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Introduction 

This Regional Emergency Management Plan has been developed by the Town/County of St. Paul; Town 

of Elk Point; and Summer Village of Horseshoe Bay with input and consultation from internal and 

external stakeholders. The regional plan was initiated in 2014, developed and ready for activation in 

2015. 

This all hazard emergency response and recovery plan is a ‘living’ document. Given that, there will be a 

need for revisions and updating on a continuing and regular basis. This document is intended to be the 

basis from which to build an effective; economic and coordinated response and recovery to any 

emergency or disaster. An on-line copy is available for the public and is an unofficial version. 

The integrated, region-wide program maximizes available resources, limits duplication and streamlines 

communication to provide the best solution for residents throughout the Region of St. Paul. 

The response goals for the Region are applied to all emergency situations. In order of priority they are:  

1. Provide for the health and safety of all 
responders  

2. Save lives  

3. Reduce suffering  

4. Protect public health  

5. Protect critical infrastructure  

6. Protect property  

7. Protect the environment  

8. Reduce economic and social losses  

This Regional Emergency Management Plan meets the requirements for local authorities as set out in 

the Alberta Emergency Management Act and the Alberta Government Emergency Management 

Regulation.  

For this plan to be effective, it is important that all users of the Regional Emergency Management Plan 
will interpret it reasonably and responsibly and in the best interest of safety. 

The per capita share for the emergency management program is: 

 44% County of St. Paul  43% Town of St. Paul 

 11% Town of Elk Point  1% Summer Village of Horseshoe Bay 
 
For information or to request copies of the Regional Emergency Management Plan contact: 

Regional Director of Emergency Management 
5015-49 Avenue    
St. Paul, AB 
T0A 3A4 
(780) 645-3301 Ext 219 
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Town of St. Paul ECC Fan-Out Procedure 

ECC activation fan-out procedure: 

1. The RDEM/designate calls the Scribe, who phones only those names in bold italic with *. The RDEM 
contacts the mayor or a council member. Names that are shaded in grey are mandatory calls; others will 
be called as required. 

  
2. The name in bold italic calls the names below on the list, and reports to the scribe when completed. 

When making calls, document each call in “Called” column with initial, time and date.  

 

 

Information removed due to protect confidential material which cannot be released to the public; is included in 

the Operating Plan. 
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County of St. Paul ECC Fan-Out Procedure 

ECC activation fan-out procedure: 

1. The RDEM/designate calls the Scribe, who phones only those names in bold italic with *. The RDEM 
contacts the mayor or a council member. Names that are shaded in grey are mandatory calls; others will 
be called as required. 

 
2. The name in bold italic calls the names below on the list, and reports to the scribe when completed. 

When making calls, document each call in “Called” column with initial, time and date.  

 

 

 

 

 

 

 

 

Information removed due to protect confidential material which cannot be released to the public; is included in 

the Operating Plan. 
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Town of Elk Point ECC Fan-Out Procedure 

ECC activation fan-out procedure: 

1. The RDEM/designate calls the Scribe, who phones only those names in bold italic with *. The RDEM 
contacts the mayor or a council member. Names that are shaded in grey are mandatory calls; others will 
be called as required. 

 
2. The name in bold italic calls the names below on the list, and reports to the scribe when completed. 

When making calls, document each call in “Called” column with initial, time and date.  
 

 

 

 

 

 

 

 

Information removed due to protect confidential material which cannot be released to the public; is included in 

the Operating Plan. 
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Acronyms 

AAR  After Action Report/Review 

AEMA  Alberta Emergency Management Agency 

AHJ  Authority Having Jurisdiction 

AHS  Alberta Health Services 

BCP  Business Continuity Plan 

CAO  Chief Administrative Officer 

CEO  Chief Elected Official 

CBRNE  Chemical, Biological, Radiological, Nuclear, and Explosive 

CH  Capital Heal 

CHA  Capital Health Authority 

CISD  Critical Incident Stress Debriefing 

DND  Department of National Defense 

DRP   Disaster Recovery Program 

EAC  Emergency Advisory Committee 

EMA  Emergency Management Act 

EMS  Emergency Medical Services 

ECC  Emergency Coordination Center 

ESS  Emergency Social Services 

GOA  Government of Alberta 

HRVA  Hazard, Risk, and Vulnerability Assessment 
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IC  Incident Commander 
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ICS  Incident Command System 
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MAA  Mutual Aid Agreement 

MEMP  Municipal Emergency Management Plan 

MOU  Memorandum of Understanding 

MCI  Mass Causality Incident 

OHS  Occupational Health and Safety 

PIO  Public Information Officer 

POC  Provincial Operations Center 

PPE  Personal Protective Equipment 

RC  Reception Center 

RCMP  Royal Canadian Mounted Police 

RDEM  Regional Director of Emergency Management 

REMA  Regional Emergency Management Agency 

REMP  Regional Emergency Management Plan 

SOG  Standard Operation Guideline 

SOLE  State of Local Emergency 

SOP  Standard Operating Procedure 

UC  Unified Command 

WHS  Workplace Health and Safety 
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Glossary of Terms 
 

Act The Emergency Management Act, R.S.A. 2000, Chapter E-6.8. 

Alberta Emergency Management 
Agency (AEMA) 

An agency within the Ministry of Municipal Affairs that leads the co-
ordination of all organizations involved in the prevention of, 
preparedness for, and response to disasters and emergencies.  

All Hazards 

An approach that recognizes that actions required for managing 
emergencies can be generalized, irrespective of the nature of the 
event. All-hazards emergency planning employs common 
methodologies that can be modified, as necessary, to fit particular 
circumstances. 

Alert 

Is a phase of emergency response in which there is a possibility of an 
emergency situation occurring within the near future. During the 
“Alert” phase of the response, selected Emergency Coordination 
Centre personnel monitor the situation and provide informational 
and instructional bulletins to departments, agencies, and the general 
public, as appropriate.  

Chief Administrative Officer (CAO) 

The top administrative official in a municipality, whose 
responsibilities include ensuring that the municipality’s policies and 
programs are implemented, advising and informing the council on the 
operation of the municipality, performing other duties assigned by 
the council and ensuring staffing is in place. 

Chief Elected Official (CEO) 

The CEO, in addition to performing a councilor’s duties, must preside 
when attending a council meeting, unless a bylaw provides otherwise. 
The CEO must also perform any other duty imposed under the MGA 
or any other enactment. In practice, the CEO is also generally the 
main spokesperson for the municipality, unless that duty is delegated 
to another councilor. 

Council 
The Council of the Town/County of St. Paul; Town of Elk Point; and 
Summer Village of Horseshoe Bay. 

Deputy Director of Emergency 
Management (DDEM) 

A position(s) recommended by the Emergency Advisory Committee 
and appointed by council to fill the role of Director of Emergency 
Management in that person's absence. 

Disaster 

An occurrence of a natural catastrophe, technological incident, or 
human caused event that has resulted in severe property damage, 
deaths, and/or multiple injuries. Beyond the capability of the Region 
to handle with its resources. 

Disaster Recovery Program (DRP) 
A program operated by the AEMA to provide financial assistance to 
Albertans to assist in their recovery after floods, fires and other 
disaster or major emergencies. 
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Emergency 
Any occasion or instance that warrants action to save lives and 
protect property, public health and safety and/or the environment. 

Emergency Management By-Law 
Refers to the current Regional Emergency Management By-Law as 
amended from time to time. 

Emergency Management 
The management of emergencies concerning all-hazards, including all 
activities and risk management measures related to prevention, 
mitigation, preparedness, response and recovery. 

Emergency Management Act 
The provincial government legislation pertaining to Emergency 
Management in Alberta. 

Emergency Advisory Committee 

Is comprised of the Director of Emergency Management, the Deputy 
Director(s) of Emergency Management, Chief Administration Officer, 
an appointed member of council, and any other person(s) as deemed 
appropriate by the Director of Emergency Management. The RDEM 
serves as chairperson. Advises Council on the development and 
implementation of emergency plans and programs in the Region 
responsible for reviewing the REMP and other related plans and 
programs. 

Emergency Coordination Center 
(ECC) 

A protected site from which civil officials coordinate, monitor and 
direct emergency response and recovery activities during an 
emergency or disaster. 

Emergency Management System 
(EMS) 

The elements required for effective emergency management, 
including legislative, regulatory and policy frameworks, emergency 
plans and procedures and the involvement of emergency 
management plans. 

Emergency Preparedness 

A continuous cycle of planning, training, resourcing, exercising and 
evaluating to ensure measures are in place to efficiently and 
effectively respond to and recover from potential impacts from all 
present hazards. 

Emergency Response 
Measures undertaken, immediately after an emergency, to save lives 
and limit impacts on property, the environment and the economy 

Emergency Social Services (ESS) 
The provision of services required to preserve the well-being of 
people affected by an emergency event such as food, lodgings, 
clothing, personal care, pet care, and psychosocial care. 

Evacuation 
Organized, phased and supervised dispersal of people from 
dangerous, or potentially dangerous areas 

Hazard 

A potential threat to the health or life of individuals, to property 
and/or to the ability of individuals to maintain their livelihoods and 
regular daily activities. Hazards could include natural forces (such as 
wind, drought, tornado etc.) or technologically induced threats (such 
as aircraft and highway mishaps, industrial incidents, explosions etc.)  

Incident Action Plan (IAP) 
A plan developed by an Emergency Coordination Centre and on-site 
personnel that follows an ICS format  
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Incident Commander (IC) 

Within Incident Command System (ICS), the person responsible for all 
aspects of an emergency response including developing incident 
objectives, managing incident operations, directing the application of 
resources and ensuring safety of all persons involved in response 
efforts. 

Incident Command Post 
A location from which the Incident Commander directs the site 
response to the emergency. Incident objectives, strategies and tactics 
for the site are formulated and directed from the ICP. 

Incident Command System (ICS) 

A standardized on scene emergency management concept specifically 
designed to allow users to adopt an integrated organizational 
structure equal to the complexity and demands of single or multiple 
incidents, without being hindered by jurisdictional boundaries. 

Local Authority 
Municipal Council of The Town/County of St. Paul; Town of Elk Point; 
and Summer Village of Horseshoe Bay. 

Mitigation 

Efforts made, in advance of an emergency event, to reduce or 
eliminate the potential impacts of a present hazard on people, 
property, the environment and/or the economy. Mitigation measures 
can be either structural (dykes, levees, floodways, etc.) or non-
structural (building codes, planning, capacity building, etc.). 

Municipal Government Act (MGA) 
The legislation that governs how municipal government operates in 
Alberta.  

 

Mutual Aid Agreement 
Cooperative agreements, partnership agreements, memorandum of 
understanding, intergovernmental compacts and other terms 
commonly used to describe sharing of resources. 

Regional Emergency Management 
Agency 

The Director, Deputy Director and Chief Administration Officer as well 
as first responders. Responsible for the direction and control of the 
Region’s response to emergencies including authorizing the taking of 
any action necessary to respond to and/or recover from an 
emergency. 

Regional Director of Emergency 
Management (RDEM) 

A position defined in the provincial Emergency Management Act, 
Section 11.2(2) as Director of the Emergency Management Agency. 
This position is appointed by council with the recommendation of 
senior administration and guided municipal policy. 

Regional Emergency Management 
Plan (REMP) 

A plan prepared by a local authority under Section 11 of the 
Emergency Management Act, which describes how people and 
property will be protected in disaster and disaster threat situations; 
details who is responsible for carrying out specific actions; identifies 
the personnel, equipment, facilities, supplies and other resources 
available for use in the disaster; and outlines how the actions will be 
coordinated. 

Recovery 

The coordinated process of supporting individuals, communities and 
organizations impacted by emergency events in the reconstruction of 
physical infrastructure and the restoration of emotional, social, 
economic and physical wellbeing. 
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Reception Center (RC) 
A support element of the REMP, which provides basic shelter, food 
and other services to evacuees during an emergency.  

Response 

Those measures undertaken immediately after an emergency has 
occurred, primarily to save human life, treat the injured, and prevent 
further injury and losses. They include response plan activation, 
opening and staffing the ECC, mobilization of resources, issuance of 
warnings and direction, provision of aid, and may include the 
declaration of a State of Local Emergency.  

Risk 
The chance or probability that people, property, the environment 
and/or the economy will experience an adverse effect if exposed to a 
hazard. 

Risk Assessment 

The measurement of probability and severity of an adverse effect on 
health, property and the environment. Risk assessment is the process 
for evaluating risk associated with specific hazard and defined terms 
of probability and frequency of occurrence, impact, exposure and 
consequences. 

State of Local Emergency (SOLE) 
Means a resolution or order of a local authority under Section 21 of 
the Emergency Management Act. 

Standard Operating Guideline (SOG) 

Are guidelines that provide a mechanism for managing a difficult or 
unusual emergency or routine situation. Guidelines provide more 
flexibility than policies at the emergency scene. SOGs provide 
additional protections, since they are used to guide a response, as 
opposed to setting forth a policy that dictates a specific response. 

Standard Operating Procedure (SOP) 

A set of instructions constituting a directive, covering those features 
of operations which lend themselves to a definite, step-by-step 
process of accomplishment. SOPs supplement the REMP by detailing 
and specifying how tasks assigned in the REMP are to be carried out.  

Vulnerability 

The concept that links the relationship that people have with their 
environment to social forces and institutions and cultural values. The 
extent to which a community can be affected by the impact of a 
hazard, usually measured in relation to the presence of resources and 
capacity which serve to increase community resilience. 
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1 – Authority, Purpose and Scope 

1.1 Authority 

The County/Town of St. Paul; Town of Elk Point; and Summer Village of Horseshoe Bay Regional Emergency 

Management Plan (REMP) is established under the authority of: 

 The Alberta Emergency Management Act (see copy in Appendix G) 

 The Town of St. Paul Regional Emergency Management Bylaw #1209 dated October 14, 2014 (see 

Appendix F) 

 The County of St. Paul #19 Regional Emergency Management Bylaw #2014-30, dated October 14, 

2014 (see Appendix F) 

 The Town of Elk Point Regional Emergency Management Bylaw #731/14, dated October 14, 2014 

(see Appendix F) 

 The Summer Village of Horseshoe Bay Regional Emergency Management Bylaw #106/2014, dated 

October 14, 2014 (see Appendix F) 

 

1.2 Purpose 

The purpose of the REMP is to save lives, reduce suffering, protect property, mitigate damage to the 

environment, and control the economic consequences of emergencies and disasters that may affect the 

Region of St. Paul. It will also assign responsibilities within the region for the preparation for, response to, 

and recovery from emergencies. Furthermore, it will guide the immediate actions of emergency response 

agencies and key officials in the critical hours after an emergency or incident occurs.  
 

The plan does not address emergencies that are normally handled at the scene by the appropriate first 

responding agencies or incidents in neighboring communities. Most disasters will create demands that 

exceed the normal capacity of any one organization. The intent of this plan is to facilitate and coordinate 

response to and recovery from disasters by implementing common management strategies for both public 

service and private sector agencies. The tactics and strategies outlined are to be considered as guidelines. To 

meet unusual situations, the use of unconventional methods, tempered by sound judgment and past 

experience can be invaluable. Therefore, the plan does address incidents that may cause damage of 

sufficient severity and magnitude to warrant execution of all, or parts of this plan. 

 

These guidelines represent a recommended best practice for local authorities, private sector, and provincial 

government. 
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1.3 Scope 

The REMP guides the operations, organization, responsibilities, and coordination of the Regional ECC for 

effective response and recovery to a community-wide emergency or threat of an emergency within our 

Region. This plan does not address emergencies that are normally handled at the site by the appropriate 

first responding agencies. The plan addresses such incidents that may cause damage of sufficient severity 

and magnitude to warrant execution of all or part of this plan. 
  

The Region of St. Paul believes that the key to preparedness and response action is based primarily on 

continuous training and exercising of all aspects of this plan. This document reflects a record of policies, 

procedures, guidelines and key information already established or currently under development. Therefore, 

this plan reflects the dynamic planning process and is always subject to change and is never a finalized 

document for the Region of St. Paul. 

1.4 Policy 

Pursuant to its mandate of providing for public safety, the County/Town of St. Paul, Town of Elk Point, and 

Summer Village of Horseshoe Bay will ensure that adequate resources and support are provided, and 

accountabilities are identified, to ensure that our REMP is maintained as an effective, continuous 

management process. The Regional Emergency Management Plan and Program integrates all activities 

necessary to build, maintain, and improve the region’s ability to mitigate and prevent, prepare for, respond 

to and recover from natural and human caused emergencies or disasters. 
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2 – REMP ACTIVATION 

2.1 Plan Activation Authority 

The activation of the REMP does not automatically activate the ECC nor does it automatically require the 

declaration of a state of local emergency (found in Appendix C). Figure 1 below outlines the activation process 

for the Regional Emergency Management Plan. 

Persons/Designates Authorized to request the activation of the REMP are the: 

 A member of Council 

 CAO 

 RDEM  

 Incident Commander of 1st response agency (Fire; RCMP; EMS; Public Works) 

 Emergency Social Services Director 

 AEMA 

Information about an incident must be clear, concise, accurate and timely communicated. The minimum amount 

of information that should be communicated to the Regional Emergency Management Agency and Committee 

includes: 

 Type of Incident 

 Date and Time of Incident 

 Name of Caller and Caller’s Phone Number 

 Possible Injuries 

 Location of Incident 

 Actions Taken So Far 

 Evacuation if required 

 Assistance if required 

The diagram outlines the process and decisions that maybe required during the activation of the REMP. (See 

figure 1) 
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Figure 1 – Plan Activation/Advisory Notification Process 

Standard Call-Out Message to Committee and Agency Members: 

“This is _______________ with the Region of St. Paul Emergency Management Agency. 

We have a major emergency situation as follows: (brief description). The ______________ 

(person/position, as appropriate) has ordered the activation of the ECC team to manage the 

emergency. You are requested to immediately attend the ECC located at 

______________.”  
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2.2 ECC Activation 

Our ECC is partially or fully activated depending on the circumstances and needs at an emergency site. The 

decision to activate the ECC is based on the operational criteria of that emergency event, or the potential impact 

of that event, or of the secondary consequences of that event.  

In order to respond effectively to all occurring or anticipated emergencies, the RDEM (or Designate) must be 

able to activate the ECC as soon as possible.  

The management of our ECC, as part of an overall IMS, will be structured using the same ICS as the emergency 

site. This ensures clarification of roles and responsibilities, provides common terminology, and enhances direct 

communication between the appropriate people. The RDEM may transfer specific roles within the Regional 

Emergency Management Agency across to the ECC structure (see Figure 2). 

 

 

Figure 2—Emergency Management Agency Transition to ECC 

Agency members at the ECC will coordinate the response to a Type 1, 2, 3, 4 or 5 incident for which the Region 

of St. Paul is either acting as the primary responder or for which it is directly responsible as required by the 

situation. 

For incidents involving a third party where the Region of St. Paul is acting as a secondary responder, the ECC will 

activate to monitor the response and assist the third party as requested. 
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Depending on the incident severity, the ECC may be activated at one of the three levels of ECC Activation (Figure 

3). For minor incidents, the response will likely be handled entirely by the responding agency/first responder at 

the site and will not require the activation of the ECC. 

Activation Criteria  

Criteria for activating the ECC include:  

a) A significant number of people at risk.  

b) Response coordination required because of a large or widespread event, multiple emergency sites or several 

responding agencies.  

c) Resource coordination required due to limited local resources and/or a significant need for outside resources.  

d) Uncertain conditions.  

e) Possibility of escalation of the event.  

f) Unknown extent of damage.  

g) Potential threat to people, property and / or environment.  

h) Declaration of a State of Local Emergency is made.  

 

1 
Level 1 – Monitoring 

Events normally managed by agencies on a regular basis. There is a potential for the event to 

escalate and so requires monitoring. There is little or no need for site support activities and the 

event will be closed in a relatively short time. 

2 

Level 2 – Limited Activation of the ECC 
Emergencies that are of a larger scale or longer in duration and may involve limited evacuations, 

additional our unique resources, or similar extraordinary support activities. If the event cannot be 

managed at the site, then this level requires notification of the ECC Emergency Management 

Agency and possibly a limited activation of the ECC. 

3 

Level 3 – Full Activation of the ECC 
Emergencies are of a large magnitude and/or long duration. The emergency may have multiple 

sites that involve multi-agencies and multi-government responses. This level requires notification 

of the Emergency Management Agency and Committee, and the activation of the ECC. 

 

 

Figure 3—Three Levels of ECC Activation 
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Role of the ECC Regional Emergency Management Agency 

The management of the initial phases of a major emergency is the most critical. Actions and decisions taken 

early on will dictate the success or failure of future emergency activities. 

It is the role of the ECC REMA to ensure that site support activities are coordinated and that agencies have 

sufficient resources and direction to accomplish their goals and objectives. 
 

ECC Organization 

The ECC REMA is comprised of the ECC Director, Command Staff and the General Staff. The team must also 

ensure that response agencies are cooperating and that an early exchange of information is occurring prior to a 

major mobilization of resources. 

The first individual to enter the ECC upon activation is automatically deemed to be the ECC Director and must 

be prepared to establish command. If the individual is not qualified to fill this position, they must prepare to 

transfer command to the first qualified person to arrive. 

Transfer of Responsibilities 

When a staff member transfers their responsibilities to another, a simple but formal transfer briefing will be 

required. Shifts, therefore, should overlap (15 minutes +/-) to prevent a staff position from being inadequately 

relieved. A transfer briefing should summarize the activities of the past shift, identify "open" incidents or 

activities, and if time permits, be accompanied by a short written summary of the same information for later use 

during the operation, or at a post-operation debriefing. 

ECC Security 

During a major emergency, it is important to provide a secure workplace for the staff of the ECC. There is a 

natural tendency for many people to congregate and learn the latest information on the event. This can be very 

disruptive to the people operating in the ECC. It is the responsibility of the Logistics Section Chief to provide 

security services to all aspects of the ECC. Employees, contractors, or volunteers may provide these services. To 

secure the ECC when activated, a sign-in/sign-out procedure will be used (see next page). ECC staff will be issued 

a vest with position name tags at entry. 

Check In  

All personnel who arrive at the ECC must check-in at personnel unit (Logistics), receive their assignments, and 

are recorded in the ECC Duty Roster. The roster is used to identify who is working in the ECC (see next page). 

Each authorized person entering and leaving the ECC is required to sign in and out accordingly.   
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ECC Duty Roster 
Check-in/Check-Out List 

Event: Operational Period: 

Date: Check-In Location: 

Print Name (Last/First) Agency/Organization 
Time of 
Check-In 
(24 hr) 

ECC Assignment 
(Section/Function) 

Time of 
Check-Out 

(24 hr) 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

Page _____of______ Prepared By (Name & Position): 
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EMERGENCY OPERATIONS LOG 

Incident:  

Date Time (24 hr) Event/Activity 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

Page ____ of ____ 
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Staffing  

The ECC must function on a 24/7 basis from activation until demobilization. The ECC Director will determine 

appropriate staffing for each activation level based upon an assessment of the current and projected situation. 

While the immediate solution may be to establish several complete shifts for the duration of operations, there 

are seldom the resources or facilities to sustain this approach. General and Management Staff positions in the 

organization should be filled by designated qualified individuals. Initially, all positions may be staffed by the 

available individual most qualified in the function to be performed.  

The ICS “Quick Reference Guide” on page 32 serves as a reference for the initial assignment of roles at the ECC, 

and is augmented by the ECC Emergency Response Procedures found in Part 2. These checklists of potential 

actions can be used to assist personnel (within the ICS structure) with initiating and maintaining ongoing 

activities within the ECC.  

Depending on the nature of the emergency, representatives from a number of external agencies may participate 

in or provide support to the ECC (Appendix E). 

ECC Positions and Functions 

ECC positions and functions are described in terms of the REMP Initial ECC Organization (see next page). These 

positions have been divided into 5 key positions: 

1. ECC Director  

2. Operations Section Chief 

3. Planning Section Chief 

4. Logistics Section Chief and Scribe 

5. Finance & Administration Section Chief 

*Note that each position and associated functions are described in terms of general guidelines for operations. 

The tasks described are generic in scope but can be adapted to different types and scales of incidents. 

Some key agencies and organizations that may be represented in the Regional ECC Operations Section include: 

 R.C.M.P. 

 Fire Chief 

 Emergency Social Services 

 Emergency Medical Service 

 Utilities (water, gas, power) 

 School Division 

 Alberta Health Services 

 Ministry of Transportation 

 Local Health Agency Representative  

 Provincial/federal government agencies 
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Position Descriptions 

ECC Director & Information Officer: 

The ECC Director is responsible for the overall coordination and management of the ECC. Key responsibilities of 

the ECC Director include assessing of the situation and determining the appropriate level (1, 2, or 3) of 

activation. The appropriate level of staffing must be determined by the ECC Director and general staff in order to 

effectively respond to the scale of the incident. Most important, the Director sets priorities for response efforts 

in the affected area(s). Within the ECC it is important that the ECC Director keep in constant communication 

with the sections and respective section chiefs. In conjunction with these responsibilities, the Director is charged 

with the role of employing proper risk management procedures, and liaising between the various agencies and 

branches of the ECC.  

The ECC Director’s role works in tandem with the role and responsibilities of the Information Officer. The 

Director is in frequent communication with the Information Officer in order to effectively deliver appropriate 

public information and best methods of dissemination. The Information Officer is the point of contact for all 

media and other members of internal and external agencies. The Risk Management and Liaison officer’s roles 

and responsibilities fall with the ECC Director unless specific individuals have been appointed to those positions. 

The ECC Director will appoint an administrative assistant to adopt the role of Scribe with such duties as 

recording minutes in meetings and conversations The ECC Director may delegate additional tasks as required to 

the person assigned to the role of scribe. The Scribe will report directly to Logistic Section Chief. 
 

Operations Section Chief: 

The Operations Section Chief assists in ensuring that all functions, including the coordination of response for all 

operational functions are carried out. The Operations Section Chief is responsible for participating in the 

development of the Action Plan and ensuring that the operational objectives and assignments established in the 

Action Plan are carried out. In addition, conducting operations briefings for the ECC Director as required and 

ensuring that the Planning Section is provided with Branch Status and Major Incident Reports are also integral 

components of this role.  
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Planning Section Chief 

The Planning Section Chief is responsible for many duties, including the collection, analysis and presentation of 

situation information, and the preparation of situation reports. Preparing and distributing the ECC Action Plan 

and facilitating meetings for the development of this plan are also important duties of this position. The 

Planning Section Chief is also responsible for the provision of technical support services to the various ECC 

sections and branches, and to document and maintain files on all ECC activities. Furthermore, this section aids in 

tracking assigned resources, developing alternatives for tactical operations, and aiding in the preparation of 

incident action plans for each operational period. Establishing an appropriate level of organization for the 

Planning Section and exercising overall responsibility for branch coordination are additional roles of the Section 

Chief. Communication between the Planning Section Chief and the ECC Director is a priority, keeping the ECC 

Director informed of any significant issues. Finally, the Planning Section Chief must manage the completion of 

Branch Status Reports and ensure they are utilized for Situation Status Reports and the ECC Action Plan.  

Logistics Section Chief 

The Logistics Section Chief is responsible for providing services and support for the ECC and the incident. All 

service and support requests must be promptly addressed by the Logistics Section Chief in order to effectively 

support the incident and the ECC. The Logistics Section Chief is required to participate in developing and 

implementing the incident action plan. 

Finance Section Chief 

The Finance & Administration Section Chief is responsible for monitoring and management of incident related 

costs & finances, scheduling of staff and resources, resource procurement, and compensation. The Finance and 

Administration Section Chief has the ability to activate units within the section as necessary. It should be noted 

that this section is interrelated with the Logistics section. As many of the activities that occur within the logistics 

section amongst other sections are very much interdependent 
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ECC Quick Reference Guide
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ECC Position Log  

All participants (agencies/departments) working at the ECC are required to maintain an ECC Position Log for 

their respective role and responsibilities (see next page). These logs will be continuously available to the ECC 

Director or Designate (e.g., ECC Scribe), so that an ECC Main Event Board can be maintained within the ECC. 

The following applies to all Logs: 

• Must be hand-written and contain sufficient information to provide the gist of important telephone 

calls, messages, and actions taken. 

• Written messages received are to be filed separately and referred to by a message number in the log. 

• Log entries will be numbered in sequence. 

• Log sheets are to be photocopied in duplicate. One copy remains at the originator's desk, and the other 

is passed to Finance and Admin staff for consolidation in the master log. 

Importance 

It is extremely important to accurately document actions taken during emergencies. The following items must 

be documented: 

•  Policy decisions 

•  ECC decisions / direction 

•  Resource requests 

•  Personal logs 

•  Functional position logs 

ECC Main Event Status Board  

The ECC Director (with assistance from the ECC Admin Support/Scribe) will ensure that all incoming information 

relevant to the emergency is posted on a Main Event Status Board to ensure timely sharing of information from 

all ECC representatives. It should be placed in such a way as to be clearly visible to all members of the ECC, and 

can be created on a white board, chalk board, or computer (with an overhead projector and screen). 

Reduced Staffing 

Based on the previously described Activation Levels, all positions required will be staffed to allow 24hr 

operation, after which reduced strength options can be considered for implementation on a section by section 

basis. 
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POSITION LOG 

Event: Function: Position: 

Operational Period:  Date: 

 

LOG 

Time 
(24hr) 

TO FROM ACTION FOLLOW-UP CLOSED 

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

      

Page ___of ___ 
    



 

REMP Revision: 0/0 Page 33 
 

ECC Event Status Board 

Incident # 
Date/Time (24 hr) 

YY/MM/DD 
Incident Details 

Actions Taken 
(Including resources deployed) 

Open/Closed 
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Equipment and Supplies  

The RDEM maintains a complete list of equipment and supplies that are dedicated to use within the ECC.  

The ECC contains information display materials, telecommunications and any additional supporting equipment, 

documents, and supplies required to ensure efficient operations and effective emergency management on a 24-

hour per day basis. In addition, power generation capabilities and other special life support systems may be 

required to allow for continuous operations apart from normal public utilities and services. 

 
ECC Characteristics  

The primary or alternate ECC will have the following characteristics:  

 Controlled access  

 Communications  

o Radio  

o Telephone (line load protected)  

 Auxiliary power supply  

 Operational display boards  

 Rest area  

 Internet access (email capabilities)  

 Drinking water  

 Facilities for media briefings (Front Office/Meeting Room)  

 Washroom facilities  
 

ECC Equipment and Supplies  

Desired equipment and supplies for the ECC:   

 Regional Emergency Management Plan 

and Sub-Plans 

 Desks and chairs  

 Display boards  

 Message center  

 Television set/DVD player  

 AM/FM radio  

 Projection screen and overhead projector  

 Tables  

 Clock  

 Computers  

 Photocopier  

 

 Telephones (listed and unlisted numbers)  

 Fax machine  

 Resource inventories  

 Local and regional maps  

 Aerial photos  

 Utility maps  

 Evacuation route maps  

 Identification tags/vests  

 Video camera  

 Message forms  

 Operation Log sheets  

 Other forms 
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The typical layout of our primary and secondary ECC. 

 

 

 

 

 

 

 

 

 

 

 

Information removed due to protect confidential material which cannot be released to the public; is included in 

the Operating Plan. 
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Worker Care  

The operations of an ECC during an emergency or disaster may require staff to work extended hours and in 

stressful circumstances. These issues must be considered in ECC operation:  

a) Extended Hours.  

 The provision of overnight accommodation will extend beyond normal working hours and could require 

multiple staff shifts. The ECC Director will identify the appropriate levels of staffing for the ECC and plan 

shift schedules.  

 Personnel should be prepared to bring their radios, cellular phones, chargers, laptops, comfortable 

clothes and shoes as well as personal items such as medication. There is often idle time during an 

emergency so personnel may also want to bring a work project or reading material.  

 When a staff member transfers their responsibilities to another, a simple but formal transfer briefing 

will be required. Shifts, therefore, will be no longer than 8 – 12 hours and will overlap by 15-30 minutes 

or so to prevent a staff position from being inadequately relieved. A transfer briefing should summarize 

the activities of the past shift, identify ongoing incidents or activities and, if time permits, be 

accompanied by a short written summary of the same information for later use during the operation or 

for the AAR. 

b) Staffing Considerations.  

 Time must be allowed for rest, meals, etc.  

 Rules and regulations regarding safety and overtime, etc. are not necessarily suspended on account of 

the emergency.  

 Briefings and conferences that are held outside of designated shifts will be held to a minimum so that 

personnel have a chance to unwind during necessary rest times.  

c) Managing Staff Under Stress.  

The ECC Director must be constantly aware of the working conditions and stressful events that could affect the 

staff’s ability to function. Methods available to help employees cope with stress are:  

 Debriefing is commonly held at the end of a shift to review operational procedures and identify 

immediate areas requiring attention and/or changes.  

 Defusing is a much shorter, less formal and less structured version of a critical incident stress debriefing 

(CISD). A defusing is held within 12 hours of the event and usually lasts about 30 to 45 minutes. The 

defusing involves all members who experienced the emotional event. A defusing is a short-term fix for 

an immediate reaction to a troubling event and its purpose is to allow the affected personnel to express 

their feelings and to prepare them to go back to work.  
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 CISD is a group meeting conducted in a confidential environment which provides a forum for individuals 

to vent their emotions and express their reactions to the event.  

 Post-Operation Debriefing - Soon after demobilization all personnel involved will be invited to attend a 

formal debriefing with a view to improving response capabilities. During the debriefing, Lessons Learned 

are recorded as well as participants’ comments on the current plans and procedures.  

Critical Incident Stress Management  

Critical Incident Stress Debriefing (CISD) is fundamental component of the REMP. It is imperative that the 

resources be made available to assist any person(s) (including response personnel) involved in an emergency 

within the scope of the REMP.  

The following list provides examples of some critical incidents that could require CISD:  

 Line of duty fatality;  

 Serious line of duty injury;  

 Mass casualty incident;  

 Significant event involving children, relatives or known victims;  

 Prolonged incident, especially with loss;  

 Death to person caused by emergency response actions; or  

 Event becoming personalized because personnel identify with victims.  

 

CISD shall be initiated in any situation in which CISD assistance is required, and will be coordinated with the 

DEM.   
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2.3 Emergency Response Protocols  

The following five types of incident responses are to be used to describe the magnitude of an emergency within 

the County, Towns, or Summer Village, to enhance the REMP activation and communication process.  

 

 

Figure 4—Type 5 Incident 

Type 5 Incident  

 The incident can be handled by one or two single (local) resources with up to six personnel.  

• Command and General Staff positions (other than the Incident Commander) are not activated.  

• A verbal Incident Action Plan (IAP) is required. No written IAP other than Form 201.  

 The incident is contained within the first operational period and often within an hour to a few hours after 

resources arrive on scene.  

 The event may require partial activation of the Municipal primary or alternate ECC.  

Example—Small isolated fire, short-term interruption of utilities, small chemical spill, or vehicle incident 
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Figure 5—Type 4 Incident 

 

Type 4 Incident  

 Command Staff and General Staff functions are activated only if needed.  

• Several resources are required to mitigate the incident, including a Task Force or Strike Team.  

• The incident is usually limited to one operational period in the control phase.  

• The agency administrator may have briefings, and ensure the complexity analysis and delegation of 

authority is updated.  

• No written Incident Action Plan (IAP) is required, but a documented operational briefing (ICS Form 201) 
will be completed for all incoming resources  

Example—Small chemical release/spill, apartment bldg. fire, forest fires affecting large areas of the region, 

short-term interruption of utilities.  
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Figure 6—Type 3 Incident 

 

Type 3 Incident 

 When capabilities exceed initial response, the appropriate ICS positions should be added to match the 

complexity of the incident.  

• Some or all of the Command and General Staff positions may be activated, as well as Division/Group 

Supervisor and/or Unit Leader level positions.  

• A Type 3 Incident Management Team (IMT) or incident command organization manages initial action 

incidents with a significant number of resources, an extended response incident, or an expanding incident 

until transition to a Type 1 or Type 2 team.  

• The incident may extend into multiple operational periods.  

• A written IAP may be required for each operational period.  

Example—Localized chemical/gas release, mass casualty incident, severe winter weather, or water 

contamination, bank robbery with hostages, mass shooting/terrorist act, pandemic outbreak, prolonged utility 

outage 
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Figure 7 – Type 2 Incident 

 

Type 2 Incident 

 A Type 2 incident may require the response of resources out of area, including 

regional/provincial/territorial and/or national resources to effectively manage the operations and 

command and general staffing.  

• Most or all of the Command and General Staff positions are filled.  

• Operations personnel normally do not exceed 200 per operational period and total incident personnel do 

not exceed 500 (guidelines only).  

• Many of the functional units are needed and staffed.  

• The incident extends beyond the capabilities for local control and the incident is expected to go into 

multiple operational periods.  

• A written IAP is required for each operational period.  

• The agency administrator/official is responsible for the incident complexity analysis, agency administrator 

briefings, and written delegation of authority.  

Example—Large scale chemical/gas/toxic release, mass flooding, cargo jet crash. 
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Figure 8 – Type 1 Incident 

 

Type 1 Incident 

• This type of incident is the most complex to safely and effectively manage and operate.  

• All Command and General Staff positions are activated.  

• Operations personnel often exceed 500 per operational period and total personnel will usually exceed 

1,000.  

• Branches need to be established.  

• The agency administrator/official will have briefings, and ensure that the complexity analysis and 

delegation of authority are updated.  

• Use of resource advisors at the incident base may be recommended.  

• There is a high impact on the local jurisdiction, requiring additional staff for office administrative and 

support functions  

Example—municipality on fire, tornado destroys municipality, major chemical spill/gas/toxic release 

ECC Emergency Response Procedures are outlined in Part 2, and are to be used to provide the applicable 

potential actions that may be needed to meet emergency situations. Additional response details are found in 

applicable Contingency Plans found in Part 3. 
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2.4 Declaration (and Termination) of a SOLE  

As per the Alberta Emergency Management Act, and the County/Town/Summer Village by-laws (see Appendix 

C):  

 The Council of the County/Town/Summer Village may, at any time when it is satisfied that an emergency 

exists or may exist, by resolution, make a declaration of a state of local emergency (SOLE); or  

 The CEO (or his/her designate), or two Councilor’s of the County, Town, or Summer Village, at any time, 

may declare a SOLE if they are satisfied that an emergency exists relating to all or any part of the 

municipality.  

The conditions under which a SOLE exists or may exist include:  

 Inadequacy of existing legal authority to respond effectively to the emergency.  

 Potential inadequacy of existing legal authority to respond effectively.  

 A general warning to the population.  

 Notification to other governments.  

 Provision of liability protection for all agencies involved in emergency response.  
 
Forms to declare, renew, or terminate a SOLE are found in Appendix C.  

Procedure:  

1. Contact authorized Council members from the municipality affected by the emergency to declare a 

SOLE.  

i. The affected municipality declares, by resolution, a SOLE.  

2. Complete a “Declaration of a State of Local Emergency” form (see Appendix C).  

i. Have the form signed by the authorized individuals. If Council members have declared in absentia 

by phone, sign and date the document, list the means of contact, and obtain Council member 

signature(s) as soon as possible.  

ii. Ensure the declaration is recorded in the Municipal Register as soon as feasible.  

3. Make a public announcement of the declaration.  

i. Complete a public announcement form.  

ii. Publish the public announcement by such means considered most likely to make the declaration 

known to the population of the area affected. Contact local media to assist with making the 

declaration public (see Appendix A).  

4. Forward a copy of the official declaration to the Minister responsible for the AEMA, or provide a copy to 

the AEMA Field Officer.  

i. Should the declaration be terminated by Council, or be renewed by Council, the Minister must be 

notified. The declaration lapses after seven (7) days, or may be cancelled by the Minister.  
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DECLARATION OF A STATE OF LOCAL EMERGENCY 

Whereas an emergency exists in the 
______________________________________________________________  
 
due to  
_________________________________________________________________________________________
__  

(Enter a description of the nature of the emergency) 
  

Therefore, the Council of ____________________________, pursuant to Section 21 of the Alberta Emergency 
Management Act and Sections 8 and 9 of: 
 

 County of St. Paul NO. 19 – Bylaw 2014-30 

 Town of St. Paul – Bylaw 1209 

 Town of Elk Point – Bylaw 731/14 

 Summer Village of Horseshoe Bay – Bylaw 106/2014 
 
Declares that a state of local emergency exists in the 
________________________________________________. 
  
A Map is attached due to the inability to specifically identify the exact boundary and due to the severe 
nature of the emergency. 
 
  

Time: ______________________________ Date: ___________________________  
 
 
Signature: _____________________________________________________ 

 

Fax to:  

Alberta Emergency Management Agency – NE District ...................................................................... 780-645-6352  

Notes:  

1. If the whole of the municipality is not affected, describe the area in which the emergency exists.  

2. Ensure that the declaration is entered in the municipal register.  

3. Immediately after making the declaration, publish the details of the declaration by such means considered 

most likely to make them known to the population of the area affected.  

4. Forward a copy of the declaration to the Minister Responsible for AEMA. 

5. A declaration of a state of local emergency lapses seven (7) days after its making by a local authority unless it 

is cancelled earlier by the Minister, or terminated by the local authority, or unless it is renewed by the local 

authority.  
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Public Announcement 
Following the “Declaration of a 

State of Local Emergency” 

“The Council of ______________________________ declares that a State of Local Emergency exists or may 
exist  
 
 
in the 
______________________________________________________________________________________  

(describe affected portion of the municipality) 
 
due to 
_____________________________________________________________________________________”  

(enter a description of the nature of the emergency) 

A Map is attached due to the inability to specifically identify the exact boundary and due to the 
severe nature of the emergency. 
 

“The public is advised that for the duration of the emergency, the local authority may take any 
action it deems necessary to deal with the situation.” 
 

  

Time: ______________________________ Date: ___________________________  
 
 
Signature: _____________________________________________________ 
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Termination of Declaration of a 
State of Local Emergency 

Under the Regional Emergency Management Bylaw, Council has delegated its authority pursuant to 

the Emergency Management Act to the Chief Elected Official (or designate), or any two (2) 

Councilor’s. The Chief Elected Official (or designate), or any two (2) Councilor’s, therefore, by 

resolution would terminate the State of Local Emergency prior to the seven (7) days. 

Moved by __________________________ (name), the _______________________________, under 

authority of the Regional Emergency Management Bylaw, hereby terminates the State of Local 

Emergency declared on _____________________________ (date) at _____________________ 

(time),  

related to 

__________________________________________________________________________  

__________________________________________________________________________________

_ . 

(describe nature of emergency) 

 
 

Fax to:  

Alberta Emergency Management Agency – NE District ...................................................................... 780-645-6352  
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2.5. Alberta Emergency Alert  

Should lives be in danger, or potentially in danger and immediate public warning is required, the Alberta 

Emergency Alert must be activated by one of the authorized users (see Appendix A). Alberta Emergency Alert is 

used for two types of alerts: Critical Alerts and Information Alerts 

Critical Alerts—where public safety is threatened and time is essential. Alberta Emergency Alert will interrupt 

radio and television immediately. These alerts will also be displayed on the Alberta Emergency Alert website and 

Really Simple Syndicate (RSS) Feed. The following types of alerts may become Critical Alerts:  

 

 Aircraft Crash  

 Amber Alert  

 Catastrophic Loss of 

911  

 Civil Emergency  

 Chemical/Biological/ 

Radiological Threat  

 Dam Overflow  

 Dangerous/Deadly Air 

Quality or Water 

Issues  

 Earthquake  

 Flash Flood  

 High-intensity or Large 

Spread Urban Fire  

 Industrial Fire  

 Infectious Disease  

 Landslide  

 Magnetic Storm  

 Terrorism  

 Train Derailment  

 Meteorite/Falling Object 

(e.g., Space Satellite)  

 Wildfire/Forest Fire  

Information Alerts—may include any of the above alerts where public safety is not under an immediate threat, 

but where the public may benefit from the information to increase their personal preparedness. They may also 

include: 

 Animal 

Health/Dangerous  

 Avalanche 

 Flash Freeze/Wind Chill 

 Freezing Rain 

 Hazardous Materials 

 Wind/Dust Storm  

 Heavy 

Rainfall/Thunderstorm 

 High Heat/Humidity 

 Missing Vulnerable 

Person 

 Overland Flood 

 Plant Infectious Disease 

 Product Safety 

 Public Service Disruption 

(School Lockdown, 

Transit/Bridge/Road 

Closure, Critical Service 

Outage) 

 High Water 

 Utility Outage 

 Winter Storm 

 

All authorized users are required to make practice alerts on the Alberta Emergency Alert website at least every 

six months. A list of authorized users can be found in Appendix A. 

List of Frequencies and Channels for Emergency Service 

 

 

Information removed for the protection of confidentiality. 
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2.6. Mutual Aid  

If the County/Town of St. Paul, Town of Elk Point, or Summer Village of Horseshoe Bay is experiencing an event 

of such magnitude that their response is beyond their capability, assistance can be obtained from neighboring 

municipalities, industrial and provincial government agencies.  

Emergency response personnel and equipment responding to a mutual aid request are at all times under the 

direct command of their own respective services, but will be integrated into the command structure of the host 

community.  

Decisions regarding deployment of on-site mutual aid resources are the responsibility of the Incident 

Commander. It is also essential that all actions be coordinated with the ECC Director to ensure that overall 

response activities are effective.  

Disaster Mutual Aid Agreements  

Requests for mutual aid assistance from other municipalities with whom mutual aid agreements exist shall be 

made in accordance with the applicable agreement(s) found in Appendix E. The RDEM has the original signed 

copies of the agreements. 

Requests will be initiated by an elected official or designate of the requesting party.  

Fire Mutual Aid Agreements  

Neighboring municipality Fire Departments agree to assist each other in time of need via a Fire Mutual Aid 

Agreement. Requests will be initiated by the Fire Chief or Senior Officer at the incident.  
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Functional Responsibilities  

2.7. Emergency Management Planning Organization  

Figure 1 outlines the regional structure in support of the design and maintenance of the REMP.  
 

 
 

Figure 9—Regional Emergency Management Planning Organization 
 

Emergency Advisory Committee 

The Alberta Emergency Management Act requires the local authority (Mayor and Council) to appoint an 

emergency advisory committee consisting of a member or members of the local authority to advise on the 

development of emergency plans and programs. This committee provides a communications link between the 

Regional Emergency Management Agency and the local authority. The Town of St. Paul has appointed three, and 

the County of St. Paul, Town of Elk Point, and Summer Village of Horseshoe Bay each have appointed two 

members from their Councils to serve on their respective Emergency Advisory Committees. Committee 

members are identified in Appendix A.  
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Municipal Emergency Management Agency 

The Alberta Emergency Management Act requires the municipality to establish and maintain a Municipal 

Emergency Management Agency. This agency, which is made up of the representatives of emergency response 

groups, acts as the agent of the local authority to carry out the local authority’s statutory powers and obligations 

under the Act. Members of the Emergency Management Agency are identified in Appendix A. The Act allows for 

an Emergency Management Agency to be maintained by, and act as the agent of, more than one local authority 

(without a ministerial order). Therefore, a Regional Emergency Management Agency has been established for 

the local authorities of the County of St. Paul, Town of St. Paul, Town of Elk Point, and Summer Village of 

Horseshoe Bay.  

Director of the Emergency Management Agency  

The Alberta Emergency Management Act requires the appointment of a Director of the Municipal Emergency 

Management Agency (DEM). Our Regional DEM has been appointed by applicable Councils and is identified on 

page 9.  

2.8. Incident Command System (ICS)/ Incident Management System 
(IMS) 

Emergency response activities involving the REMP will be based on the ICS model (as a component of its overall 

IMS) that establishes procedures and guidelines to control personnel, facilities, equipment, and communication 

under the direction of an IC at an Incident Command Post. The ICS is "a systematic tool used for the command, 

control, and coordination of emergency response". An ICS is based upon a changeable, scalable response 

organization providing a common hierarchy within which people can work together effectively. 

The ICS divides the management of an emergency into five major functional areas (command, operations, 

planning, logistics, and finance/administration). Additional command support functions (safety, public 

information and liaison) are added as deemed necessary (see Figure 2). This structure will be mirrored in the ECC 

(see figure 10). The ICS model used in this plan is supported by ICS training (ICS 100, 200, 300, and 400), 

available through AEMA.  

The ICS system will be used or applied from the time an incident occurs until the requirement for management 

and operations no longer exist or are required. 
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Figure 10—The Incident Command System  

The structure of the ICS will expand or downsize within a manageable “span of control”, depending on the 

changing circumstances of an emergency. The system is designed to be flexible, and may require personnel to fill 

multiple roles, but shall be expanded if effective management of the emergency is or may become 

compromised.  

The emergency site(s) will be under the control of the highest ranking emergency services person on site, or as 

designated by the RDEM (or Designate). In all cases, the decision of the RDEM (or Designate) shall supersede any 

prior appointment of an IC. The checklists on pages 59 and 60 are to be used to assist the IC and Site PIO (when 

designated), with managing the emergency response at the site. See Part 2 for specific response procedures 

related to the ECC.  

The IC will have control of the emergency site for which the IC has operational authority. All operations within 

the emergency site will be the responsibility of the IC. All operations outside the site perimeter, and all support 

functions for the site, will be the responsibility of the ECC. Should the emergency not be restricted to one site, 

the ECC may appoint additional ICs for additional emergency sites as required.   
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2.9. Emergency Management Roles and Responsibilities  

ROLE RESPONSIBILITIES 

ELECTED OFFICIALS 

Council 

 Responsible for overall response and coordination of 
emergency/ disaster that impacts, or could imminently 
impact, the County/Town/ Summer Village, unless the 
Government of Alberta assumes direction and control 
under the authority of the Emergency Management 
Act.  

 Provide ongoing support and initiate actions as may be 
required/ specified within the Emergency 
Management Act (e.g., declaration of a SOLE).  

 Appoint the DEM.  

Emergency Advisory Committee  
 Review the REMP.  

 Advise Council on the development and ongoing 
status of the REMP.  

EMERGENCY MANAGEMENT AGENCY  

Emergency Management Agency (Regional)  

 Act as the agent of the local authorities in exercising 
the local authorities’ powers and duties under the 
Emergency Management Act.  

 Meet annually to review and update the REMP, as well 
as member respective emergency plans.  

Regional Director of Emergency Management 
Agency (RDEM)  

 Act on behalf of County/Towns/Summer Village 
Councils, and coordinate all emergency services and 
other resources used in the emergency. In his/her 
absence, the Deputy Director will act in this capacity.  

 Prepare and coordinate emergency plan and programs 
for the County/Towns/Summer Village.  

 Act as Director of the regional ECC on behalf of the 
Emergency Management Agency.  

 Perform other duties as prescribed by the local 
authority(s).  

Emergency Management Agency Admin 
Support (Scribe)  

 Support the ECC by recording all communication and 
actions relating to the work of the Emergency 
Management Agency.  

 Other duties as assigned by the DEM.  

Emergency Management Agency Resource and 
Volunteer Coordinator  

 Maintain emergency volunteer coordination as 
specified by the DEM.  

Emergency Management Agency 
Communications  

 Develop and maintain the REMP Communications 
Plan.  

 Work with the DEM to coordinate information for 
public release.  

 Coordinate media presence/interviews, when 
applicable.  
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ROLE RESPONSIBILITIES 

EMERGENCY MANAGEMENT AGENCY cont’d 

Emergency Management Agency Alberta Health 
Services  

 Establish and maintain emergency health services in 
coordination with the DEM.  

 Work with municipal health facilities that may require 
municipal resources in the event that it becomes 
necessary to implement their Hospital Emergency 
Plan.  

Emergency Management Agency Director of 
Emergency Social Services  

 Establish and maintain emergency social services for 
evacuees (reception, registration & inquiry, clothing, 
food, personal services, security, volunteer services), 
in coordination with the DEM.  

Emergency Management Agency RCMP Liaison  

 Provide law enforcement expertise and participate in 
the maintenance (e.g., exercises) and implementation 
of the REMP.  

Emergency Management Agency Fire Liaison  

 Provide fire service expertise and participate in the 
maintenance (e.g., exercises) and implementation of 
the REMP. 

Emergency Management Agency EMS Liaison  

 Provide EMS expertise and participate in the 
maintenance (e.g., exercises) and implementation of 
the REMP.  

Emergency Management Agency Public Works 
Liaison  

 Provide Public Works expertise and participate in the 
maintenance (e.g., exercises) and implementation of 
the REMP.  

Emergency Management Agency School Board 
Liaison  

 Provide expertise related to schools and participate in 
the maintenance (e.g., exercises) and implementation 
of the REMP.  

Emergency Management Agency Utilities 
Liaison(s)  

 Provide Utilities expertise and participate in the 
maintenance (e.g., exercises) and implementation of 
the REMP.  

Other Emergency Management Agency Liaison(s)  

 Other representatives may be invited to participate as 
necessary, when specific areas of expertise are 
required.  

Note: The DEM may transfer specific roles within the Regional Emergency Management Agency to the ECC structure (see Figure 

11). 

ROLE RESPONSIBILITIES 

EMERGENCY COORDINATION CENTRE—ECC (color-coded as per the ICS)  

ECC Director 

 Maintain overall authority/responsibility for ECC 
operations.  

 Provide leadership to the ECC Management Team.  

 Establish/approve ECC objectives.  

 Establish expenditure guidelines and limits.  

 Communicate with elected officials.  

 Conduct ECC Management Team briefings.  
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ROLE RESPONSIBILITIES 

ECC Admin Support (Scribe) 

 Support the ECC by recording all communication and 
actions relating to the work of the ECC.  

 Reports to the Logistics Section Chief. 

 Other duties as assigned by the ECC Director.  

ECC Safety Officer 

 Monitor ECC safety.  

 Maintain link with Safety Officer at site.  

 Identify/analyze liability/loss exposures.  

 Assess unsafe situations and halt operations if 
necessary.  

 Recommend safety modifications to Operations Lead.  

ECC Liaison Officer 

 Ensure required agencies are in ECC.  

 Act as primary ECC contact with external agencies.  

 Assist ECC Director with briefings and meetings.  

 Maintain regular contact with all ECC personnel.  

ECC Public Information Officer 

 Work with ECC Director to coordinate information for 
public release.  

 Coordinate media presence/interviews, when 
applicable.  

 Liaise with other Information Officers.  

ECC Operations Section Lead 

 Communicate with site/field personnel.  

 Support site operations.  

 Coordinate multi-agency responses (e.g., police, fire, 
EMS, emergency social services, utilities).  

 Deploy/track ECC-issued site resources.  

ECC Planning Section Lead 

 Collect, evaluate and display information.  

 Develop Action Plans and Situation Reports.  

 Conduct long-term planning.  

 Recommend alternative actions.  

 Maintain overall resource and event status.  

ECC Logistics Section Lead 

 Provide IT/communications support.  

 Arrange transport resources.  

 Arrange responder/personnel support.  

 Order/supply requested resources.  

ECC Finance/Admin Section Lead 

 Monitor response and recovery costs, as per the 
expenditure guidelines established by the ECC 
Director/estimate overall costs.  

 Support contracts and procurement.  

 Track personnel time.  

EMERGENCY SITE  

Incident Command (IC) 

 Command/coordinate operations at the emergency 
site.  

 Maintain communications with the DEM (or 
Designate).  

Other ICS roles as necessary that mirror ECC organization  

Figure 11 – ECC Structure 
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Government of Alberta Roles and Responsibilities  

The Alberta Emergency Management Agency (AEMA) also has roles and responsibilities in support of the REMP, 

which include, but are not limited to the following:  

 Advise and assist municipal authorities in maintaining and implementing their emergency plan.  

 Assist with the coordination of industrial operator emergency response plan activation.  

 Inform the public and media in conjunction with local authorities and other involved agencies.  

 Provide or arrange for the provision of on- and off-site monitoring and evaluation of the threat.  

 Assist with the coordination of specialist advice, equipment, manpower and road closures.  

 Ensure the safe removal of dangerous goods and post-event cleanup standards are met.  

 Assist with the coordination of implementing Mutual Aid agreements with neighboring municipalities.  

 Help to monitor health and safety standards of workers and other outside agencies.  

 Provide liaison with federal agencies (note: requests for emergency response resources from the federal 

government must be channeled through the Provincial Emergency Operations Centre – POC).  

Provincial Operations Centre (POC)  

The RDEM (or Designate) will communicate directly with the AEMA Field Officer who will be in communication 

with the POC in the event of an emergency in which the County/Town/Summer Village needs to notify or obtain 

assistance from the Government of Alberta. The following are occasions in which a local authority may need to 

contact the POC:  

1. For any incident that is beyond the scope, or may become beyond the scope, of the municipality’s 

resources to provide an adequate response.  

2. Upon the declaration of a SOLE, or the extension or cancellation of an already declared SOLE. The SOLE 

form needs to be faxed to the POC.  

3. Upon the activation of a Municipal ECC:  

4. For any evacuation that requires the activation of a Reception Centre by municipal ESS.  

5. For any significant or long-term disruption or potential disruption of critical community services 

including:  

a. Fire;  

b. Police;  

c. Hospital;  

d. ESS;  

e. Utilities (water treatment, phones, electricity, gas, etc.);  

f. Major transportation routes (including rail);  

g. Emergency management systems; 911; or Emergency Alerting Systems.  

6. For any incident for which the municipality has requested, or anticipates the possible need to request, 

the assistance of a provincial or federal department or agency.  
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7. For any emergency incident that crosses, or has the immediate potential to cross, municipal boundaries.  

8. For any event within the municipality that directly affects, or has the potential to directly affect, 

provincial/federal employees and/or provincial/federal infrastructure (e.g., a fire in a provincial office 

building).  

9. For a high intensity residential fire, defined as a fire that involves three or more adjacent dwellings 

(homes, mobiles, homes, apartments or condominiums), including those under construction.  

10. When fire investigation support is required. All reportable fires must still be reported to the Fire 

Commissioner’s Office, even if investigative support is requested. Reportable fires are defined in the 

Administrative Items Regulation of the Safety Codes Act.  

11. At any time when a municipality is unsure which external agency or resource to call to report and/or 

request assistance with an emergency incident.  

12. Following any activation of the Alberta Emergency Alert system, or in the event of any difficulty in 

activating an alert.  
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ON-SCENE INCIDENT COMMANDER (IC) CHECKLIST 

COMPLETE TASK  

 Assess the situation.  

 Ensure the safety of personnel  

 Coordinate the operations of the emergency site.  

 Designate a Scribe to maintain a log.  

 Establish communications with the DEM/ECC Director (or Designate).  

 Relay any requests for equipment, manpower or mutual aid to the ECC.  

 Keep the DEM/ECC Director (or Designate) informed of on-site 
developments, progress made, problems encountered, and assistance 
required.  

 Designate a Site Public Information Officer (PIO). Coordinate media response 
through them and/or the ECC PIO.  

 Establish inner/outer perimeters.  

 Establish an Incident Command Post.  

 Establish perimeter and Incident Command Post security.  

 Establish a suitable staging area.  

 Designate a Media Centre (if applicable).  

 Develop shift schedules.  

 Establish a rest/rehabilitation area in the outer perimeter.  

 Determine short-term needs.  

 Assess long-term needs.  





Maintain log of actions taken.  
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SITE PUBLIC INFORMATION OFFICER (PIO) CHECKLIST 

COMPLETE TASK  





Report to the Incident Commander (IC).  





Participate in all planning meetings.  





Establish communications links with ECC PIO.  





Consult with ECC PIO on significant developments.  





Have all press releases and media briefings approved by the DEM/ECC 
Director or ECC PIO before releasing.  





Verify operational status of Media Centre, if established.  





Support news release to the public and include:  

 What happened  

 Request public support  

 Give telephone number for public information  

 Any other information and instructions  





Schedule periodic site media interviews (with pre-approval from ECC PIO).  





Monitor news reports (e.g., TV and Radio).  





Call in support staff, as required.  





Consider local radio station or cable channel for public information 
assistance.  





Determine short-term needs.  





Assess long-term needs.  





Conduct final media briefing(s).  





Maintain log of actions taken.  
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FIRE SERVICES ECC CHECKLIST 

COMPLETE TASK  


Report to the DEM (or Designate) for briefing.  


Establish Site – ECC communications  





Communicate with the Senior Fire Officer at site to obtain all available 
information on the emergency, including resources committed and available 
on standby.  





Coordinate firefighting operations.  





Activate Fire Services emergency plan, as required.  





Coordinate casualty search operations.  





Identify available resources from Mutual Aid municipalities.  





Ensure dangerous goods support agencies are contacted, if necessary.  





Assist with evacuation of buildings and residential areas.  





Provide status update and situation report to the DEM (or Designate) – 
highlight emergency problem areas or unusual resource requirements.  





Ensure emergency-related information is displayed on operations map and 
main event board.  





Ensure utility support agencies are contacted, if necessary.  





Call in support staff as required.  





Assist other emergency services, as required.  





Determine short-term needs.  





Assess long-term needs.  





Maintain log of actions taken.  
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POLICE SERVICES ECC CHECKLIST 

COMPLETE TASK  

 Report to the DEM (or Designate) for briefing.  

 Establish Site – ECC communications  





Communicate with Police Dispatcher to obtain all available information on 
the emergency, including resources committed and available on standby 
(e.g., additional enforcement agencies – Fish & Wildlife).  

 Ensure control of inner and outer perimeters of the emergency site(s).  

 Ensure control of crowds within the emergency site(s).  

 Ensure control of traffic to facilitate the movement of emergency vehicles.  





Assist in the evacuation of buildings and residential areas authorized by the 
DEM (or Designate).  





Provide security for the protection of lives, public and private property.  





Provide status update and situation report to the DEM (or Designate) – 
highlight emergency problem areas or unusual resource requirements.  





Provide assistance to the Medical Examiner, as required.  





Provide assistance in casualty search operations.  





Liaise with other police resources.  





Ensure emergency-related information is displayed on operations map and 
main event board.  

 Activate Police Emergency Plan, as required.  





Call in support staff as required.  

 Determine short-term needs.  

 Assess long-term needs.  





Maintain log of actions taken.  
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EMERGENCY MEDICAL SERVICES (EMS) ECC CHECKLIST 

COMPLETE TASK  





Report to the DEM (or Designate) for briefing.  





Establish Site – ECC communications  





Communicate with EMS Dispatch to obtain all available information on the 
emergency, including resources committed and available on standby.  





Identify available ambulances from Mutual Aid agencies.  





Activate medevac resources.  





Provide status update and situation report to the DEM (or Designate) – 
highlight casualty count, emergency problem areas or unusual resource 
requirements.  





Liaise with Regional Health Authority (Medical Officer of Health and Health 
Care Centers).  





Assist other emergency services, as required.  





Ensure emergency-related information is displayed on operations map and 
main event board.  





Determine short-term needs.  





Assess long-term needs.  





Maintain log of actions taken.  
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PUBLIC WORKS AND UTILITIES ECC CHECKLIST 

COMPLETE TASK  

 Report to the ECC Director (or Designate) for briefing.  

 Alert Public Works support staff.  

 Establish Site – ECC communications.  





Assess all available information on the emergency, including resources 
committed and on standby.  





Provide list of equipment, supplies, construction companies, private 
contractors, and engineer resources.  

 Identify available resources from Mutual Aid municipalities.  

 Provide equipment and personnel for setting up staging area at site, as 
required.  

 Ensure services (utilities) that present a hazard are disconnected.  





Alert utilities and call in support staff, as required.  





Provide status update and situation report to the ECC Director (or Designate) 
– highlight emergency problem areas or unusual resource requirements.  





Ensure emergency-related information is displayed on operations map and 
main event board.  





Activate departmental Emergency Plan, as required.  





Determine short-term needs.  





Assess long-term needs.  





Coordinate assistance in cleanup operations, and repair of damage.  





Restore essential services.  





Maintain log of actions taken.  
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TRANSPORTATION SERVICES ECC CHECKLIST 

COMPLETE TASK  





Report to the ECC Director (or Designate) for briefing.  





Alert support staff.  





Establish Site – ECC communications  





Identify available public and private resources from Mutual Aid municipalities.  





Ensure special transportation for casualties, evacuees, and special care 
persons.  





Liaise with local transport companies, taxi firms, etc.  





Anticipate fuel requirements and delivery.  





Provide status update and situation report to the ECC Director (or Designate) – 
highlight emergency problem areas or unusual resource requirements.  





Ensure emergency-related information is displayed on operations map and 
main event board.  





Activate departmental Emergency Plan, as required.  





Call in support staff as required.  





Determine short-term needs.  





Assess long-term needs.  





Maintain log of actions taken.  
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HEALTH FACILITIES REPRESENTATIVE ECC CHECKLIST 

COMPLETE TASK  




Report to the DEM (or Designate) for briefing.  




Alert Health agencies support staff.  




Establish Site – ECC communications  





Assess all available information on the emergency, including resources 
committed and on standby.  




Identify available resources from Mutual Aid municipalities.  





Provide status update and situation report to the DEM (or Designate) – 
highlight emergency problem areas or unusual resource requirements.  





Ensure emergency-related information is displayed on operations map and 
main event board.  




Activate agency Emergency Plan, as required.  




Call in support staff as required.  




Determine short-term needs.  




Assess long-term needs.  





Maintain log of actions taken.  
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SENIORS FACILITIES REPRESENTATIVE ECC CHECKLIST 

COMPLETE TASK  





Report to the DEM (or Designate) for briefing.  





Alert and establish communications links with seniors facilities, including their 
support staff.  





Assess all available information on the emergency, including required 
resources to support senior facilities and/or evacuation.  





Identify available resources from Mutual Aid municipalities.  





Provide status update and situation report to the DEM (or Designate) – 
highlight emergency problem areas or unusual resource requirements.  





Call in support staff, as required.  





Ensure emergency-related information is displayed on operations map and 
main event board.  





Activate seniors’ facilities Emergency Plan(s), as required.  





Determine short-term needs.  





Assess long-term needs.  





Maintain log of actions taken.  
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SUPERINTENDENT OF SCHOOLS/SCHOOL REPRESENTATIVE ECC 

CHECKLIST 

COMPLETE TASK  





Report to the ECC Director (or Designate) for briefing.  





Alert and establish communication links with school personnel and board 
officials.  





Liaise with PIO re public information.  





Liaise with Public Transportation Manager.  





Provide agency status update and situation report to the ECC Director (or 
Designate) – highlight emergency problem areas or unusual resource 
requirements.  





Ensure emergency-related information is displayed on operations map and 
main event board.  





Activate school Emergency Plan, as required.  





Determine short-term needs.  





Assess long-term needs.  





Maintain log of actions taken.  
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GENERIC ECC CHECKLIST  
(Applies to all External and Additional Members) 

COMPLETE TASK  





Check in with the Personnel Unit upon arrival at the ECC 





Obtain an identification vest, if available 





Complete ECC Check-In List  





If you are a representative from an outside (non-jurisdictional) agency register 
with the Liaison Officer 





Report to ECC Director, Section Chief, or other assigned supervisor, to obtain 
current situation status and specific job responsibilities expected of you. 





Set up your workstation and review your Checklist, forms and flowcharts 





Establish and maintain a Position Log that chronologically describes the actions 
you take during your shift.  





Determine your resource needs, such as a computer, phone, fax, stationary, 
plan copies, and other reference documents. 





Participate in any facility / safety orientations as required 





Maintain log of actions taken.  
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Council Responsibilities  

The Councils of the County/Town/Summer Village are responsible for all emergency operations should an 

emergency occur that involves risk to life, threatens the health, safety or well-being of some or all of our 

residents, or which involves the risk of loss of or damage to property. The following checklist will help Council 

members provide the necessary guidance and support to the ECC.  

 

COUNCIL RESPONSIBILITIES CHECKLIST 

COMPLETE RESPONSIBILITIES (MAY INCLUDE, BUT NOT LIMITED TO THE FOLLOWING)  

 





Establish communications with the DEM/ECC Director (or Designate).  

 





In consultation with the DEM/ECC Director, declare a “State of Local 

Emergency” (SOLE), if required, and terminate the SOLE when it is no longer 

required.  

 





Approve extraordinary emergency response actions and resources when 
necessary.  

 





Identify policy needs and options to meet the unique needs of the situation.  

 





In conjunction with the Emergency Public Information Officer (or Designate), 

establish a schedule for news conferences, public service announcements, 

etc. In situations where the public perceives there is a threat, it is prudent to 

inform them about what is being done in response to the circumstances.  

 





Host dignitaries and officials.  

 





Receive regular updates during the event from the DEM/ECC Director (or 
Designate).  

 





It is important NOT to micro-manage the ECC.  
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Resource Procurement 

2.10. Spending Authority 

When the Region of St. Paul Emergency Coordination Centre is activated, the RDEM (or designate) has certain 

spending authorities related to the emergency response.  

All expenditures beyond the reasonable operations of the region must be discussed and supported by Council. 

Most expenses incurred by the region are recoverable from the Alberta Disaster Recovery Program/Plan; 

however, there are eligibility and pre-approval requirements that must be adhered to and completing 

appropriate paperwork  

An effort must be made by the RDEM (or designate) to comply with all normal spending policies, unless the 

emergency situation justifies otherwise.  

Procedure to Acquire Staffing Support  

The RDEM (or designate) is responsible for requesting assistance from within the region, Mutual Aid 

Municipalities or the Provincial (AEMA) if additional staffing is needed in the ECC.  

Hiring Private Contractors  

The region may consider hiring private contractors to fulfill ECC positions during an emergency. It is important to 

note that the region will be able to claim the costs involved under the Alberta DRP. It is strongly recommended 

that approval for expenditures be authorized first by the province to ensure payment after the event.  

Cost Recovery 

In general, a local authority will be able to claim most of the costs involved with emergency response, including:  

 Site costs  

 Emergency Coordination Centre costs  

 Emergency Social Services costs  

There are exceptions, however, and it is important that the Officer of Finance understands the rules of eligibility 

that apply to the nature of response expenditures.  

Response activities may include a wide range of actions, depending on the type of event and need for protective 

action. Eligible costs for response actions at the site of an emergency may include:  

 Purchasing sandbags and sand, and renting bag-filling machines during a flood  

 Hiring tree experts to remove dangerous trees following a wildfire or wind storm  

 Hiring contract security crews to patrol evacuated neighborhoods  

 Purchasing food and fuel for Emergency Social Services volunteers  

 Renting private property as a staging area for heavy equipment  

 Immediate and temporary repairs to potable water lines following a disruption 
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In addition to site-related costs, response costs could also include site-support actions that take place at the ECC 

or other facility, including (but not limited to) these examples:  

 Renting rooms and furniture for ECC facilities  

 Purchasing paper, folders, labels, and other office supplies for the ECC  

 Renting computers, printers, fax machines and other office equipment for the ECC  

 Service charges for connecting telephones and data lines  

 Purchasing food and water for ECC personnel  

 Contract charges for paid ECC personnel  

 Overtime costs for local authority staff supporting emergency response  

 Travel and accommodation charges for ECC personnel  

 Contracted janitorial and security services for the ECC and other response facilities  

 

See Appendix D for Purchasing Forms 
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Regional ECC 

2.11. Function/Role 

The ECC is the main control center for major emergency operations within the region’s boundaries. The ECC 

ensures that the overall emergency (including non-site activities) is well coordinated, and that the County, 

Town’s and/or Summer Village’s ability to manage its overall operations is maintained.  

The region has identified the following ECC’s as the primary location for the ECCs (depending on the location of 

the emergency or disaster) to support the IC at the emergency site(s): 

 Information removed due to protect confidential material which cannot be released to the public; is 

included in the Operating Plan. 

Should these locations be unsuitable due to the nature of the emergency, alternate sites have been designated 

at the County Repair Public Works Shop, St. Paul Library Office, or another location as directed by the RDEM (or 

designate). ECC’s may be established in the sub regions as needed. 

The RDEM (or designate) needs to make an early decision regarding who will assemble in the ECC, activate the 

fan-out (see Pages 9 -14), and ensure the ECC is opened up and operations are started. The ECC will be 

structured using the same ICS model as the emergency site(s), and will be managed by the ECC Director. Some 

flexibility in structure may be required, depending on available personnel. The AEMA maintains a POC, and 

would communicate directly with the municipal ECC, when deemed necessary by either party (see Figure 12). 

It is important to remember that not every ECC function and / or element will be filled in every emergency or 

disaster. The situation at hand will dictate the functions and elements to be activated. As a minimum, an active 

ECC requires only an ECC Director. Other functions are staffed as needed. 

The ECC provides policy direction to the Incident Commander, who is at or near the site of the emergency. The 

ECC also coordinates resource requests from the site and manages all offsite activities. The ECC also provides 

coordination amongst and direction to any activated sub regional ECC’s. 

While serving in an ECC function, every person acts on behalf of the regional district. 

2.12. Identification of REMP Emergency Management Agency 
Members  

The Regional Emergency Management Agency members at the ECC will use vests with position inserts to identify 

themselves as part of the Regional Emergency Management Agency.  

Individuals who have specific emergency responsibilities (e.g., rescue team and contract personnel) will be 

identified as deemed necessary within their emergency response roles. 



 

REMP Revision: 0/0 Page 72 
 

 

 

 

 

Figure 12—Municipal ECC Links to POC and Site 

 

In the event that a State of Emergency is declared by the Lieutenant Governor in Council, direction and control 

will be assumed by the AEMA (via the POC), or some other person whom the Minister appoints. 
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2.13. ECC Planning Cycle Procedure 

 

The RDEM (or designate) calls ICS Section Heads to the center table or map location to start a planning cycle: 

 The Planning "P" is a guide to the process and steps involved in planning for an incident. The leg of the 

"P" describes the initial response period: Once the incident/event begins, the steps are Notifications, 

Initial Response & Assessment, Incident Briefing Using ICS 201, and Initial Incident Command 

(IC)/Unified Command (UC) Meeting. 

 At the top of the leg of the "P" is the beginning of the first operational planning period cycle. In this 

circular sequence, the steps are IC/UC Develop/Update Objectives Meeting, Command and General Staff 

Meeting, Preparing for the Tactics Meeting, Tactics Meeting, Preparing for the Planning Meeting, 

Planning Meeting, IAP Prep & Approval, and Operations Briefing. 

 At this point a new operational period begins. The next step is Execute Plan & Assess Progress, after 

which the cycle begins again.  
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Initial Response  

Planning begins with a thorough size-up that provides information needed to make initial management 

decisions.  

The ICS Form 201 provides Command Staff with information about the incident situation and the resources 

allocated to the incident. This form serves as a permanent record of the initial response to the incident and can 

be used for transfer of command.  

The Start of Each Planning Cycle 

 IC/UC Objectives Meeting: The Incident Command/Unified Command establishes incident objectives that 

cover the entire course of the incident. For complex incidents, it may take more than one operational period 

to accomplish the incident objectives. 

The cyclical planning process is designed to take the overall incident objectives and break them down into 

tactical assignments for each operational period. It is important that this initial overall approach to 

establishing incident objectives establish the course of the incident, rather than having incident objectives 

only address a single operational period. 

 Command and General Staff Meeting: The Incident Command/Unified Command may meet with the 

Command and General Staff to gather input or to provide immediate direction that cannot wait until the 

planning process is completed. This meeting occurs as needed and should be as brief as possible. 

Preparing for and Conducting the Tactics Meeting 

The purpose of the Tactics Meeting is to review the tactics developed by the Operations Section Chief. This 

includes the following: 

 Determine how the selected strategy will be accomplished in order to achieve the incident objectives. 

 Assign resources to implement the tactics. 

 Identify methods for monitoring tactics and resources to determine if adjustments are required (e.g., 

different tactics, different resources, or new strategy). 

The Operations Section Chief, Safety Officer, Logistics Section Chief, and Resources Unit Leader attend the 

Tactics Meeting. The Operations Section Chief leads the Tactics Meeting. 

The ICS Forms 215, Operational Planning Worksheet, and 215A, Incident Safety Analysis, are used to document 

the Tactics Meeting. 

Resource assignments will be made for each of the specific work tasks. Resource assignments will consist of the 

kind, type, and numbers of resources available and needed to achieve the tactical operations desired for the 

operational period. If the required tactical resources will not be available, then an adjustment should be made 

to the tactical assignments being planned for the Operational Period. It is very important that tactical resource 

availability and other needed support be determined prior to spending a great deal of time working on 

strategies and tactical operations that realistically cannot be achieved. 
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Preparing for the Planning Meeting 

Following the Tactics Meeting, preparations are made for the Planning Meeting, to include the following actions 

coordinated by the Planning Section: 

 Review the ICS Form 215 developed in the Tactics Meeting. 

 Review the ICS Form 215A, Incident Safety Analysis (prepared by the Safety Officer), based on the 

information in the ICS Form 215. 

 Assess current operations effectiveness and resource efficiency. 

 Gather information to support incident management decisions. 

Planning Meeting 

The Planning Meeting provides the opportunity for the Command and General Staff to review and validate the 

operational plan as proposed by the Operations Section Chief. Attendance is required for all Command and 

General Staff. Additional incident personnel may attend at the request of the Planning Section Chief or the 

Incident Commander. The Planning Section Chief conducts the Planning Meeting following a fixed agenda. 

The Operations Section Chief delineates the amount and type of resources he or she will need to accomplish the 

plan. The Planning Section’s “Resources Unit” will have to work with the Logistics Section to accommodate. 

At the conclusion of the meeting, the Planning Section Staff will indicate when all elements of the plan and 

support documents are required to be submitted so the plan can be collated, duplicated, and made ready for 

the Operational Period Briefing. 

IAP Preparation and Approval  

The next step in the Incident Action Planning Process is plan preparation and approval. The written plan is 

comprised of a series of standard forms and supporting documents that convey the Incident Commander’s 

intent and the Operations Section direction for the accomplishment of the plan for that Operational Period.  

For simple incidents of short duration, the Incident Action Plan (IAP) will be developed by the Incident 

Commander and communicated to subordinates in a verbal briefing. The planning associated with this level of 

complexity does not demand the formal planning meeting process as highlighted above.  

Certain conditions result in the need for the Incident Commander to engage a more formal process. A written 

IAP should be considered whenever:  

 Two or more jurisdictions are involved in the response.  

 The incident continues into the next Operational Period.  

 A number of ICS organizational elements are activated (typically when General Staff Sections are staffed).  

 It is required by agency policy.  

 A Hazmat incident is involved (required).  
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Operations Period Briefing 

The Operations Period Briefing may be referred to as the Operational Briefing or the Shift Briefing. This briefing 

is conducted at the beginning of each Operational Period and presents the Incident Action Plan to supervisors of 

tactical resources. 

Following the Operations Period Briefing supervisors will meet with their assigned resources for a detailed 

briefing on their respective assignments. 

Execute Plan and Assess Progress 

The Operations Section directs the implementation of the plan. The supervisory personnel within the Operations 

Section are responsible for implementation of the plan for the specific Operational Period. 

The plan is evaluated at various stages in its development and implementation. The Operations Section Chief 

may make the appropriate adjustments during the Operational Period to ensure that the objectives are met and 

effectiveness is assured. 

 
General breakdown of steps: 

1. Section Heads give most recent SITUATION REPORT  

a. Mark information on the map  

2. RDEM (or designate) gives brief UPDATE  

a. Including additional situation report information  

b. Only confirmed and verified facts  

3. Establish operational PRIORITIES around the table  

a. DEM lists current objectives and priorities  

b. Section Heads reconfirm or add their priorities  

4. RDEM (or designate) makes DECISION  

a. Announce what the main decision is, and priorities  

5. RDEM (or designate) gives job RESPONSIBILITIES to Section Heads  

a. Who will do what  

b. Each Section Head to verbally repeat back tasks  

6. Announce next planning cycle time.  

Section Heads returning from an ECC planning cycle briefing will repeat Section responsibilities and tasks to all 

Section members and then:  

 Identify steps to achieve objective(s).  

 Identify who does what and when.  

 Ensure that, when steps are completed, it is reported to the Section Head.  

 Section Head reports completion to Operations Section Head to close the loop.  

 Document and log Section resource list.  

 Communicate with and update Section staff on site.  
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Standard Form Title Description 

Incident Briefing ICS 201  Provides the Incident Command/Unified Command and 

General Staffs with basic information regarding the incident 

situation and the resources allocated to the incident. This form 

also serves as a permanent record of the initial response to 

the incident.  

Incident Objectives ICS 202  Describes the basic strategy and objectives for use during each 

operational period.  

Organization Assignment List ICS 203  Provides information on the response organization and 

personnel staffing.  

Field Assignment ICS 204  Used to inform personnel of assignments. After Incident 

Command/Unified Command approve the objectives, staff 

members receive the assignment information contained in this 

form.  

Incident Communications Plan ICS 205  Provides, in one location, information on the assignments for 

all communications equipment for each operational period. 

The plan is a summary of information. Information from the 

Incident Communications Plan on frequency assignments can 

be placed on the appropriate Assignment form (ICS Form 204).  

Medical Plan ICS 206  Provides information on incident medical aid stations, 

transportation services, hospitals, and medical emergency 

procedures.  

Organizational Chart ICS 207 Clearly identifies people in their positions to provide support 

to those positions. Lays out the command structure for 

reporting to ensure there is no confusion. 

Safety Message/Plan ICS 208 Identifies the safety message, plan and site safety plan. 

Incident Status Summary ICS 209  Summarizes incident information for staff members and 

external parties, and provides information to the Public 

Information Officer for preparation of media releases.  

Check-In/Out List ICS 211  Used to check in personnel and equipment arriving at or 

departing from the incident. Check-in/out consists of reporting 

specific information that is recorded on the form.  
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General Message ICS 213  Used by:  

 Incident dispatchers to record incoming messages that 

cannot be orally transmitted to the intended recipients.  

 ECC and other incident personnel to transmit messages via 

radio or telephone to the addressee.  

 Incident personnel to send any message or notification 

that requires hard-copy delivery to other incident 

personnel. 

Unit Log ICS 214  Provides a record of unit activities. Unit Logs can provide a 

basic reference from which to extract information for inclusion 

in any after-action report.  

Operational Planning Worksheet ICS 215  Documents decisions made concerning resource needs for the 

next operational period. The Planning Section uses this 

Worksheet to complete Assignment Lists, and the Logistics 

Section uses it for ordering resources for the incident. This 

form may be used as a source document for updating resource 

information on other ICS forms such as the ICS 209.  

Incident Action Plan Safety Analysis  

ICS 215A  

Communicates to the Operations and Planning Section Chiefs 

safety and health issues identified by the Safety Officer.  

Radio Requirement Worksheet ICS 216 Used to put the radio plan together to ensure clear 

communications. 

Communication Resource Availability ICS 217A Identifies which section is on radio channels and how many 

radios are in use. 

Support Vehicle Inventory ICS 218 Used to track support equipment and where it has been 

assigned to for response. 

Air Operations Summary ICS 220  Provides information on air operations including the number, 

type, location, and specific assignments of helicopters and 

fixed-wing aircraft.  

Demobilization Checklist ICS 221 Used to track which units have been demobilized for 

accountability.  

Crew Performance Rating ICS 224 Used to track a crew’s performance and identify areas for 

improvement.  

Incident Personnel Performance ICS 225 Used to track personnel performance at the incident site to 

identify areas for improvement. 

Communication Log ICS 309  Used to track radio transmissions or all phone messages. 
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2.14. Debriefing Objectives  

Debriefings will be conducted after each emergency (Level 1, 2, or 3 REMP activation) or exercise to determine 

the effectiveness of the REMP, and to identify potential opportunities for improvement. Debriefings are to be 

conducted in a constructive, open-minded and confidential manner in which blame is not affixed to any 

individuals or organizations.  

Internal  

The primary objective of an emergency or exercise debriefing is to learn from an emergency response 

experience, real or simulated, and to make changes to emergency plans, if applicable, to improve future 

emergency preparedness.  

The RDEM (or designate) is required to coordinate in-house debriefings as soon as practical after any emergency 

planning exercise or actual emergency involving the REMP. An exercise debriefing must result in a summary 

report being produced that indicates how the exercise was designed, who was involved, how it was facilitated, 

lessons learned, and any actions needed to improve the REMP. A debriefing of an actual emergency should be 

conducted as soon as practical (e.g., within 72 hours), and a summary report prepared indicating what actions 

worked well and any actions needed to improve the REMP. The RDEM (or designate) will be responsible to 

follow up to ensure action items are completed as indicated.  

All persons responsible for conducting debriefings must receive emergency planning training in this area 

(Exercise Design and Facilitation).  

External  

All Emergency Management Agency members or responders that are requested to attend an exercise or actual 

emergency debriefing that is to be coordinated by an outside organization must obtain approval from the RDEM 

(or designate). The approval will be based on an assurance that the outside debriefing will be conducted in the 

same manner as our internal debriefings, to ensure confidentiality and learning. Lessons learned from external 

debriefings must be shared with the RDEM (or designate) and the Emergency Advisory Committees.  

Debriefing Process  

All debriefings will be conducted as outlined below:  

 The appointment of a debriefing coordinator (e.g., RDEM, or designate);  

 Adequate notice of a debriefing to all applicable parties;  

 Suitable location and equipment (e.g., flip chart, projector, comfortable and sound proof surroundings);  

 Confirmation of confidentiality;  

 Agenda of emergency planning and response objectives to be examined (the applicable sections of the 

REMP Table of Contents can be used to establish the agenda;  
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 Summary report and action plan to record observations and recommendations (including specific 

activities that worked well) as well as any potential opportunities for improvement; and  

 Assurance that all applicable parties will be notified of the follow up action resulting from the debriefing.  

 

Operational Debriefings (Tactical Response Evaluation)  

An operational (tactical) debriefing needs to be conducted after each Level 1, 2, or 3 REMP activation, to 

examine what worked well from a tactical response perspective, and what opportunities for improvement may 

exist and to document them within an action plan to ensure effective implementation together with an 

identified position responsible for each task. The Action Plan, once completed, must be signed off by the RDEM 

(or designate). 

The debrief must be carried out as soon as practicable after the event. It is the responsibility of the RDEM (or 

designate) to ensure a debrief is carried out.  

Whatever the type of debriefing it is, all participants are made aware that the matters discussed will be subject 

to normal rules of disclosure. A high proportion of debriefs following an incident are likely to result in court 

proceedings. 

The operational debriefing must be facilitated in a similar manner to other REMP debriefings (constructive, 

open-minded, and confidential, without blame affixed to any individuals or organizations). 

The purpose of the debrief is to determine:  

• What happened. Incident background, response factors (e.g. communication, equipment, containment), 

and any other aspects considered relevant.  

• Outcomes. Both expected and unexpected.  

• Lessons Learned. Strengths and weaknesses, and areas requiring attention.  

• How the ECC Performed. Evaluation of operational effectiveness.  

• Recommended Actions. Proposed actions for improving service delivery.  
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Reporting Process for Debriefs (Where follow up action is considered necessary) 

 

1. Incident Overview 
Briefly record:  

• what happened, where, when, and who was involved  
• any other important issues such as risks to life and property  

 

2. Sequence of events 

Provide (in brief point form) a list of key events, eg. response details and 
arrival actions  

 

3. Operational Effectiveness 

What went well and what needs improvement? - record any initial 
evidence and viewpoints on operational effectiveness  

 

4. Recommendations for follow up action 

Complete and list key recommended actions for improving this type of 
operation  

 

Debrief Form on following page 
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Debrief Incident Form 

Incident:  Date: 

Contact/Reporting officer:  

Complete relevant sections if applicable 

1. Incident Overview  

 

 

 

 

 

 

 

 

2. Sequence of events  
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3. Operational Effectiveness  

 

 

 

 

 

 

 

 

4. Recommendations for Follow-Up Action 

 

 

 

 

 

 

 

 

Forward to RDEM for information, consideration and action. 
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Emergency Response Procedures (Checklists) 

2.15. Environmental Contamination/Toxic Gas  

2.16. Water Main Break/Contamination/Shortage 

2.17. Blizzard/Ice Storm/Prolonged Cold Weather 

2.18. Major Wind/Hail Storm/Tornado  

2.19. Fire (Urban Structure)  

2.20. Prolonged Power Outage 

2.21. Wildfire  

2.22. Road Collision (MCI) 

2.23. Terrorism/Random Act of Violence 

2.24. Structure/Roof Collapse/Building Explosion 

2.25. IT/Communications Failure 

2.26. Gas Main Break 

2.27. Pipeline Rupture/Explosion 

2.28. Missing Persons (Search & Rescue) 

2.29. Airplane/Helicopter Crash (Urban Area) 

2.30. Public Health Epidemic  

2.31. Rainfall/Run-Off Flooding 

2.32. Lightning 

2.33. Animal Diseases/Attacks 

2.34. Plant Diseases/Pest Infestation  
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Information removed due to protect confidential material which cannot be released to the public; is included in 

the Operating Plan. 
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3 - Contingency Plans, Business Continuity, and Recovery 

3.1. Evacuation/Shelter-In-Place Contingency Plan 

Overview  

Evacuations or shelter-in-place may be required for a variety of emergencies or disasters. Evacuation is to be 

initiated when the initial assessment of the emergency determines that it is not safe to seek shelter-in-place 

(e.g., wildfire, chemical spill with heavier than air toxic or flammable vapors). Shelter-in-place involves 

establishing a safe location(s) with a purpose to protect residents during various threats (e.g., tornado). This 

procedure consolidates the requirements for evacuations or shelter-in-place, and should be referred to in 

conjunction with the ECC Emergency Response Procedure for the specific event being experienced. The DEM will 

be notified by first response agencies of a need to evacuate residents.  

The region or municipality must declare a State of Local Emergency to issue an evacuation order in an affected 

community. The evacuation process has three key stages. This approach is consistent for all types of 

emergencies throughout the province.  

Part 2 of the Emergency Management Act provides local government with the authority and the steps to be 

taken in order to issue a State of Local Emergency.  

Evacuation Alert: A warning is issued about an imminent threat to life and property, and people are asked to be 

ready to leave on short notice. When people choose to leave an area before or during the issuing of an alert this 

is referred to as a voluntary evacuation. A community may choose to issue an Evacuation Advisory or Fire Notice, 

for public information purposes only, in advance of an evacuation alert.  

Evacuation Order: When the population is determined to be at imminent risk, an evacuation order is issued and 

people must leave the area immediately. RCMP or local police will enforce evacuation orders.  

Evacuation Rescind: An evacuation order or alert is rescinded when it is determined to be safe for residents to 

return home. An evacuation order may be reinstated if a threat returns. A community may choose to issue an All 

Clear public information document, when all threats have passed.  

Alert/Warning  

 An evacuation or shelter-in-place advisory will be announced on the radio, via signage and loud speakers.  

 Evacuees will be given detailed written instructions (see Evacuation Advisory Form on page 313).  

Transportation  

 It is anticipated that most people will provide their own transportation during an evacuation; however, any 

person in need of transportation should contact their municipal office to make arrangements.  
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 Persons physically unable to go to the designated Collection Areas must pre-arrange for pickup by 

appropriate transportation.  

 Persons with extra space in their vehicles will be requested to assist others needing transportation from 

Collection Areas.  

 Further instructions for evacuees will be given with the official public announcement and evacuation 

advisory.  

Schools  

 Individual schools that are in session during an evacuation may be evacuated in accordance with their 

emergency preparedness plans.  

 Requests for additional municipal emergency resources will be directed to the Regional Director of 

Emergency Management or designate. 

Institutions  

 Evacuation of patients or residents from Health Care Centers, Long-term Care Centers, and Seniors Homes 

will be supported by the REMP.  

 A temporary evacuee holding area at the St. Paul Recreation Centre and/or Elk Point Allied Arts Center will be 

managed by the Director of Emergency Social Services, or as identified by the Seniors Home Administration.  

 Evacuation of the Seniors Home will be under the direction and control of Administration and Staff.  

 Requests from Administration for additional municipal emergency resources will be directed to the Regional 

Director of Emergency Management or designate. 

 Police, fire and ambulance will assume their normal functions in providing the following support:  

o Controlling traffic  

o Providing security for facility and holding area  

o Provide care for injured  

o Assist with the evacuation  

o Provide auxiliary emergency communications  

Collection Points  

For purposes of evacuation, five areas have been designated, with a Collection Point designated for each. 

Collection Points will be announced on the radio, via signage and loud speakers. Evacuees will be advised to 

report to the Collection Points before transport to designated Reception Centers.  

 Area 1 – St. Paul Recreation Area  

 Area 2 – Elk Point High School 

 Area 3 – Heinsburg Community School  

 Area 4 – Ashmont Secondary School  

 Area 5 – Mallaig Ecole School  
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Temporary Cold Weather Shelters  

The following local shelters are designated as suitable for cold weather sheltering on a short-term basis:  

 St. Paul High School  

 Elk Point High School  

 Ashmont Elementary and Secondary School  

 Ashmont Legion  

 Mallaig Ecole School  

 Mallaig Unity Hall  

 Heinsberg Community School  

Security  

To ensure the evacuation is completed:  

 Security and safety checks of vacated premises will be performed by those emergency services 

responsible.  

 During an evacuation, any roadblocks into the area will be maintained by the RCMP, supplemented by 

designated volunteer assistance, as required.  

 Access to an evacuated area will be restricted to persons in possession of “Official Emergency Passes”.  

 Evacuees may be allowed to return during the event, and will be escorted by security until the operation 

is complete.  

 Only when the area is determined to be safe will the RDEM or designate give the general order to 

return. 

 
See the Evacuation/Shelter-In-Place binder for full details, templates, and documents.   
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Evacuation/Shelter-In Place 

RDEM (or Designate)/ECC Director 

Potential actions to be taken: 

 Discuss evacuation/shelter-in-place situation with RCMP, Fire, and EMS, as applicable.  

 Notify Council. Have local authorities declare a SOLE if necessary (see Appendix C).  

 Determine if all or only a part of the Region/Town needs to be evacuated/sheltered and initiate 

evacuation/shelter-in-place.  

 Alert applicable ECC members, and mobilize those as required.  

 Advise the Director of Emergency Social Services to establish the primary Reception Centre, in 

conjunction with the Public Information Officer.  

 Advise the DEM(s) in neighboring communities intended to receive evacuees, if applicable.  

 Coordinate partial or full activation of ECC as per assessment of emergency.  

 Assess need for mutual aid assistance.  

 Alert AEMA/POC.  

 Alert all schools, Regional Health Authority, major facilities and industrial plants in the affected 

areas.  

 Have PIO arrange for public information key messages as applicable (may need to activate the 

Alberta Emergency Alert – see Appendix A). Ensure messages are coordinated with the 

applicable Seniors Home or School Administrator (as needed).  

 Issue a general order for evacuees to return, or lift the shelter-in-place when the area is 

determined to be safe.   

 

Possible Equipment Required (see Appendix A):  

 Barricades  

 Transportation for evacuees  

 Communication equipment 

 Mobile public address system 
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Shelter-In-Place Scripted Telephone Instructions 
(To be used by Public Information Officer) 

Hello, this is (name)______________calling from St. Paul Regional Emergency Management Agency. 

Is this (name of residence/business) ___________________at (telephone number)__________? 

The St. Paul Regional Emergency Management Agency is responding to a (name event) emergency in 

the _________area. 

For your safety, it is extremely important that you, and those with you, stay indoors until the potential 

hazard no longer exists, or you are advised to evacuate. To help us understand your immediate needs 

we need to know: 

 How many people are at your location now?   (adults)___________ (children)___________ 

 Is there anyone there you cannot contact to get indoors?   (yes/no)___________ 

 (If yes, ask the resident) What is the location of the person(s)?  ________________________ 

 (Tell the resident) Be assured we will be sending someone to find the person(s) as soon as 

possible. 

 Do you have children in school at this time?  (yes/no)___________ 

 If yes, ask the resident what children are in which school(s)? ________________________ 

 (Then tell the resident) Be assured the school(s) will be contacted and instructed to keep the 

children at school, or return the bus back to the school.  

 Do you have the “SHELTER-IN-PLACE” instructions previously given to you?  (yes/no)_____ 

 If no, request the resident to please take the following actions immediately: 

o GATHER EVERYONE INDOORS AND STAY THERE 

o CLOSE AND KEEP CLOSED ALL WINDOWS AND OUTSIDE DOORS 

o TURN YOUR FURNACE DOWN TO ITS MINIMUM SETTING AND TURN OFF AIR 

CONDITIONERS 

 TURN OFF OTHER FANS, APPLIANCES OR EQUIPMENT THAT EITHER: 

o USES INDOOR AIR, 

o BLOWS OUT INDOOR AIR OR; 

o SUCKS IN OUTSIDE AIR 

Please avoid the use of your telephone, so we can contact you again with additional information. 

If you have urgent questions, call me at (telephone number) ___________________. 

Thank you for your cooperation.  
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EVACUATION ADVISORY 

(To be used by Public Information Officer)  

Hello, this is (name)______________calling from St. Paul Regional Emergency Management Agency. 

The St. Paul Regional Emergency Management Agency is responding to a (name event) emergency in 

the _________area. For your personal safety, evacuation of (name area)__________________________  

Is necessary due to (reason for evac)____________________________________________________________. 

 

The collection points for the evacuation are at:  

1. 

___________________________________________________________________________________________  

2. 

___________________________________________________________________________________________  
 

NOTE: ENSURE THAT YOU BRING YOUR MEDICATION.  

If you require transportation, go to the collection point in your area. If you are evacuating with your own vehicle, 

please go via the collection point in your area to assist with people that do not have transportation. If you are 

physically unable to go to the collection point, call _____________________ to make arrangements for pick-up.  

The evacuation route to follow is (describe route to avoid danger) _____________________________________  

___________________________________________________________________________________________

___________________________________________________________________________________________ 

All evacuees are request to report and register at the Reception Center set-up at: 

___________________________________________________________________________________________  

If you are planning to stay with family/friends, call the Reception Center at  _____________________________. 

You will be advised when the emergency has ended, and it’s safe to return to you homes. During the period of 

evacuation, security of you home and businesses will be provided by the police. 

  

For additional information, listen to radio stations:  __________________________ AND __________________. 

  

DO NOT BRING PETS TO THE RECEPTION CENTRE(S). ONLY SERVICE ANIMALS WILL BE ALLOWED ACCESS. 

BRING MEDICATION, BLANKETS, SLEEPING BAGS AND SPECIAL NEEDS ITEMS, IF POSSIBLE.  
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GENERIC EVACUATION CHECKLIST (RESIDENTIAL)  

Preparation  

If time is available, or notice of intent to evacuate the area(s) is given, the following preparations should 

immediately be undertaken by resident(s):  

 Alert all family members IMMEDIATELY!  

 Maintain knowledge of whereabouts of all family members.  

 Prepare and fuel vehicles.  

 Get emergency supplies ready.  

 Secure, or prepare to secure, your home on departure.  

What to Take  

The most important items to take with you, time permitting, are:  

 Protective Clothing – appropriate to weather conditions (e.g., winter jacket, rain gear, boots, gloves), 

plus extra functional clothing for an extended stay  

 Emergency Equipment – (e.g., first aid kit, flashlights, portable radio, batteries, basic tools, matches, 

candles)  

 Personal Items – money, personal papers, identification  

 Emergency Food and Water – basic utensils, dry foods, high energy snacks  

 Medication – Also inform the Registrar at the Evacuation Reception Centre of your special medical needs 

if you attend the Reception Center.  

The following items, if available time and space permit, could prove useful in temporary accommodations and 

would lessen the burden on the hosting municipality:  

 Bedding – sleeping bag, extra blankets, camp cot, or air mattress  

 Camping or Portable Furniture – lawn chair, camp stove, cooking utensils  

 Recreational Items – books, cards, games, portable TV, handheld video games  

Prohibited Items within the Reception Center(s) 

DO NOT take alcoholic beverages, firearms, pets, or dangerous articles with you.  

Pets  

Pets will not be allowed in the Reception Center unless it is a Service Animal. All other pets will need to be 

dropped off with Animal Services.  

Security  

On evacuating, residences must be secured (i.e., doors/windows locked, heat turned off/down – instructions will 

be issued), and “attractive” items stored indoors, time permitting.  
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3.2. Emergency Information Plan  

Overview  

This section is not the Information Plan, but does establish basic procedures that will ensure the Region of St. 

Paul has adequate resources in place to quickly and effectively meet the information needs of internal and 

external audiences in a crisis. The procedure is in support of the REMP and sub-plans, and will be used when the 

region needs to respond to the information needs and concerns of the public in a crisis. At all times the Public 

Information Officer with their staff will support emergency operations and take a pro-active role with regard to 

internal and external information; including public and media relations.  

Who is notified 

Internal audiences would include: 

 Emergency Coordination Center personnel 

 First responder groups 

 Council 

 Town/County staff 

External audiences would include: 

 Family members of Town/County staff 

 Neighboring communities 

 General public 

 Media 

 People directly impacted by the emergency or crisis 

 Emergency response and recovery groups (i.e., industry, school board, provincial agencies) 

When notification that a crisis has occurred, the DEM or designate will immediately contact the PIO to jointly 

establish the level of information support that may be required to assist operations. All members of the 

information team will report to the PIO, who will act as the primary information link with the DEM, operational 

staff, and Council.  

At the onset of a crisis the following information will need to be communicated to all audiences:  

 An incident has occurred.  

 Nature, location and time of incident.  

 Status of public safety.  

 Actions to be taken.  

 Actions being taken to manage the crisis.  

 How and when further information will be available.  

 Where to go for further information.  
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In addition to the information needs of the above, audiences will require personalized messages as follows:  

Audience  Responsibility  Information Needs  
Council  
  

PIO/DEM • Potential issues that may arise.  
• Potential media and public interest.  
• Media and public activities.  
• Information strategies and key messages 

Stakeholder 
Communicators (i.e., police, 
industry, government )  

PIO • Community's role/responsibility in the crisis.  
• Potential issues that may impact their 

organization/clients.  
• Potential media and public interest.  
• Key messages & communications strategies.  
• Potential joint communications strategies.  
• Immediate or potential support/action required.  

Staff  PIO • Impact on staff.  
• Actions staff must take.  
• Support required.  
• Impact on operations.  

Family members of 
Municipal staff directly 
involved  

PIO/Team • Impact on their family member.  
• Actions they should take.  
• Reassurances on issues with regard to the safety 

and wellbeing of staff members and others who 
have been impacted.  

People directly impacted  PIO/AEA Users/Mass 
Notification Users 

• How they can get help.  
• How they can help themselves.  
• Safety precautions to take.  

 Where to access support from ESS 

Family of people directly 
impacted  

PIO • Status of family members.  
• How they can contact family members.  
• Actions they should take.  
• Reassurances on issues with regard the safety and 

wellbeing of family members and others who have 
been impacted.  

Media  PIO • How they can help emergency operations.  
• Safety precautions/actions the public needs to take.  
• How their information, interviews and picture 

needs will be met.  

General public  PIO/AEA Users/Mass 
Notification Users 

• Safety precautions to take.  
• How they can help emergency response:  

 stay away from the area impacted.  
 stay off the phone – keep roads and phone 

lines available for emergency use.  
 remain calm.  
 stay tuned to local media for further 

information.  
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Media Relations Policy (Ensure all staff know the policy prior to an emergency) 

The PIO will be the only person to speak on the community's overall crisis response and recovery efforts. Political, 

strategic operational decisions and policy issues will be communicated to the media through the PIO.  

The Chief Administrative Officer, in conjunction with the PIO, will assign key operational personnel to support 

the PIO and speak about matters within their area of expertise. Staff should refrain from speaking to the media 

on political, strategic operational decisions or policy issues.  

In their official emergency response capacity, Town/County employees with an emergency response or recovery 

role (i.e. Fire Chief or designate) may agree to be interviewed by the media with the approval from the PIO 

provided they only speak about matters within their area of responsibility. At no time will these people speak to 

the media on political, strategic operational decisions or policy issues.  

Region of St. Paul employees, who don't have a role in emergency response or recovery efforts, should not 

speak to the media about the emergency unless they have received clearance through the PIO. 

Response Personnel…  

• May seek advice in advance from the PIO if desired or feasible.  

• May respond or refer the information request to the PIO.  

• Must refer questions that fall outside of their personal experience or expertise to the PIO.  

• Must inform the PIO of the interview, and questions that fell outside of their area of expertise.  

• Must ensure the accuracy of any information provided.  

• Must ensure interviews are on the record and for attribution by name/title unless otherwise authorized.  

• Must inform the PIO of the results of the interview and any speculative questions.  

Media Relations Guidelines 

When dealing with the media in an official capacity…  

Never  

 Respond to media inquiries that fall outside personal experience or expertise, unless otherwise approved.  

 Undermine the safety of response personnel or the success of response and recovery operation. 

 Speculate about events, incidents, issues or future policy decisions.  

 Offer personal opinions.  

 Discuss advice given to superiors  

Always  

 Seek advice and support from the PIO when desired or when in doubt about how to respond.  

 Agree to be interviewed only if you personally want to do it.  

 Respect the principal of security, policy, the judicial process and laws governing the disclosure of 

information.  
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Information Support  

The PIO (and/or designates) will support media relations activities as follows:  

 Manage and coordinate requests for media interviews.  

 Deliver key messages and provide updates to the media.  

 Set up media interviews and news briefings with spokesperson/area experts.  

 Work with response agencies that have a need to release information to the media about the crisis -- 

research their position, what they are saying and how joint communication efforts can be managed.  

 Brief and prepare personnel for media interviews/briefings.  

 Prepare and distribute key messages and communication pieces.  

Preparing for Media Interviews  

When possible and appropriate, the PIO and designates will prepare Region of St. Paul personnel for media 

interviews/briefings as follows:  

 Situation update.  

 Needs of reporter(s) – story angle, type of reporter, reporter's attitude, questions likely to be asked, other 

organizations or people the reporter will be interviewing.  

 Public’s attitudes (general public, stakeholder organizations, special interest groups).  

 Potentially tough questions or issues that might come up.  

 Key messages.  

 Public Directives – i.e. listen to local station 97.7 FM and surrounding area stations for updates.  

 Issues to avoid.  

 Interview or briefing logistics (time, location, format, and time limit). 

Key Messaging Overview 

Key messages will help the region of St. Paul effectively communicate to all audiences. Although key messages 

will change and evolve throughout emergency response and recovery operations, the messages should include:  

 The Regions agenda and priorities.  

 Fact about what went well.  

 Facts that refute negatives.  

 Facts that support the Regions story.  

 Public Info/ Directives.  
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Key Messages 

 A message of empathy for the impact the crisis has on people or the environment. (This does not mean the 

Region is taking responsibility for the incident – only showing compassion toward those who have been 

impacted).  

 The Regions first priority is for public safety.  

 We are working cooperatively with partner response agencies (name agencies) to effectively manage the 

crisis and minimize its impact on people, the environment and our community as a whole.  

 Include a message about what is being done to manage the situation.  

  

SAMPLE  

“The Region of St. Paul has an effective emergency response plan in place. We have well-trained personnel who 

have practiced and tested the rollout of the emergency response plan. The last drill took place (date). Our 

personnel are now doing what they have been trained to do. Everything that can be done will be done.  

 The Region of St. Paul is taking a proactive role with regard to the release of information.  

 New information will be released to all interested parties when it becomes available. (Add any new 

information)  

 Ongoing public information about the situation will be posted on our web sites at: 

o www.town.stpaul.ab.ca 

o www.county.stpaul.ab.ca 

o www.elkpoint.ca 

o www.svhorseshoebay.com 

o Region of St Paul AB (@St_Paul_AB) | Twitter 

o or listen to local station 97.7 FM and surrounding area stations for updates  

Additional messages that:  

 Support what is being done to manage the crisis.  

 Support what was done in advance of the crisis to reduce its occurrence and impact.  

 Reassure the public and help reduce their emotional reaction to the crisis.  

 Contain safety information.  

 Help emergency response personnel do their job. 

The municipal websites can be a great tool in providing information to the public, either directly or through the 

media. In order for this to be effective, the information must always remain current and relevant. A prominent 

link must be created on the main website page (not buried several pages down) and updates must be posted 

daily or hourly with event/disaster-specific information. 

http://www.town.stpaul.ab.ca/
http://www.county.stpaul.ab.ca/
http://www.elkpoint.ca/
http://www.svhorseshoebay.com/
https://twitter.com/St_Paul_AB
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A public meeting will allow the community to express concerns, ask questions, share comments and the local 

authority to provide event specific information. A clear purpose, agenda and process for the meeting should be 

outlined and communicated in advance to all. Depending on the public atmosphere, large meetings can intensify 

conflicts rather than resolve controversies if not handled properly. If this might be an issue, consider smaller 

group meetings to better focus and manage the process. 

Meetings may also be held with selected members of the public (i.e., evacuees). Regular/daily meetings of this 

nature may go a long way in addressing issues early before they could become major problems. During large 

events, these types of information meetings could be held at an ESS Reception Centre or other location where 

those impacted by the event may already be gathering. 

Telecommunications 

Among all 3 levels of ECC activation, there must be a dedicated effort to ensure that telecommunications 

systems, planning and information flows are being accomplished in an effective manner. Standard protocols and 

terminology are used at all levels. Plain English for all telecommunications is used to reduce the confusion that 

can be created when radio codes are used. Standard terminology and formats are used to transmit information, 

including strategic modes of operation, situation reports, logistics, tactical operations and emergency 

notifications of imminent safety concerns. Agencies establish operational guidelines to support the escalation of 

operations from small to large or from routine to unusual without requiring major changes or transitions. 

Normal site communications typically involve two-way radio and cellular telephones. The following are 

telecommunications methods for the 3 levels of ECC activation: 

 E-mail 

 Fax 

 Telephone (land line), 

 Radio Telephone (cellular, satellite) 

 Two-way radio (amateur, commercial) and 

 Video conferencing 

Agencies develop their information systems to provide reserve capacity for unusually complex situations where 

effective communications could become critical. An integrated information plan is developed as part of each 

action plan. In drafting the information protocols, agencies give priority to the transmission of emergency 

messages and notification of imminent hazards over routine information.  

 

 

See the Emergency Information Plan binder for full details, templates, and documents.   
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3.3. Pandemic Influenza Plan  

Overview 

The aim and purpose of the Pandemic Influenza Plan is to ensure that the Region of St. Paul is prepared to 

effectively respond to an influenza pandemic so as to protect the life, health, and safety of the citizens of the 

region and surrounding areas.  

This plan has been developed to ensure that it meets the requirements of the Canadian Pandemic Influenza 

Plan, the Alberta Pandemic Influenza Plan, and the Alberta Emergency Management Act for Municipal 

Emergency Organizations. 

An Influenza Pandemic  

An Influenza Pandemic occurs when a new influenza virus appears against which the human population has no 

immunity, resulting in several, and simultaneous epidemics worldwide with enormous numbers of deaths and 

illness. With the globalization of transportation and communication, as well as urbanization and overcrowded 

conditions, epidemics due to the new influenza virus are likely to quickly spread around the world.  

A New Influenza Virus: How it could cause a pandemic  

Annual outbreaks of influenza are due to minor changes in the surface proteins of the viruses that enable the 

viruses to evade the immunity humans have developed after previous infections with the viruses or in response 

to vaccinations. When a major change in either one or both of their surface proteins occurs spontaneously, no 

one will have partial or full immunity against infection because it is a completely new virus. If this virus holds the 

capacity to spread from person-to-person, a pandemic will occur.  

Outbreaks in animals, especially when happening simultaneously with the annual outbreaks in humans, increase 

the chances of a pandemic, through the merging of animal and human influenza viruses. During the last few 

years, the world has faced several threats with pandemic potentials, making the occurrence of the next 

pandemic event just a matter of time.  

Influenza Classifications  

 Seasonal (or common) flu is a respiratory illness that can be transmitted person to person. Most people 

have some immunity, and a vaccine is available.  

 Avian (or bird) flu is caused by influenza viruses that occur naturally among wild birds. The H5N1 variant is 

deadly to domestic fowl and can be transmitted from birds to humans. There is no human immunity and no 

vaccine is available.  

 Pandemic flu is a virulent human flu that causes a global outbreak, or pandemic, or serious illness. Because 

there is little natural immunity, the disease can spread easily from person to person. Currently, there is no 

pandemic flu. 
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Pandemic “Triggers” and Sample Accompanying Actions 

Trigger Sample Actions 

Novel/pandemic virus detected in Alberta  
 Ramping up health sector capacity to deal with 

increasing number of cases  

 Preparation for vaccine distribution, administration 

and monitoring  

 Ongoing surveillance to monitor influenza activity and 

epidemiological analysis to characterize pandemic  

 Relevant public and health sector communications  

 Implementation of clinical guidelines and public health 

advice  

Demands for service start to exceed available 
capacity  

 Further escalation of surge capacity  

 Prioritization of services as needed  

The pandemic wave wanes and demand for 
service falls to more normal levels   Preparation for a resurgence of influenza  

 Replenishing of supplies as needed in anticipation of 

another wave  

 Evaluation of response and revision of plans as 

required  

 Ongoing surveillance to detect resurgence  

Pandemic vaccine is available for administration  
 Administration of vaccine as quickly as possible  

 Monitoring of vaccine uptake, safety and effectiveness  

Second or subsequent pandemic wave arrives  
 Continuation of immunization if already started  

 Ongoing surveillance to monitor influenza activity, 

antiviral resistance and strain changes  

Pandemic is over and normal activities resume  
 Completion of pandemic studies and reports  

 Evaluation of response and revision of plans as 

required  

 Return to more normal operations  

 Preparation for post-pandemic seasonal influenza  
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Provincial Legislation  

Public Health Act  

The Public Health Act, RSA 2000, c. P–37 (PHA) sets out the primary powers and tools available to prevent, treat 

and control pandemic influenza in Alberta. These powers are allocated to several key partners: the Lieutenant 

Governor in Council, the Minister of Health, other Ministers, the Chief Medical Officer of Health (CMOH), 

medical officers of health (MOHs) and regional Health Authorities. These partners work together, with 

complementary powers, to manage public health issues and public health emergencies in the public interest. 

In addition, the Lieutenant Governor with advice from the Medical Health Officer has the authority to issue an 

order under Section 52 of the Public Health Act with respect to communicable disease if “a public health 

emergency exist, and prompt co-ordination of action or special regulation of persons or property is required in 

order to protect the public health” the Lieutenant Governor in Council may make an order declaring a state of 

public health emergency relating to all or any part of Alberta. 

Powers during emergency 

On the making of an order under section 52.1 or 52.2 and during the state of public health emergency the 

Minister or the regional health authority may do any or all of the following for the purpose of preventing, 

combating or alleviating the effects of the public health emergency and protecting the public health: 

a) acquire or use any real or personal property;  

b) authorize or require any qualified person to render aid of a type the person is qualified to provide; 

c) authorize the conscription of persons needed to meet an emergency; 

d) authorize the entry into any building or on any land, without warrant, by any person; 

e) provide for the distribution of essential health and medical supplies and provide, maintain and co-ordinate 

the delivery of health services. 

Emergency Management Act  

The Emergency Management Act, RSA 2000, c. E 6.8 and the Government Emergency Management Regulation 

(AR 248/2007) provides the Minister of Municipal Affairs with the power to respond to disasters and outlines 

the role of the GoA and local authorities. The Alberta Emergency Plan outlines the responsibilities of each 

government department.  

It is not necessary for a municipality to declare a State of Local Emergency (SOLE) in order to request additional 

support and resources from the GoA. However, if deemed necessary, a SOLE can be declared to gain access to 

the same powers as the Minister of Municipal Affairs within their municipal boundaries under section 24(1)(b) 

the Emergency Management Act.  
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Regional Health Authorities Act  

The Regional Health Authorities Act, RSA 2000 c. R-10 provides authority for the Minister to co-ordinate and 

direct regional health authorities so that their operational responses reflect provincial priorities as efficiently as 

possible. AHS is currently Alberta’s integrated regional health authority.  

Inherent to the responsibilities of a regional health authority set out in section 5 of the Act is preparedness for 

public health emergencies, such as pandemic influenza. 

Emergency Response 

In the event of an influenza pandemic, public health authorities will lead the response. However, all health 

sector organizations and emergency responders will play vital roles in the provision of services and the 

coordination of overall emergency response. Effective emergency response requires that emergency 

management structures are in place, that a continuous state of readiness is maintained, and that effective 

communication systems are ready and able to facilitate information flow between the health unit, health sector 

and community emergency response partners. 

Notification that pandemic influenza is in the Region of St. Paul will be made by the Medical Officer of Health 

(MOH). The REMP may be activated whole or in part, and the Pandemic Influenza Plan will be activated in whole 

or in part upon direction of the Medical Officer of Health when any of the following conditions apply: 

 Pandemic-relevant information is obtained from local, provincial or national sources 

 Local case(s) or an outbreak of the pandemic strain of influenza is confirmed locally 

 An influenza pandemic is declared by the Lieutenant Governor of Alberta OR 

 The occurrence and expected impact of illness in the population will require coordinated efforts by all or 

most of the health unit’s staff and resources. 

If the MOH determines an emergency situation exceeds the ability of public health to respond effectively, the 

MOH may contact the Alberta Minister of Health to request assistance. 

It is anticipated that municipal and regional emergency plans will be activated as local conditions escalate and 

the need for response measures increases. 

Information 

Well planned internal and external information will be essential to supporting a coordinated and effective 

response to an influenza pandemic. Considerations include: providing for and responding to public and providing 

information needs; educating the public about pandemic influenza and plans to minimize the impacts; and 

ensuring that all health and emergency sector partners and the public have access to accessible, accurate, timely 

information that will help them respond to challenges during each phase of the pandemic. A variety of 

Information channels will be used to disseminate pandemic information, including newspaper, radio, television, 

website, newsletters and e-mail. 

See the Pandemic Influenza Plan binder for full details, templates, and documents.   
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3.4. Business Continuity Plan  

Overview 

A business continuity plan is a plan to continue operations if a place of business is affected by different levels of 

disaster which can be localized short term disasters, to days long building wide problems, to a permanent loss of 

a building. Such a plan typically explains how the business would recover its operations or move operations to 

another location after damage by events like natural disasters, theft, or flooding. 

If a municipality loses vital municipal services, the health or safety of residents, property or the environment 

may be endangered. Municipalities need to consider business continuity planning for all municipal services. At 

the very least the continuity plan should identify those services considered vital to ensuring the basic health and 

safety of residents, as well as contingency plans to ensure those services are operational even when municipal 

infrastructure or staff are not fully operational. 

Municipal emergency response operations are vital services. The loss of infrastructure and staff may decrease 

the ability to provide the service. The municipality should plan for the loss of infrastructure (e.g. ECC) and staff 

shortages (e.g. fire fighters and ECC staff) as part of their business continuity plan, included in the municipal 

emergency plan. 

The goal of the business continuity plan is to ensure that the Region of St. Paul is able to provide those services 

categorized as critical and vital during a disruption in service provision, prior to those that have been classified 

as necessary and/or desired. 

Plan Content 

Business Continuity Plan consists of two major parts:  

 Incident Response Plan - a plan that defines direct response to the occurrence of various types of incidents  

 Recovery plans for individual activities - these are prepared separately for each activity with the recovery of 

necessary resources for each activity  

Classification / Prioritization of Services  

The following shall be the Classification/Prioritization of Services:  

Critical  

Those services that must be provided immediately (less than one day) or will definitely result in loss of life, 

infrastructure destruction, loss of confidence in the government and significant loss of revenue.  

Vital  

Those services that must be provided within 72 hours or will likely result in loss of life, infrastructure 

destruction, loss of confidence in the government, and significant loss of revenue or disproportionate recovery 

costs.  
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Necessary  

Those services that must be resumed within two weeks, or could result in considerable loss, further destruction 

or disproportionate recovery costs.  

Desired  

Those services that could be delayed for two weeks or longer, but are required in order to return to normal 

operating conditions and alleviate further disruption or disturbance to normal conditions. 

Critical Service Vital Service Necessary Service Desired Service 

 Disaster Services 

 Power Service 

 Waste Water 

Treatment 

 Water Treatment 

 Emergency Service 

Agencies 

 Public Works 

 Gas Utilities 

 Health Services 

 IT and 

Telecommunications 

 Supply Chain 

 Food Storage 

 Municipal 

Enforcement 

 FCSS 

 Public Transportation 

 Airport 

 Legislative Service 

 Corporate Service 

 Planning and 

Development 

 Land Development 

 Parks and 

Recreation 

 

 

 School Division 

  

Suspension of Services  

Upon implementation of this Plan, priority will be given to the delivery of critical and vital services. This may 

require the suspension of necessary and desired services. This will be assessed on a case by case basis, as 

deemed appropriate by the Chief Administrative Officer or designate.  

Councilors will be immediately advised of the suspension of a service. Information to the public respecting the 

suspension of a service will be made, where deemed appropriate, by Council, CAO, or designate.  

All services will resume once it has been determined that resources are sufficient for the same, or when deemed 

appropriate by the CAO, or designate. 
 

Redeployment of Staff  

In order to ensure the provision of critical and vital services, the Region or municipality reserves the right to 

redeploy staff as the need arises. Redeployment could be to a different work site, role, function or location, and 

include different hours of work. Such redeployment will only be for the duration of disruption in services. 

Employees will not be asked to perform duties that require specific skills or training, unless the same is provided 

prior to the employee performing the duties. 
 

See the Business Continuity Plan binder for full details, templates, and documents 
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3.5. Emergency Social Services Plan 

Overview 

When activated the ESS Plan will provide direction on the roles and responsibilities of the ESS Team, including 

municipal staff, volunteers and external agency partners. The EES Plan is broad in scope so that it can be applied, 

if required, from a remote or alternate location within Regional or municipal boundaries. 

ESS plays an important role in emergency management in the region or municipality by helping people meet 

their basic needs during an emergency, disaster or evacuation. Services may include registration, food, lodging, 

clothing, family reunification, emotional support, volunteer coordination, child care and transportation. 

Activation 

Upon notification by the DEM or designate, the ESS Director will activate the ESS Plan either in whole or on a 

gradual basis as required. The ESS Director will take the lead role at the ECC and activate the ESS Team and 

coordinate the response as per the ESS Plan.  

Response 

Once the ESS Team has been mobilized, the ESS Director will ensure the Site Manager is fully aware of the 

situation, and what components of the ESS Plan will be utilized. The ESS Director will direct, coordinate, and 

support the ESS Team during activation from the ECC. 

The Site Manager is the individual responsible for the overall management of a reception center. Once the 

reception center location has been selected and identified by the ESS Director, it is then the responsibility of the 

Site Manager to start the set-up process, and which services and functions will be activated. The Site Manager 

will establish the appropriate staffing levels for the reception center and continuously monitor organizational 

effectiveness to ensure that operating in a structured manner.  

The Site Manager will keep the ESS Director informed of any significant issues affecting the operation of the 

reception center, the response is appropriate, and overall briefings/situation reports of how the operation is 

going. 

The Site Manager will ensure that media response to the reception center follow protocol. No release of 

information will be given to the media without input and approval from the PIO.   

 

See the Emergency Social Services Plan binder for full details, templates, and documents. 
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3.6. Recovery Plan 

Overview  

The ability to recover from the physical damage, injury, economic impairment and human suffering resulting 

from a disaster is a critical element of any emergency program.  

Successful recovery management depends on the rapid start-up of implementing the recovery plan during the 

response phase − as soon as people are evacuated or when serious damage occurs to homes, infrastructures or 

businesses.  

Recovery can be divided into at least two categories:  

1. Local Authority Recovery: Reconstruction of critical infrastructure and re-establishment of services by local 

authorities (utility services, roads, buildings, dams and dikes); and  

2. Community Recovery: Community actions to limit losses, reduce suffering, and restore the psycho-social and 

economic viability of the community.  

One key component of an effective community recovery effort is the awareness and coordination of all 

community recovery activities as they are being carried out. Recovery activities work best when expertise and 

resources are shared among volunteers, government and private businesses.  

A well-managed community recovery effort mitigates both short- and long-term impacts and can allow impacted 

communities to introduce improvements that would not otherwise have been possible. 

Benefits of Recovery 

The key benefits for local authorities engaging in community recovery:  

 Reduce Human Suffering – First and foremost, a well-coordinated recovery effort reduces human suffering. 

A solid recovery effort directly helps citizens return to normal as quickly as possible.  

 Protect Community Culture – Recovery provides an opportunity for the community residents to come 

together to support those citizens most heavily impacted. The entire character of a community can be 

influenced by how well – or how poorly – its leaders manage the recovery process. Failure in any aspect of 

recovery can mean the loss of jobs, taxpayers, and key community features that may have taken decades to 

develop. Success in recovery can mean heightened awareness of community identity and a positive future.  

 Reduce Economic Losses – Success also means greater market share for new businesses and non-

government organizations seeking a home. Recovery can encourage growth in every sector of the local 

economy.  

 Enhance a Sustainable Community – Properly implemented, recovery supports the concept of sustainable 

and resilient communities. This means that every person, business, and/or institution is better able to 

withstand future disasters with enhanced community health overall. 
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Successful Recovery 

Leadership and collaboration are the keys to successful recovery. Someone must provide leadership in gathering 

the many organizations and individuals devoted to assisting those impacted by a disaster under one set of 

objectives, with a belief that thoughtful management accomplishes more than individual action.  

Collaboration means working together to achieve specific goals and to undertake specific projects for mutual 

benefit. In community disaster recovery, contributing organizations collaborate when they share information, 

resources, tasks, and decision making with the common goal of assisting those affected by a disaster. 

Collaboration also implies respect for the mission and diversity of other organizations. Collaboration yields 

improved services, reduces fragmentation and duplication of effort, enhances problem solving, and reduces 

costs.  

Without both leadership and collaboration, governments, non-government organizations and volunteers will 

spontaneously act without coordination or direction. Such ad hoc actions can and often do make a bad situation 

worse, result in much frustration and emotional distress for those impacted, and may extend the recovery time 

and effort. Recovery organizations face confusion in the delivery of services, frustration in encountering 

problems that could be avoided, public criticism, and unnecessary economic losses. 

Public safety and community well-being are the responsibilities of all levels of government. In Alberta however, 

as throughout Canada, primary responsibility for community recovery rests with the local authority. Provincial 

and federal governments provide support to local authorities in this effort. Local authorities will lead recovery 

efforts.  

Local, regional, and national service agencies and individuals may share a common mandate in assisting those 

impacted by a disaster, but each has limitations on their services. Only the local authority has the broad 

mandate of community recovery and should, therefore, coordinate with other service providers. The local 

authority can generate the cooperation among the large array of government agencies, community 

organizations, businesses, and citizens needed for successful collaboration.  

It also makes good sense for the local authority to lead the recovery effort for several reasons:  

• The local authority can take advantage of opportunities for land use improvements that may not arrive in any 

other way.  

• Clients and other community members are more likely to trust local recovery organizations than outsiders.  

• Local authorities are best able to control the outcome of recovery, including economic enhancements.  

Timely leadership by the local authority must ensure collaboration of activities by volunteers, governments, non-

government organizations and private businesses.  

See the Recovery Plan binder for full details, templates, and documents.  
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4– Hazard, Risk, Vulnerability Assessment (HRVA) 

4.1 – Hazard, Risk, Vulnerability Assessment Structure 

Requirement 

The emergency management agency is required, on at least an annual basis, to conduct HRVA’s (see form on 

following page) as established within this plan. The HRVA is a critical part of every emergency program and 

plan. The HRVA uses an all-hazards approach related to emergencies/disasters that significantly exceed the 

Region’s normal operating functions. 
 

Structure 

Considering hazards alone may lead to a skewed set of priorities for action. It is equally important to 

consider the severity of possible impacts from the hazard, as well as the probability of occurrence of a 

hazard event occurring. The combination of severity and probability of occurrence is termed the level of risk.  
 

Vulnerability is defined as people, property, infrastructure, industry and resources, or environments that are 

particularly exposed to adverse impact from a hazard. 
 

Probability of occurrence is an estimate of how often a hazard event occurs. A review of historic events 

assists with this determination. Each hazard of concern is rated in accordance with the numerical ratings and 

definitions. (see next page) 
 

The HRVA outlines a six-step process that: 

1. Identifies all hazards 

2. Examines the probable risk of occurrence 

3. Correlates that risk to the probable severity 

4. Determines the resulting vulnerability level 

5. Prioritizes the hazards for action 

6. Identifies and assigns risk reduction activities pertaining to prevention/mitigation, preparedness, 

response, and recovery that need to be completed by specific dates within the emergency planning 

cycle 

Completion of the risk reduction action (and related due dates) will be monitored by use of a Status Report 

(see Section 4.2 – REMP Status Report) 

The complete HRVA is retained by the RDEM.  
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HAZARDS, RISKS AND VULNERABILITIES ASSESSMENT (HRVA) WORKSHEET 
 

Prepared by: 
Date:  
 

SIX-STEP ANALYSIS PROCEDURE: STEP 2—PROBABILITY OF OCCURRENCE 

Table 1 
1. Select applicable events from List A and B below. 
2. Assess probability of occurrence 
3. Assess probable severity 
4. Assess vulnerability level – Low, Medium or High. 
5. Prioritize the selected events for action planning. 
Table 2 (on reverse) 
6. Transfer items in priority order to Table 2, identify 

emergency planning actions, track progress and results. 

Frequent—likely to occur repeatedly 

Probable—likely to occur several times 

Occasional—likely to occur sometime 

Remote— probability of occurrence is extremely low 

Improbable— not likely to occur 

 

PROBABLE SEVERITY 
STEP 3 

SEVERITY RATING 
Illness or Injury Financial Impact Environmental Impact Public Image/Reputation 

 
 

Fatality or Disability Long Term Severe >10 yrs Long Term >1 Generation Long Term Negative = Catastrophic 

Serious Injury or Illness Moderate >5 yrs Medium >10 yrs Moderate Negative = Critical 

Short Term Injury or 
Illness 

Temporary <2 yrs Short Term <5 yrs Short Term Negative = Marginal 

Minor Injury or Illness No Impact No Impact Individual or None = Negligible 

 

STEP 4—VULNERABILITY LEVEL 
LOW MEDIUM HIGH 

 

Remote/Catastrophic 

 

Improbable/Critical 

 

Frequent/Negligible 

 
Frequent/Marginal 

Probable/Marginal 

 

Frequent/Catastrophic 

Improbable/Catastrophic Occasional/Marginal Probable/Negligible Probable/Catastrophic 

Occasional/Critical Remote/Marginal Occasion/Negligible  Occasional/Catastrophic 

Remote/Critical Improbable/Marginal Remote/Negligible  Frequent/Critical 

  Improbable/Negligible  Probable/Critical 
 

TABLE 1:  HAZARD IDENTIFICATION/RISK AND VULNERABILITY ASSESSMENT 
 

A. HUMAN-CAUSED HAZARDS 
STEP 1 

SELECT EVENTS (  ) 

STEP 2 
PROBABLE 

OCCURRENCE 

STEP 3 
PROBABLE 
SEVERITY 

STEP 4 
VULNERABILITY 

(Low, Medium, High) 

STEP 5 
PRIORITY  

FOR ACTION 

Airplane/Helicopter Crash (in urban area)      

Env’l Contamination/Oil, Chemical 
Spills/Toxic Gas 

     

Fire (urban/rural structure)      

Forest Fire/Wildfire      

Gas Main Break      

IT/Communications Failure      

Missing Persons (Search & Rescue)      

Pipeline Rupture/Explosion      

Power Outage (prolonged)      

Public Health Epidemic (e.g., influenza 
pandemic) 

     

Radiological Accidents      

Road Collision (mass casualty incident-MCI)      

Structural/Roof Collapse, Building Explosion      
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Terrorism/Random Act of Violence      

Toxic Gas Releases (e.g., H2S, road/rail 
collision) 

     

Train Derailment/Collision (e.g., MCI, 
chemical spill) 

     

Water Main Break/Water 
Contamination/Shortage 

     

Others (e.g., bridge collapse)      

B. NATURALLY-CAUSED HAZARDS      

Animal Diseases/Attacks      

Blizzard/Snowstorm/Ice Storm/Avalanche      

Cold Weather (prolonged/extreme)      

Drought      

Lightning (injuries, fire)      

Major Wind/Hailstorm/Tornado      

Plant Diseases/Pest Infestation      

Rainfall/Run-off Flooding/Landslide      

Watercourse Flooding      

Others (e.g., earthquake, volcano, tsunami)      
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TABLE 2:  HRVA FOLLOW UP RISK REDUCTION ACTIVITY REPORT 
 

STEP 6—PRIORITIES FOR ACTION 

(in priority order from Step 5) 

ACTIONS AND COMMENTS 

(Prevention/Mitigation, Preparedness, 
Response, Recovery) 

ACTION 
ASSIGNED TO 

ACTION 
DUE DATE 

COMPLETION 
DATE 

APPROVED 
BY 

1.       

2.       

3.       

4.       

The following priorities for action (5 through 20) were all considered low priority,  
and will be reviewed by the Regional Emergency Management Agency for action on an as-needed basis. 

5.       

6.       

7.       

8.       

9.       

10.       

11.       

12.       
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4.2 – REMP Status Report 

The REMP Status Report (see Report on following page) is based on the HRVA Follow Up Risk Reduction Activity 

Report (see Table 2 on previous page). 

The Activity Report creates an ongoing action plan that must be review at least semi-annually, to ensure that 

risk reduction actions are being done as established via the HRVA, and that those actions are effectively 

managing the risks (and therefore reducing the vulnerabilities). 

The review of emergency planning actions is documented on the Status Report, generated by the REMA 

members, and submitted to the RDEM (or designate). The RDEM (or designate) will then forward them to the 

EAC, who will then update the elected officials. 

This report is a general subjective assessment and does not attempt to quantify the number of people or 

amount of property that would be affected if a hazard occurred or other effects of a particular hazard. However, 

the region has limited resources which do not allow the REMP to plan for every hazard event possible. Some 

form of ranking is required when deciding which hazards are of the highest priority and should be reflected 

within the emergency plan. Therefore, an assessment process to determine the priority hazards for the region is 

taken into account using suggested criteria and best practices. The information presented in this assessment can 

be used by the REMP to ensure that its emergency plan reflects the priority hazards identified in this 

assessment.  

The latest completed Status Report(s) are kept on file with the RDEM.  
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REMP Status Report 

Emergency Planning Actions  Status  

Annual EP Meeting/REMP Audit (must be completed at 
least annually)  
Comments:  

Last completion date:  

 

HRVA (must be completed at least annually)  
Comments:  

Last completion date:  

 

Prevention and Mitigation Actions  
Comments:  

Have actions been implemented as per the HRVA?  
Yes □ No □  

 

Preparedness Actions  
Comments:  

Have actions been implemented as per the HRVA?  
Yes □ No □  
 
Has mutual aid and liaison been reviewed and 
updated?  
Yes □ No □  

  

Response and Recovery Contingency Plans  
Comments:  

Have actions been implemented as per the HRVA?  
Yes □ No □  
 
Have all phone numbers been checked/updated?  
Yes □ No □ 

  

Training  
Comments:  

Has training been provided as per the HRVA?  
Yes □ No □  

  

Exercises/Debriefing  
Comments:  

Have exercises been completed as per the HRVA?  
Yes □ No □  
 
Have exercise debriefing recommendations been 
implemented?  
Yes □ No □  

  

Status Reports  
Comments:  

Have semi-annual status reports been submitted?  
Yes □ No □  

 

Date: ___________________     Submitted to:________________________________  

Signed:___________________________________________ 

Title (or Designate)________________________________________________ 
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Status Report Additional Notes  

_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________ 
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5 – Training and Exercise 

5.1. Training  
The training requirements for the REMP will be planned and monitored by the DEM and Emergency Advisory 

Committees. This process is conducted after the HRVA has been completed, and roles and responsibilities have 

been assigned. The training requirements will be forwarded to the Emergency Advisory Committees for approval 

to proceed with scheduling.  

The following table outlines the training requirements for each emergency management function.  

Training Requirements 

Course Position(s) 

Alberta Emergency Alert  
DEM, Deputy DEM, Fire Chief, Deputy Fire Chief, CAO, Public 
Works Foreman  

Basic Emergency Management  All personnel involved with the REMP  

Emergency Coordination Centre  All personnel involved in the ECC, all Elected Officials  

Emergency Social Services  

DEM, Deputy DEM, ESS Manager, Reception Centre Manager, 
Registration & Inquiry Supervisor, Clothing Supervisor, Food 
Service Supervisor, Lodging Supervisor, Personal Services 
Supervisor, Volunteer Services Supervisor, Central Registry & 
Inquiry Bureau (CRIB) Supervisor, FCSS Director  

Registration & Inquiry  
DEM, Deputy DEM, ESS Manager, Reception Centre Manager, 
Registration & Inquiry Supervisor, CRIB Supervisor, FCSS Director  

Food Safety  Reception Centre Manager, Food Service Supervisor  

Standard First Aid  Reception Centre Supervisors, ECC positions, Security positions  

Mental Health First Aid  Reception Centre Supervisors  

Municipal Elected Officials  DEM, Deputy DEM, all Elected Officials  

ICS 100  
DEM, Deputy DEM, all personnel involved in the ECC, IC, EMS 
Supervisor  

ICS 200  DEM, Deputy DEM, IC, EMS Supervisor  

ICS 300  DEM, Deputy DEM, IC, EMS Supervisor  

ICS 400  DEM, Deputy DEM, IC, EMS Supervisor  

Including People with Disabilities in 
Emergency Plans  

DEM, Deputy DEM, ESS Manager, Reception Centre Manager  

Emergency Public Information  DEM, Deputy DEM, PIO, all Elected Officials  

Emergency Management  DEM, Deputy DEM, IC, ESS Manager, Reception Centre Manager  
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5.2. Exercises  

The REMP will be tested at least annually to ensure that it is current, comprehensive and effective. Exercises 

must be coordinated by the Emergency Management Agency, and are designed to:  

 Test the effectiveness of the REMP;  

 Allow for continuous improvements; and  

 Provide awareness and support training efforts for all parties that may be included in the implementation 

of the REMP.  

Exercises must be conducted to test components of the plan, promote team building and build confidence, not 

to evaluate individual performance or to create a competitive environment. Exercises will be designed and 

facilitated in a progressive manner (a building-blocks approach), starting with Orientation Exercises up to Major 

Exercises. Exercises must be designed and facilitated when the exercise objectives are safely attainable.  

One or more of the following types of exercises will be used to test the plan:  

1. Orientation Exercises (sometimes referred to as Discussion Exercises)  

2. Drills (sometimes referred to as Specialty Exercises)  

3. Tabletop Exercises  

4. Coordination Exercises (sometimes referred to as ECC Exercises)  

5. Major Exercises (sometimes referred to as Field Exercises)  

All exercises will include a debriefing process and summary report, indicating what components of the REMP 

worked well, and where opportunities for improvements may exist. 

Exercise Schedule  

The DEM, in consultation with the Emergency Advisory Committees, must assess the number and type of 

exercises required to test the REMP. A schedule of proposed exercises shall be submitted to the Emergency 

Advisory Committees for approval on an annual basis.  

The following exercise schedule has been developed as a guideline. This schedule will be established by the 

DEM, in consultation with the Emergency Advisory Committees.  

Exercise Type 
Purpose of 

Exercise 
Duration of 

Exercise (Hrs) 
Target Audience Proposed Dates 

Orientation Exercise      

Drill (e.g., Evacuation/ 
Shelter)  

    

Tabletop      

Coordination      

Major      
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6 – REMP Maintenance 

6.1. Plan Maintenance and Auditing  

The DEM is responsible for the ongoing maintenance of the REMP, and the Revision Control Table (located at 

the front of this plan) and document footers. All requests for additions, deletions, amendments to this plan shall 

be addressed to the DEM utilizing the form on the following page. 

REMP maintenance will be achieved by the following means:  

a) Status Reports will be prepared by the designated Emergency Management Agency members, and 

submitted to the DEM (or Designate) on a semi-annual basis. The report will describe outcomes in 

comparison with emergency planning required actions as established in the HRVA Follow up Risk 

Reduction Activity Report. The REMP will be updated in accordance with the findings of the Status 

Reports, or as other changes are deemed necessary (e.g., change of personnel).  

b) An internal audit of the REMP will be conducted by the DEM by the end of September of each year. An 

Audit Summary Report will be submitted to the Emergency Advisory Committees for approval by the 

respective Councils.  

c) Urgent amendments will be submitted to the Emergency Advisory Committees for approval by the 

respective Councils at any time.  

d) An external audit of the REMP will be conducted at least once every three years (an external audit must 

be initiated by the DEM, and reviewed with the Emergency Advisory Committees).  
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Revision Request Form 

 

Request Date:  _____________________ 

Section Number(s): ________________ Page Number(s): ______________ 

Description of Revision: ______________________________________________ 

________________________________________________________________________________________

________________________________________________________________________________________

________________________________________________________________________________________ 

Change requested by: _______________________________________________ 

Reason for request: ________________________________________________________________________ 

________________________________________________________________________________________ 

Request reviewed by Director of Emergency Management:  

Date: _______________ Signature: __________________________ 

Approved:      

Approved with the following changes:     

________________________________________________________________________________________

______________________________________________________________________ 

Not Approved:  

 

Revision #: ________________________________________ 

Revision Date: _____________________________________ 

Distributed: _______________________________________ 
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APPENDIX – A 

Emergency Phone Number’s  

And Support Services 

 

Information removed due to protect confidential material which cannot be released to the public; is included in 

the Operating Plan. 
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Weather 

Date/Time  
(24 hr) 

      

Temperature 
      

Wind 
Direction/Speed 

      

Present 
Precipitation 

      

Rainfall Next 24 
Hours (forecast) 

      

Rainfall Last 24 
Hours 

      

Barometric 
Pressure 

      

Humidity 
      

 

 
Comments: 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
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DECLARATION OF A STATE OF LOCAL EMERGENCY 

Whereas an emergency exists in the 
______________________________________________________________  
 
due to  
_________________________________________________________________________________________
__  

(Enter a description of the nature of the emergency) 
  

Therefore, the Council of ____________________________, pursuant to Section 21 of the Alberta Emergency 
Management Act and Sections 8 and 9 of: 
 

 County of St. Paul NO. 19 – Bylaw 2014-30 

 Town of St. Paul – Bylaw 1209 

 Town of Elk Point – Bylaw 731/14 

 Summer Village of Horseshoe Bay – Bylaw 106/2014 
 
Declares that a state of local emergency exists in the 
________________________________________________. 
  
A Map is attached due to the inability to specifically identify the exact boundary and due to the severe 
nature of the emergency. 
 
  

Time: ______________________________ Date: ___________________________  
 
 
Signature: _____________________________________________________ 

 

Notes:  

1. If the whole of the municipality is not affected, describe the area in which the emergency exists.  

2. Ensure that the declaration is entered in the municipal register.  

3. Immediately after making the declaration, publish the details of the declaration by such means considered 

most likely to make them known to the population of the area affected.  

4. Forward a copy of the declaration to the Minister Responsible for AEMA.  

5. A declaration of a state of local emergency lapses seven (7) days after its making by a local authority unless it 

is cancelled earlier by the Minister, or terminated by the local authority, or unless it is renewed by the local 

authority.  
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Public Announcement 
Following the “Declaration of a 

State of Local Emergency” 

“The Council of ______________________________ declares that a State of Local Emergency exists or may 
exist  
 
 
in the 
______________________________________________________________________________________  

(describe affected portion of the municipality) 
 
due to 
_____________________________________________________________________________________”  

(enter a description of the nature of the emergency) 

A Map is attached due to the inability to specifically identify the exact boundary and due to the 
severe nature of the emergency. 
 

“The public is advised that for the duration of the emergency, the local authority may take any 
action it deems necessary to deal with the situation.” 
 

  

Time: ______________________________ Date: ___________________________  
 
 
Signature: _____________________________________________________ 
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Termination of Declaration of a 
State of Local Emergency 

Under the Regional Emergency Management Bylaw, Council has delegated its authority pursuant to 

the Emergency Management Act to the Chief Elected Official (or designate), or any two (2) 

Councilor’s. The Chief Elected Official (or designate), or any two (2) Councilor’s, therefore, by 

resolution would terminate the State of Local Emergency prior to the seven (7) days. 

Moved by __________________________ (name), the _______________________________, under 

authority of the Regional Emergency Management Bylaw, hereby terminates the State of Local 

Emergency declared on _____________________________ (date) at _____________________ 

(time),  

related to 

__________________________________________________________________________  

__________________________________________________________________________________

_ . 

(describe nature of emergency) 

 
 
  

  



 

REMP Revision: 0/0 Page 155 
 

 

 

 

 

 

 

 

APPENDIX – D 

  



 

REMP Revision: 0/0 Page 156 
 

Purchase Order (ECC) 

Disaster Code: 

P.O. No: 

Date:  

Requested by:  

Particulars  

 

 

 

 

 

 

 

Details Quantity Unit Price Total 
    

    

    

    

    

    

    

    

    

    

    

Authorized Person ____________________________________ 

Subtotal  

Tax  

Total  
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Purchase Order Register (ECC) 
P.O. No Date Issued To Amount 
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Dangerous Good Incident Report Form 

1. Incident Operational Category 

 Storage and 
Handling 

 Explosives 

 Port 

 Security Risk 
Substance 

 Major Hazard Facility 
(MHF) 

 Transport – Road or Rail 

 Pipeline 

2. Incident Location and Time/Date 

Date (DD/MM/YYYY) Time ( 24hour) 

Incident Location: Street address or GPS location. For transport or pipeline incidents, describe which 
sections of road/rail/pipeline. 

3. Owner/Operator/Consignor/Contractor Details 

Name of Owner: 

Address of Owner: 

Address of Operator: 

Transport Incidents 

Consignor Name: 

Consignor Address: 

Prime Contractor Name: 

Prime Contractor Address: 

4. License/Permit Details 

Driver’s License No.  Vehicle License Plate: 

Waybill/Bill of Lading/Shipping Papers Explosives/Security Risk Substance Permit No. 

5. Activity 

 Loading/Unloading 

 Transport/En-route 

 Manufacturing/Processing 

 Use 

 Pipeline Transfer 

 Static/Stored 
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6. Incident Type (select more than one if necessary) 

 BLEVE – Boiling Liquid Expanding Vapor Explosion 

 Explosion 

 Fire 

 Lifting/Impact 

 Near Miss 

 No Spill 

 Overpressure 

 Reaction 

 Release of Energy 

 Sabotage/Vandalism 

 Spill 

 Theft 

 Vapor Release 

7. Severity 

 Catastrophic  Major  Significant  Moderate  Minor 

8. Main Causes (immediate casual factors) 

 Closure 

 Corrosion 

 Fitting Defective 

 Incompatible 

Goods 

 Incorrect Handling 

 Puncture 

 Seam Failure 

 Tear or Abrasions 

 Valve Failure 

 Vehicle Incident 

(collision/rollover

/loss of load 

 Vent Faulty 

 Weld 

9. Description of Goods Involved 

Product name (proper shipping name) 
   

   

UN No. 
   

   

Class or Division 

 

Compatibility Group 

(explosives only) 

   

   

Quantity Present 

 

Quantity Involved 

   

   

Container Details (eg. Packages, bulk 

loose solids, bulk solids container, 

immediate bulk container, process 

vessel, tanker, pipeline 
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10.  Site Details (dangerous goods storage and handling, explosives, security risk substances, MHF Incidents) 

 Bulk Depot 

 Construction Site 

 Dwelling 

 Explosives Storage 
Facility 

 Farm/Rural 
Property 

 Fireworks Display 

 Hospital 

 Office 

 Process Plant 

 School 

 Service Station 

 Shop/Retail Outlet 

 Transport Depot 

 Warehouse/Factory 

 Water Treatment Plant 

 Other____________ 

11. Transport Details (transport incidents or incidents involving other vehicles) 

Name of Driver: 

Address: 

Driver is  Employee  Contractor Estimated speed at time of incident__________kmh 

Vehicle Registration No. 

Vehicle Type: 
 Container Wagon 

 Dumper 

 Hopper 

 Tanker 

 Skeletal 

 Open Wagon 

 Tray Top 

 Other_________________ 

Vehicle Configuration:  
 B-Double 

 Rigid 

 Road Train –No. of trailers 

 Semi-Trailer 

 Trailer 

 Other ______________ 

12. Consequences of Incident 

No. of Fatalities: No. of Fatalities resulting directly from goods: 

No. of Injured/Hospitalized: 
Description of injuries resulting directly from goods: 

No. of People Evacuated: 
Size of area evacuated (eg. 300 m radius of site) 
 

Road Closures – Details of road sections closed and duration: 
 
 

Environmental Damage – Details: 
 
 

Estimated Cost of Incident: 

Property Damage__________________ 
Recovery Costs ____________________ 
Environmental  
Clean-up cost ______________________ 

Total Man-hours _______________ 
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13. Incident Summary (brief to the point) 

 

 

 

 

 

14. Full Incident Description (include events leading up to and after, attach diagram or additional pages) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

15. Incident Response Actions (details immediate measures taken to control the 
damage/spill/fire/explosion) 
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16. Root Cause/Contributing Factors 

 

 

 

 

 

17. Actions Taken to Prevent Recurrence 

 

 

 

 

 

 

 

18. Details and Certification of Person Completing Report 

Name: 

Position: 

Address: 

Phone No. Fax: E-mail: 

 
I certify that the information in the incident report is accurate to the best of my knowledge 
 
 
Signature__________________________________________   Date__________________________________ 
 

19. Details of Witness to Incident 

Name: 

Address: 

Phone No. Fax: E-mail: 
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1. Town of St. Paul 

2. County of St. Paul 

3. Town of Elk Point 

4. Summer Village of Horseshoe Bay 
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