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EMERGENCY OPERATIONS CENTER MANAGER RESPONSIBILITIES 
  

Emergency Operations Center (EOC) Manager  

The EOC Manager is the single highest authority for all 
incidents that require an EOC response and will provide 
overall leadership for the College’s response to an 
emergency, establishes strategies to mitigate emergent 
conditions and directs all college employees in responding 
to the emergency:   

 The EOC Manager may delegate authority to others to 
initiate emergency response actions, or assist in 
implementing strategies to the incident.   

 The EOC Manager will retain responsibility for any 
components of the incident management organization 
not filled.   

 The EOC Manager may pass command to others based 
upon the arrival of someone higher on the ERP Incident 
Command list or based on other considerations such as 
expertise and the nature of the incident. 

 

The EOC Manager is responsible for:  

- Assessing the situation and determining the resources that are available to deal with the situation. 

- Determining the strategy for implementing the plan of action. 

- Monitoring how the plan is working.  

- Adjusting the plan to meet the realities of the situation. 

- Making sure that the response is being documented with as much detail as possible for legal / financial 

reasons. 

- Coordinating all response activities through the section chiefs and liaisons.   

- Notify nearby campus affiliates potentially affected by events: ⬜ Connite House, ⬜ ECEAP, ⬜ NCTA etc. 

  

EOC Manager 

Incident Commander 
Information Officer, Operations 

Section Chief, Safety 
Officer/Student Advocate, 

Planning Section Chief, Logistics 
Section Chief and 

Admin/Finance Section Chief 
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INCIDENT COMMANDER RESPONSIBILITIES 
 

The Incident Commander is responsible for:   

 Ensuring incident safety on the scene.   

 Responsible for managing all tactical resources & 
operations at the scene 

 Establishing and maintaining liaison with the EOC and 
other agencies participating in the incident. 

 Providing information to internal and external 
stakeholders.   

 The Incident Commander may pass command to others 
based upon the arrival of someone higher on the ERP 
Incident Command list or based on other 
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Complete Incident Commander Major Responsibilities 

 

Upon notification of emergency, determine if Emergency Response Plan implementation is 
needed.  If a Type 3 or above condition is present, activate the EOC, or prepare to respond as SVC 
representative to another agency’s EOC.   

 Communicate and work closely with the EOC Manager and/or Operations Section Chief.  

 
Activate functions (assign positions) as needed to manage the incident in the field. Recommend 

activation of other EOC staff positions. 

 Implement emergency/disaster plan and/or hazard specific procedures as need is apparent. 

 
Communicate with Operations Section Chief to activate and direct Division Supervisors and 
Building Captains as necessary, in their response to the emergency.  

 Keep EOC informed on incident-related problems and progress. 

 

Using information provided by Operations (via reports from Division Supervisors, Building 
Captains and others) monitor progress, modify tasks to suit needs of Operations and provide 
status updates to the EOC Manager and Information Officer. 

 
Attend and participate in Information Round Robin. Provide a summary of current incident 
activities. 

 
If requested, report and update the EOC to apprise of situation. Provide input on the need for 
critical resources. 

 
Act as liaison between incident responders and the EOC Manager and/or Operations Section  

Chief. 

 

Communicate and work closely with EOC staff to develop a Plan of Action. Assist in modifying 
plans and strategy providing inputs to the EOC Manager, other EOC Staff or liaisons as events 
unfold. 

 
Recommend wording for the safety message if appropriate.   

Recommend student shelter/lockdown/evacuation/release if appropriate. 

 
Request mutual aid from other agencies/ organizations as need is apparent or as directed by the 
EOC Manager. 

 
Update and maintain site maps with information from incident management in the field for use in 
progress and damage assessment. 

 Reassign field personnel as needed. 

 
Ensure that adequate safety measures are in place. 

Participate in debrief as directed. 
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Complete Information Officer Major Responsibilities 

 

Upon notification of emergency, respond to the EOC. In the case of a Type 3 or higher incident, 
the Emergency Manager will decide whether it is beneficial for the Information Officer to be 
deployed to the scene.  

 
Communicate with other Core EOC Staff members (EOC Manager, Safety Officer/Student 

Advocate, and Operations Section Chief) coordinate remotely or report to the EOC if possible. 

 
When directed meet with available EOC Staff to assist in developing communication objectives for 

the Plan of Action and a time frame to meet those objectives. 

 Attend and participate in Information Round Robin (incident debriefing). 

 

Establish communications with key people in the field and throughout the incident and determine 
if communication is consistent and reliable.  

Determines if communication is established in the affected area(s)/ buildings. 

 
Establishes and maintains communications with EOC staff, district, liaisons and external agencies 
as directed by the Emergency Manager. 

 
Throughout the incident determine if all facilities and visitors, buildings, campuses have been 

notified. 

 
Delivers the Safety Message (repeat and modify as events dictate) as directed by the EOC 

Manager. 

 Delivers incoming communications to the EOC Manager and staff as they become available.  

 

Keeps apprised of developments and reports to the EOC Manager and staff.  

Provides information updates and conveys updates to EOC staff, liaisons, and external agencies as 
directed. 

 

Ensures announcements & necessary information is translated into other languages as needed 

(provides list of available translators). 

Monitors news broadcasts about incident.  Corrects any misinformation heard. 

 

Assists in crafting or developing a public statement as directed by the EOC Manager, providing 

information the EOC Manager wishes to be released to the public. 

Updates social media and College website. 

 
Keeps all documentation to support the history of the event. 

Develop material for use in media briefings 

 
Determine from the EOC Manager if there are any limits on information release prior to approval 
of media releases. 

 
Inform media and conduct media briefings on a scheduled and unscheduled basis as information 
develops. 

 
Participate in planning meetings, providing current resource status, including limitations and 
capabilities 
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SAFETY OFFICER/STUDENT ADVOCATE RESPONSIBILITIES 
 

The Safety Officer
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Complete Safety Officer/Student Advocate Major Responsibilities 

 Upon notification of emergency, respond to the EOC. In the case of a Type 3 or higher incident, 
the Emergency Manager will decide whether it is beneficial for the Safety Officer/Student 
Advocate 
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EOC SCRIBE RESPONSIBILITIES 
 
 

The EOC Scribe:  

 Assists as a support member of the EOC by 
documenting all activities in a timeline “log” format 
and posting them, thereby facilitating non-verbal 
communication of the incident status as it unfolds.   

 Activity messages may be developed individually or 
as directed by members of the EOC Staff.  Messages 
may be posted on flip charts, computers, status 
boards, or other communications mediums. 

 

Complete EOC Scribe Primary Responsibilities 

 Upon notification of emergency, responds to the EOC.   

 Receives briefing from EOC Manager or his/her designee as to incident status. 

 May be assigned to either EOC Manager or any member of EOC Staff to provide scribe assistance. 

 Reconstructs a time line for the onset of the incident, significant events and actions which have 
taken place, and logs them on a chronological timeline.  
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OPERATIONS SECTION CHIEF RESPONSIBILITIES 
 
The Operations Section Chief reports to the EOC when 
activated and provides support to the EOC Manager.  The 
Operations Section Chief: 

 Contacts and activates the appropriate Emergency 
Response Divisions.
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PLANNING SECTION CHIEF RESPONSIBILITIES 
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Complete Planning Section Chief Major Responsibilities 
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LOGISTICS SECTION CHIEF RESPONSIBILITIES 
 

The Logistics Section Chief reports to the EOC Staff when 
directed.  The Logistics Section Chief: 

 Provides resources and services required to support 
incident activities. 

 Develops portions of the Incident Plan of Action and 
forwards them to the Planning Section. 

 Contracts for and purchases goods and services 
needed at the incident. 

 

 
The Logistics Section Chief is responsible for: 

- 



APPENDIX A: Core EOC, Full EOC and Annexes Staff Assignments 

SKAGIT VALLEY COLLEGE All Hazards Emergency Response Plan – Appendix A (January 2018) 

Complete Logistics Section Chief Major Responsibilities 

 Upon notification of emergency, respond as directed to the EOC. 

 When directed, meet with available EOC Staff to assist in developing a Plan of Action that includes 
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Complete Administration/Finance Section Chief Major Responsibilities 

 Upon notification of emergency, respond as directed to the EOC. 

 Depending upon size and scope of the incident, implement units to assist in compensation claims, 
incident costs, procurement, and time (salaries/benefits). 

 Compensation/claims—complete all forms for worker’s compensation; maintain files of all 
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SECURITY SECTION RESPONSIBILITIES 

 
The Security Section: 

 Provides assistance during building evacuations, 
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SUPPLY BRANCH RESPONSIBILITIES 
 

Under the supervision of the Logistics Section Chief, the 
Supply Branch, when activated, is responsible for the 
development and implementation of logistics plans in 
support of the Incident Plan of Action. The Supply Branch 
supervises the operations of the Supply, Facilities and/or 
Ground Support Units. 

 Facilities: Provides equipment and personnel using 
college assets to assist in building shutdowns, 
emergency repairs, and debris removal. 

 Ground Support: Places college transportation 
resources in ready and available position to assist in 
relocating employees, students and visitors to or 
from the campus. 

 

Complete Supply Branch Major Responsibilities 

 Upon notification of emergency, respond as directed by the EOC. 

 Depending upon size and scope of the incident, begin gathering working materials. 

 
Identify Support Branch personnel and the level of service required to support Unit operations as 
assigned. 

 Participate in planning meetings of Logistic Section personnel. 

 Review the Incident Plan of Action. 
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STUDENT AFFAIRS BRANCH RESPONSIBILITIES 
 

Under the supervision of the Safety Officer/Student 
Advocate, the Student Affairs Branch, when activated, is 
responsible for the development and implementation of 
plans to support students: 

 Manages and coordinates student activities  

 Provides student information to EOC Staff as 
directed. 

 Provides personnel for crisis debriefing or 
psychological counseling for student victims. 

 

 

 

 

Complete Student Affairs Branch Major Responsibilities 

 Upon notification of emergency, respond as directed by the EOC. 

 Depending upon size and scope of the incident, begin gathering working materials. 

 
Communicate with the Director of Student Life, the Vice President of Student Services, and the 
Vice President of Instruction to determine exposure of students to situation at hand. 

 Participate in planning meetings of Administration/Finance Section personnel. 

 Review the Incident Plan of Action. 

 Organize, prepare assignments, and coordinate activities in support of Student Affairs. 

 After consultation, prepare to cancel, re-schedule or adjust student programs as necessary. 

 Report instances of student misconduct to the Director of Student Life as required.



APPENDIX A: Core EOC, Full EOC and Annexes Staff Assignments 

SKAGIT VALLEY COLLEGE All Hazards Emergency Response Plan – Appendix A (January 2018) 

  





APPENDIX A: Core EOC, Full EOC and Annexes Staff Assignments 

SKAGIT VALLEY COLLEGE All Hazards Emergency Response Plan – Appendix A (January 2018) 

  



APPENDIX A: Core EOC, Full EOC and Annexes Staff Assignments 

SKAGIT VALLEY COLLEGE All Hazards Emergency Response Plan – Appendix A (January 2018) 

BUILDING CAPTAIN RESPONSIBILITIES 
 

 

Building Captain:   

 Makes contact with Division Supervisor to 
determine extent of emergency and the need to 
begin emergency operations in building.   

 Introduces self to individuals in the building and 
identifies self as a Building Captain; directs 
students, employees and visitors in their building 
during an evacuation, lockdown or shelter in 
place activity; reports any injuries, suspected 
hazards or suspicious activities to Division 
Supervisor.   

 During an evacuation, makes contact with 
Division Supervisor to determine need to activate 
primary and/or secondary assembly points.   

 Receives evacuated employees and students as they enter primary assembly point, providing information 
and direction and keeping them in the Assembly Point area until instructed otherwise. 

 

Complete Building Captain Major Responsibilities 

 

Fire Alarm: 

 From outside the building, direct evacuees toward their designated Emergency Assembly Point. 

 As directed by Security Services, post yourself at exterior doors to prohibit entry until the “All Clear” 
notification is given by Fire Department Personnel and the alarm is silenced. 

 

Building Evacuation:  

 Ensure that occupants take their belongings and know the designated Emergency Assembly Point to 
which they are to go. 

 Close, but do not lock, classroom and office doors. 

 Once at the Emergency Assembly Point, make a written notation regarding who is there for the record. 

 

Campus Evacuation:  

 Ensure that occupants take their belongings.  

 From outside the building, direct evacuees toward their designated evacuation route. 

 As needed, assist Campus Security to close and lock doors to classrooms and offices. 

 

Shelter in Place:  

 Assist staff in their efforts to close 
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Skagit Valley College - ACTIVITY LOG (ICS 214) 
 

1. Incident Name:  Date From: Date To:  
2. Operational Period: 

Time From: Time To:  

7. Activity Log (continuation): 

Date/Tim/
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