[image: image25.emf]21-Jun-06, 22 TTT – Module 10 – Action Planning

EOC Action Planning Review

• Establishes Direction - Sets Priorities

• Establishes Operational Objectives

• Determines the Operational Period 

• Accountability

• Reduces Redundancy

• Provides Valuable Documentation
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Important Meeting Considerations

• Plan on Computer

• Project and update during meeting

• Manual Plan

• Refer to charts as reports 

given

• Progress Reports

• Objectives include % 

completion

• Completed objectives 

closed

• NO Operational Strategies!

   

Basic Training
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Preparation and Distribution:

After EOC Director Approves:

• Situation Analysis prepares the Plan

• Section Coordinators review

• Documentation Unit distributes and archives

   


SEMS/NIMS/ICS Combined Course


SEMS/NIMS/ICS Combined Course
Module 10 – Action Planning
	OBJECTIVES:
Terminal objective:

Enabling objective:
	At the conclusion of the course, the participants will be able to:

Conduct an Action Planning meeting

· Define Action Planning
· Identify why Action Planning is done
· Compare and contrast Incident Action Planning and EOC Action Planning

· Write Action Plan objectives

· Identify Section roles and responsibilities in completing an Action Plan

· Describe Action Plan objective focus by SEMS function

· Perform an Action Plan meeting



	METHOD
	Lecture, small group activity 


	SUPPLIES/ MATERIALS
	Participant Manual

LCD projector/screen/laptop
Activity materials
Powerpoint presentations

Easel charts and markers

Videos, DVD’s

Job Aids, checklists



	INSTRUCTOR PREPARATION
	· Review Course

· Classroom Setup

· Layout is appropriate.

· Environment is comfortably controlled (such as climate and lighting).

· Equipment 

· Equipment is properly prepared.

· Safety factors are met (such as no overload circuits and wires won’t be tripped over).

· Classroom Materials

· Handouts available

· Student materials



	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 1
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	Instructor will: 


	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 2
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	Instructor will:




	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 3
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	· Action Planning is one of the most important processes in EOC operations.

· Streamlines establishment of objectives for each of the SEMS functions.

· Ensures functions communicate with and support each other.

· Establishes operational period.

· Objectives are communicated through assignments, procedures and protocols

· Objectives help define strategic objectives.
· Operational objectives are those action steps that each function will focus on, for a particular operational period to support the next SEMS level below that EOC.

· Objectives are written and communicated between functions.


	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 4
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	· The EOC Director is responsible for the overall accomplishment of the Action Plan.  He/She is responsible for ensuring the Plan is consistent with agency policy and direction and supports the EOC’s overall priorities set shortly after activation.

· The Planning/Intelligence Section is responsible for facilitating the Action Planning process.  The P/I Chief facilitates the Action Planning meeting.

· Situation Analysis Unit Coordinator gathers objectives from each of the functions and puts them together in one action plan.  Format is on RIMS.




	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 5
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	Instructor will:

· Describe step by step the Action Planning Process

· Starting with Activation and the 10 minute overall EOC priority definition

· General Staff use EOC priorities as starting point for developing section specific objectives that support those priorities and then also support the next SEMS level below.

Objectives are action steps that allow for the completion of EOC priorities.


	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 6
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	· Instructor describes Action Planning progression:

· Disaster occurs

· Activation of EOC 

· Initial Planning meeting to set overall EOC priorities, which will guide development of Section specific Action Planning objectives

· First Action Planning (AP) meeting set after most of EOC staff have arrived and more detail is known about the area of impact.  Also time needed for Sections to develop objectives with their staff.  Objectives must support overall EOC priorities.

· Second AP meeting coincides with shift change.  Give enough time for bringing together outgoing staff and briefing of new staff on objectives completed and new ones just developed. (Subsequent AP meetings follow this pattern.)


	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 7
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	· Conduct an initial planning meeting at Activation

· Collect information known about incident – details, stats

· Establish overall EOC priorities based on information known about incident.

· No more than 10 minutes for this meeting

· Priorities used as basis for Section development of Section specific objectives

Meeting kept short because only big picture details will be known about the incident at this point.


	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 8
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	· Mission/priorities for EOC actions are the product of this initial, short meeting.

· Staff in the EOC will understand the direction and focus of their work, until additional information gathered about the incident.
                


	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 9
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	Instructor will:

· Ask participants questions on slide:

· Who attends the meeting?

· Section Chiefs

· Who facilitates?

· Planning/Intel Chief

· Duration of meeting

· 30 minutes max

· Purpose of meeting:

· Review overall EOC mission

· Review objectives written by each Function (Mgmt, Ops, P/I, Logistics, Fin/Adm)

· Update progress of Function objectives; % complete and estimate of when completed

Action Planning meetings occur at the least, prior to the end of a shift; otherwise as situation of field activity warrants or new needs emerge.



	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 10
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	· Objectives are collected from each Function prior to the meeting and written or entered into computer form.

· Objectives to be written into Action Plan, by Function prior to the AP meeting so they can be reviewed by all participants.


	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 11
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	· Information for Action Planning comes from the Situation Report, the PIO, and Management

· Situation Report info from status reports of branches in Operations.

· AP meetings at shift change or as situation warrants/needs arise.
· AP provides direction and control, delineates specifies tasks, and describes roles and responsibilities of EOC members in support of field operations.


	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 12
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	The Planning/Intelligence Chief, as facilitator of the AP meeting reviews the purpose:

· To coordinate objectives between Functions and ensure all objectives are supported within the EOC and of field operations.

· Ground Rules include:

· Pagers and cell phones on stun

· No sidebar conversations

· No strategy sessions during meeting

· Highlight status report of field activities

· Review EOC overall mission

· Management staff present their objectives

Section Chiefs present their objectives and coordinate support with other Sections.


	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 13


[image: image13]

	Incident Action Plans are based on tactical operations and focus on what responders are actually doing in response to an event.

(Putting water on a fire, moving people away from impacted area, clearing debris from a roadway, setting up a perimeter, etc.)




	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 14
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	EOC objectives support needs of responders in the Field or at the next SEMS level beneath the EOC.




	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 15
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	Emphasize focus in the EOC is on strategy; support to the tasks being done in the Field.

Refer to handout of this slide.  Review focus of each Section.




	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 16
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	Emphasize focus in the EOC is on strategy; support to the tasks being done in the Field.

Refer to handout of this slide.  Review focus of each Section.




	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 17
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	Emphasize focus in the EOC is on strategy; support to the tasks being done in the Field.

Refer to handout of this slide.  Review focus of each Section.




	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 18
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	Explain contrast between tactical operations in the field and supporting actions in the EOC.

EOC objectives support needs of responders in the Field or at the next SEMS level beneath the EOC.




	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 19
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	· The Action Plan should be written on the computer, preferably in the RIMS format for Action Plans (if available).  It can then be projected onto a screen and update during the meeting.

· Chart paper can also be used

· Include progress on objective completion

· Completed objectives should remain on the next Action Plan for continuity and archived after that.

· No operational strategies developed at the meeting.  Action Planning is for reporting on strategies developed in each Section.


	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 20
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	· Following each Section’s report on their specific objectives, the facilitator ensures all objectives are understood.

· Announce time for next meeting – objectives to be collect ½ hour before the meeting so the Situation Status person can enter them into the proper format.

· Adjourn!


	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 21
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	· Section objectives support the overall EOC Mission and priorities which reflect what is needed in the Field

· Section Chiefs gather objectives from their section to be given to Situation Status Unit Leader.

· Objectives reported to all Section Chiefs at the Action Planning meeting.


	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 22
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	· Planning and Intelligence Chief reviews the objectives submitted by each Section and written into the planning format.

· EOC Director is responsible for approval of the Action Plan ensuring it is in line with agency policy.


	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 23
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	All those working in the EOC should get a copy of the Action Plan.


	INSTRUCTOR NOTES
	CONTENT/ACTIVITY

	VISUAL 10 - 24
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	Instructor will:

Review major points of Action Planning and the process
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Comparing Action Plans Field vs. EOC

Field Action Plan

• Set-up scene 

perimeter

• Bulldoze debris away 

from structures

• Triage of injured at 

scene

• Hazmat team working 

on identifying spill.

EOC Action Plan

• Establish a 

mobilization center for 

incoming personnel.

• Medical personnel 

needed from outside 

of county.

• Call for Caltrans to 

work with Public 

works.

[image: image29.emf]19-Jul-06, 15 of 25

TTT – Module 10 – Action Planning

Version 2.0

Action Planning Focus by Section

Management

Objectives focus on policy issues Overseeing 

strategy implementation.

Public Information

Focuses on public information issues/concerns

Safety/Security

Objectives focus on safety/security concerns of 

EOC

Agency Liaison

Focuses on Assisting Agency needs
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Action Plan for the EOC

• Objectives will be in support of 

both incidents

• Personnel, resources, equipment must be prioritized to 

support both incidents

• Long range issues become more important!  

(why?)

• What might the EOC objectives look like?
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Plan Review and Approval

Plan Review

• Planning/Intelligence Chief

Plan Approval

• EOC Director
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Action Plans for the Field

Large Wildfire Near 

Housing Tract

Objectives focus on:

• Fire Suppression

• Evacuation

• Perimeter Control

Building Collapse

Objectives focus on:

• Search and Rescue

• Debris Removal

• Perimeter Control

[image: image33.emf]21-Jun-06, 19 TTT – Module 10 – Action Planning

Section/Branch/Unit Objectives:

• Must support the Overall EOC Mission 

• Use Position Checklists

• Section Chiefs compile objectives for your Sections

• Be prepared to report at the Action Planning Meeting!

[image: image34.emf]21-Jun-06, 18 TTT – Module 10 – Action Planning

Step 4 - Concluding and 

Adjourning the Meeting

When Reports Complete, Facilitator:

• Ensures objectives understood

• Encourage strategy 

session LATER

• Announce time for next 

meeting

• Announce deadline for 

submitting new or updated 

objectives

• ADJOURN!
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Step 3 – Conducting the Meeting

• The Facilitator

• States purpose

• Reviews ground rules

• Highlight Situation Status Report

• Presents overall EOC priorities

• Management Staff Present & Update Their Objectives

• Suggested order

• Command Staff (PIO, Liaison, Safety, Security)

• General Staff (Operations, 

Plans/Intelligence, Logistics, Finance)
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Action Planning

• Where does the information for Action Planning come 

from?

• Where does the information for the Situation Report 

come from?

• How often do you have Action Planning meetings?

• What is the purpose of Action Planning?
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Before the Meeting…

• Situation Analysis Staff Obtains All Section Objectives

• Objectives Written or Entered into the Computer

• All Objectives to be Prepared for Presentation BEFORE 

Meeting is Convened.
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Step Two – Preparing for the Action 

Planning Meeting

• Who attends?

• Who facilitates?

• Duration?

• Meeting purpose

• Review overall priorities (mission)

• Review Section objectives

• Update progress, completion estimates

• Frequency?
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Initial Meeting Outcomes

• EOC Mission Identified = Initial Priorities

• Staff Available Know Focus

• First formal Action Planning Meeting Scheduled – 1 

hour

What happens then?
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The Process – Step One

• Conduct an Initial Meeting

• Occurs at activation

• Review what is known about the situation

• Establish overall EOC priorities.

• 10 Minutes!

• Why so short?
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Action Planning Timeline

Disaster Activation Initial Planning Mtg.

1st AP Mtg.

2

nd

AP 

Mtg.

3

rd

AP Mtg.
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Action Planning Overview

• At Activation, Management and General Staff write 

overall EOC Priorities (Mission)

• General Staff work with their sections to write 

objectives (action steps) 

• Objectives focus on specifics…

• Priorities

• Resources

• support needed at next level down
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EOC Action Planning 

Responsibilities

• EOC Director – ensures accomplishment

• Planning / Intelligence Chief – directly responsible

• Situation Analysis Unit Coordinator – puts materials 

together

• Documentation Unit Leader –

distributes and archives
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Purpose of the EOC 

Action Plan

• Defines Priorities

• Establishes Operational Objectives 

by function

• Establishes the 

Operational Period

• Provides Documentation
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What is Action Planning?

Process by which specific objectives are written by 

each SEMS Function

• In support of the Overall EOC priorities (mission)

• Establishes accountability

• Direction, foundation

• Eliminates redundancy
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TTT – Module 10 – Action Planning

Version 2.0

Action Planning Focus by Section

Logistics

Objectives focus on resource priorities, support 

requirements  (people, facilities, equipment, etc.)

Finance/Admin

Objectives focus on Disaster Accting system, All 

Financial concerns/issues (Time keeping, cost 

analysis, etc.)
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TTT – Module 10 – Action Planning

Version 2.0

Action Planning Focus by Section

Operations

Objectives focus on resource priorities, supporting 

city/co. depts., & DOCs, Implementing AP

Plans & Intel

Objectives focus on expanding Sit Rep, facilitating 

AP meetings, analyzing info to be useful to all of 

EOC, advance planning
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