

placed from the Operational Area Mutual Aid Coordinator to the Regional Mutual Aid 

Coordinator. Requests for other resources will be processed through the REOC 

Operations Section and then sent to Logistics for ordering. 
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SECTION 4: STATE EOCS 

I. Introduction  

The state level of SEMS manages state resources in response to the emergency needs 

of the other levels, and coordinates mutual aid among the Regions and between the 

region level and state level. The state level also serves as the primary coordination and 
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communication link between the state and the federal disaster response system. The 

state level is described further in Part I - F of the SEMS Guidelines.  

II. SEMS Requirements for the State Level  

State OES will activate and operate a State Level EOC every time a REOC is activated. 

The State EOC (often referred to as the State Operations Center (SOC) will provide for 

the five primary SEMS functions within their EOC organization.  

OES maintains the SOC at its Sacramento headquarters facility. SOC staff function 

primarily from a large central room with the State Warning Center and OES 

communications adjacent. In a major disaster, some SOC staff function from other parts 

of the facility.  

OES is responsible for communications and other basic equipment and supply needs of 

the SOC. State lead agencies for functions are responsible for agency-specific 

information, forms and support requirements.  

Other State agencies involved in emergency response activities may also operate DOCs 

at their State headquarters facilities. These DOCs should provide for the five primary 

SEMS functions within their DOC organization.  

The SEMS regulation requires the state SOC to be activated and SEMS used when any 

regional level EOC is activated and when the Governor proclaims a state of emergency, 

earthquake prediction or volcanic prediction.  

While OES has the lead responsibility for SEMS at the state level an effective SEMS state 

level requires a cooperative effort of all departments and agencies having a state level 

role in emergencies. The requirement to use SEMS at the state level applies to agencies 

which provide state level coordination of mutual aid and operate the various mutual aid 

systems which function within the state, and to state agencies that provide support for 

emergency response activities. The state level shall use inter-agency coordination to 

facilitate decisions for overall state level emergency response activities.  
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When the SOC is activated, communications and coordination shall be established with 

the REOC, state level department operations centers, and federal emergency response 

agencies. Coordination of fire and law enforcement resources shall be accomplished 

through their respective mutual aid systems. 

III. Role of the State Level in SEMS 

A. General Role  

The State level manages state resources in response to the emergency needs of the 

other levels, manages and coordinates mutual aid among the mutual aid regions, and 

between the regional level and state level, and serves as the coordination and 

communication link with the federal disaster response system.  

B. State Operations Center and Department Operations Centers  

Several state agencies maintain operations centers at the headquarters level which are 

used during periods of emergency response. Under SEMS, these would be classified as 

department operations centers (DOCs). A DOC is a facility that may be used by a distinct 

discipline at all SEMS levels above the field response level. DOCs of state agencies may, 

during an emergency be in direct contact with their own field and/or regional operations 

centers, with OES REOCs, and with the SOC.  

C. General Concept of Operations  

Under SEMS, every effort is made to concentrate emergency response functions at the 

lowest level that will ensure operational effectiveness. Wherever possible, direct State 

response coordination with mutual aid regions and operational areas will be maintained 

at the REOC level.  

The SOC will ensure the overall effectiveness of the State's Standardized Emergency 

Management System. During an emergency, the SOC plays a primary role in assisting 

the Governor in carrying out State emergency responsibilities. This role is carried out by 

performance of the several primary response functions as required by the situation.  
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D. Major Responsibilities of the State Operations Center  

1. Ensure that all State and Regional response elements of the State's Standardized 

Emergency Management System are activated as the emergency situation 

requires, function effectively, and are maintained at the level necessary for the 

response.  

2. Support the Regions, state agencies, and other entities in establishing short-term 

recovery operations following disasters.  

E. Primary Response Functions of the State Operations Center  

1. Act as overall state coordinator in the event of simultaneous multi-regional 

disasters such as earthquakes, fires, or floods. In this situation, provide inter-

regional policy direction and coordination for emergencies involving more than 

one REOC activation. Monitor and facilitate inter-regional communications and 

coordination issues. 

2. Compile, authenticate, and make available summary disaster status information 

obtained from all sources, in the form of Situation Reports to the Governor's office, 

the legislature, state agency headquarters, media and others as appropriate.  

3. Act as the state's initial response entity until the appropriate REOCs are activated 

and assume local management of their operational response functions. Maintain 

control and status of mission numbers and purchasing authority until these functions 

are delegated to the REOC in the affected area.  

4. Provide on-going inter-agency coordination with the DOC headquarters of all state 

agencies involved in the response effort to ensure adequate statewide mobilization 

and allocation of state assets. This is typically accomplished through state Agency 

Representatives assigned to the SOC.  

5. Provide necessary coordination with and between established statewide mutual aid 

systems at the state headquarters level.  
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6. Manage the state's Emergency Public Information program.  

7. Provide and maintain state headquarters linkage and inter-agency coordination with 

the Federal Response System. This includes requesting appropriate assignments of 

federal ESFs at both the SOC and REOC to ensure maximum effectiveness.  

8. Assist in the planning for short-term recovery, and assist State agencies, and 

REOCs in developing and coordinating recovery action plans. 

IV. Activation of The State Operations Center 

A. Requirement for Activation  

The SOC will be activated under any of the following conditions:  

• A regional level REOC is activated.  

• The governor's proclamation of a state of emergency.  

• The governor's proclamation of an earthquake or volcanic prediction.  

A REOC must be activated whenever an operational area EOC is activated. Operational 

areas will be activated under many different circumstances that will require varying levels 

of regional and state level support.  

B. Levels of Activation  

The level of activation, and the associated staffing and organizational development of the 

SOC will depend on:  

• The nature, scope and expected duration of the emergency. 

• The extent of activation at other SEMS levels.  

• Functions needed to support REOCs and State Level activities.  

Activation of the SOC will require that communications and coordination be established 

with:  



DRAFT PARTICIPANT REFERENCE MANUAL 104 

• Affected REOCs.  

• Department Operations Centers (DOCs) of state agencies.  

• Federal emergency response agencies.  

Three levels of activation are recommended at the State SOC.  

Level One - Minimum Activation  

At a minimum, this level would consist of a person functioning as the SOC Director. In 

addition, one or more Section Coordinators, the Situation Analysis Unit in the 

Planning/Intelligence Section, the Communications Unit from the Logistics Section, or 

other units may also be activated if required at this level. SEMS primary functions will be 

the responsibility of the SOC Director until they are activated.  

Level One Activation:  

• SOC Director (required)  

• General Staff (Operations, Planning/Intelligence, Logistics, 

Finance/Administration)  

• Situation Analysis Unit  

• Communications Unit  

Level Two - Mid Level Activation  

A Level Two activation would normally be achieved as an increase from Level One or a 

decrease from Level Three. A Level Two activation would initially activate each functional 

element of the organization at a minimum level of staffing. One person may function in 

more than one capacity. The SOC Director and the General Staff, will determine the level 

of activation required, and demobilize functions or add additional staff to functions based 

upon event considerations. State Agency Representatives to the SOC would be required 

under Level Two.  
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Level Three - Full Activation  

All functional elements are represented at full staffing. A Level Three activation would 

also include State and Federal declarations with appropriate Federal Emergency 

Support Function (ESF) representation at the REOC. 

V. Organization of the State Operations Center 

A. Functional organization  

The SOC will be organized around the five primary functions of:  

• Management  

• Operations  

• Planning/Intelligence  

• Logistics  

• Finance/Administration 

 

To the extent feasible and required, the SOC organization will mirror the emergency 

organizations established at REOCs.  

Note that under SEMS, only those functional elements that are required need to be 

activated. Duties of functions not activated will be accomplished by the next higher 

element in the organization.  
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Primary functional responsibility is as follows:  

• SOC Director (Management) - Implements the policy of the OES Director and 

appropriate government code. Coordinates the joint efforts of governmental 

agencies and public and private organizations functioning at the state level.  

• Information and Public Affairs Branch - Manages the state's Emergency Public 

Information program, and coordinates public information and public affairs 

activities between involved agencies.  

• Liaison Coordinator - Ensures that SOC coordination, and support is provided to 

incoming State, Federal and other agency representatives.  

• Safety – Ensures that the working environment is free from workspace hazards. 

Develops and distributes a Safety Plan outlining safety procedures and protocols. 

Coordinates with General Staff to ensure proper shift relief is planned thus 

minimizing employee fatigue and stress. 

• Security – Ensures that the SOC facility is secure and that entry is granted only 

for authorized personnel. Coordinates with General Staff and Liaison to ensure 

that shift rosters, VIP and other visitor lists are updated. Responsible for 

issuance and retrieval of Visitor Passes as required.  

• Operations Section - Coordinates the activities of various functional branches 

which may be activated at the SOC, that have an operational response role to 

support REOCs. Coordinates the assignment and commitment of scarce 

resources.  

• Planning/Intelligence Section - Collects, evaluates, and disseminates information; 

develops the state level Situation Report and Governor’s briefings, develops the 

SOC Action Plan in coordination with the other functions, and maintains 

documentation.  

• Logistics Section - Procures and provides facilities, services, personnel, 

equipment, and materials to meet the needs of REOC requests to the SOC and 

to support SOC and REOC logistic activities.  
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• Finance/Administration Section - Administers SOC and State regional level 

purchasing authority, cost accounting and other financial activities and 

administrative tasks not assigned to other functions.  

These are the primary functional elements to be established at the SOC. If the Liaison 

Coordinator function is not established, the responsibility for that function performance 

rests with the SOC Director. A fully activated SOC organization is shown in the Figure 2-

24.  

While all functions must be capable of being represented in the SOC, there is no 

requirement that all functional positions be staffed. A basic principle of SEMS at all levels, 

is that functional elements need only be activated as necessary, and that the 

responsibility for any function not activated will reside at the next higher element.  

B. Organizational Span of Control  

The SOC organization will expand (or contract) as necessary to meet the operational 

requirement. The hierarchy of organizational elements that can be developed as needed 

within the EOC organization is:  

• Director  

• Section  

• Branch  

• Group  

• Unit  

Personnel responsible for the operation of a SOC Section will carry a position title of 

Section Coordinator. Lead persons for branches, groups, and units will have the 

position title of Coordinator unless otherwise designated. 
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The span-of-control within the SOC organization should be maintained within the range 

of one lead supervisor for every three to seven positions. If the span of control exceeds 

that number, activation of another organizational level (e.g., Branch, Unit) should be 

considered. If the span of control is under three, consideration should be given to 

deactivating or consolidating organizational elements.  

Not all positions in the organization need be activated at the time of an SOC activation. 

For example, a branch may be activated without first activating the section which contains 

the branch. Functional need and span of control are the primary considerations in 

organization development. The duties of SOC positions not activated will always be the 
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responsibility of the next higher position in the organization. One person may also fill more 

than one functional assignment at a given time.  

The extent of the functions to be performed and the necessary organization at the SOC 

will be dictated by the needs of the event, and the requirements for interactions with the 

involved REOC(s) and Federal Emergency Support Functions. As expressed in the 

concept of operations. 

VI. State Operations Center Staffing 

Staffing levels for SOC activations will be established in Standard Operating Procedures 

(SOPs).  

The SOC Director will determine appropriate staffing for each activation based upon an 

assessment of the current and projected situation. SOC positions should be staffed by 

the most qualified available individuals in the function to be performed. Primary staff 

positions in the organization may be filled by qualified individuals from other State 

agencies if desired or required. Sub-positions within the organization will be filled by 

qualified personnel independent of rank or agency affiliation. Staffing may be drawn from:  

• OES Headquarters  

• Unaffected OES Regions  

• Other State Agencies  

Emergency Managers Mutual Aid Responders  

The Section Coordinators for Operations, Planning/Intelligence, Logistics, and Finance/ 

Administration constitute the General Staff of the SOC. The SOC Director and General 

Staff function as an SOC management team. The General Staff are responsible for:  

• Overseeing the internal functioning of their section, and;  
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• Interacting with each other, the SOC Director, and other entities within the SOC 

to ensure the effective functioning of the SOC organization.  

The SOC Director will establish the functions of Liaison and Public Information and 

Safety as part of the Management Staff in the EOC. Depending upon the extent of the 

emergency, these positions may be established at the individual, unit, group or branch 

level. 

VII. Coordination at the State Level 

A. Coordination between Region and State Levels  

Response coordination with mutual aid regions and operational areas will be maintained 

at the State OES REOC level whenever possible.  

The SOC will ensure that all state and regional elements of SEMS are activated in a timely 

manner, function effectively, and are maintained at the level necessary for the response. 

The State SOC will function as the state's initial response entity until the appropriate 

REOCs can be activated and assume local management of their operational response 

functions.  

The State level will have an overall coordination role with REOCs in the event of 

simultaneous multi-regional disasters such as earthquakes, fires or floods. In this 

situation, the State SOC will provide inter-regional policy direction and coordination for 

emergencies involving more than one REOC activation. The SOC will monitor and 

facilitate as necessary inter-regional communications and coordination issues.  

The level of coordination required with the REOC will be determined by the type of 

emergency, the ability of the REOC to perform assigned functions, and the level of 

required interaction between the two state levels.  

While the REOC will have primary responsibility for State interaction with affected 

Operational Areas, the State SOC will perform the following functions which will require 

close interaction with the REOC.  
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Prepare and release the State Situation Report. Information for this report will be obtained 

from regional situation reports, conference calls, reports from other state agencies, and 

information received from any other valid information sources as determined by OES. It 

will be the responsibility of the SOC to collect and authenticate material from all available 

sources, and to compile and release Situation Reports on a schedule to be established. 

Extensive coordination with functional elements within the REOC serving the affected 

area will be required as well as information received from activated but non-affected 

REOCs.  

Develop state level public information announcements. In any major disaster which 

involves multiple state agencies, it is essential that there be coordination of the release 

of public information on the state response. Much of this information will be obtained from 

REOC Situation Reports, from coordination with REOC Information Sections, and from 

information and public affairs officers of assisting state agencies.  

Coordinate the involvement of all activated mutual aid systems to ensure they are 

functioning effectively, sharing information, and to ensure there are no duplications of 

resource ordering taking place through the several mutual aid channels.  

Ensure REOC SOC coordination takes place in the event that federal Emergency Support 

Functions are established at more than one REOC location or are required at both SOC 

and REOCs. Coordinate the State Federal interactions to ensure most effective 

application and use of federal response system.  

B. Inter-agency Coordination  

Inter-agency coordination is an integral part of both the SOC organization and the 

procedures that function within the SOC. The SOC General Staff will serve as the primary 

group responsible for development of SOC Action Plans and will normally be a part of 

any inter-agency coordination group.  

The SOC Director may convene meetings of essential personnel for inter-agency 

coordination purposes as required. These can be at the General Staff, section or branch 

level and include other agencies. 
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An ad-hoc task force may also be used as an effective application of inter-agency 

coordination to solve specific problems at the SOC. The SOC Director would assign key 

personnel from various functional areas or disciplines to work together on a task force. 

Agency Representatives from other state agencies, federal agencies, community based 

organizations, utilities etc., may be represented at the SOC to help facilitate the 

statewide response effort. Some or all of these representatives may, from time to time, 

be put into inter-agency coordination groups to solve special problems. Subject areas 

and discussion issues will determine participation. 

VIII. Coordination with the Federal Emergency Response 

It is planned that the SOC in coordination with the REOC will be the primary point of 

coordination with Federal Emergency Support Functions during a major disaster. FEMA has 

stated that in the event of a Federal Declaration, ESFs activated under the Federal Response 

Plan in support of the state will be represented at the SOC and REOC.  

The Regional EOC (REOC) will be the primary point of contact within SEMS for operational 

areas. The REOC must be able to immediately respond to operational area resource requests 

and information needs. In some cases, accomplishing this will require a joint state-federal 

interaction which can best be accomplished if state and federal counterpart organizations are 

working together at the same location.  

Federal ESF functions may also be located at the SOC. This could occur under at least two 

situations.  

• The SOC is the primary state response entity.  

• Certain overall state coordination functions are best performed at the SOC and require 

federal ESF involvement.  

Requests for Federal assistance must go through the SOC. The REOC must be able to 

immediately respond to operational area resource requests and information needs. In some 

cases, accomplishing this will require a joint state-federal interaction which can best be 

accomplished if state and federal counterpart organizations are working together at the same 

location.  
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The SOC operates under the Director’s guidance. Commitment or request for Federal 

assistance must be coordinated at the SOC level so that the Governor and Director’s input 

can be obtained. 

CHAPTER THREE: SEMS FUNCTION SPECIFIC HANDBOOKS\ 

Chapter Description:  

Chapter Three consists of SEMS Function Specific Handbooks for both the Local 

Government and Operational Area levels. They have been developed for each of the five 

primary SEMS functions required for use in EOCs, and the specific positions that support 

each function.  

These handbooks have been prepared as separate reference documents and can be 

referred to for position specific information.  

They have been prepared for:  

Management Section  

Operations Section  

Planning/Intelligence Section  

Logistics Section  

Finance/Administration Section 
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