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FOREWORD

With the Consolidation of Social Services in 1998, it became evident that there was a need to ensure an Emergency Response Plan was in place to adequately provide for the needs of the residents of Leeds-Grenville in the event of a Peacetime Emergency/Disaster.

The Emergency Response Plan has been developed in cooperation and collaboration with many of our community partners.  The magnitude of the role of Social Services necessitates that a comprehensive and co-ordinated approach to Emergency Planning be taken.

The experience of Ice Storm ‘98 taught all of us many lessons.  That experience has assisted the Community & Social Services Division in building an Emergency Response Plan that goes one step further to enhancing the Division’s ability to meet the need.  

The Emergency Planning process is one which is continuously evolving and the Division of Community & Social Services is committed to maintaining its regular planning and review of the plan. As part of this process, ongoing training and testing (through table top and actual exercises), as well as participation in community emergency preparedness forums will continue to be a priority.
Community & Social Services is committed to the principles of Emergency Planning and as part of its ongoing testing of the Plan will continue to revisit those areas that could enhance the Division’s role and allow the Division to meet its mandate and obligations under the Emergency Management Act  2003 and more specifically the United Counties of Leeds and Grenville By-Law Number 99-49 (Appendix “A”). The Emergency Response role of Community & Social Services is identified in the United Counties of Leeds and Grenville Emergency Response Plan and the two plans complement each other.
Dorothy E. Theobald
Director, Community & Social Services Division
DEFINITIONS

In this Plan:

a) “Separated Municipalities” means the City of Brockville, the Town of Gananoque, and the Town of Prescott.
b) “Emergency” / “Disaster” is an abnormal situation, natural or manmade, sudden or progressive, which requires prompt action beyond normal procedures in order to limit damage to persons, property or the environment.

c) “Social Services Director” means the Director of Community & Social Services of the United Counties of Leeds and Grenville, or a designate. “Warden” means the Warden as head of Council of the Corporation of the United Counties of Leeds and Grenville or the Acting Warden.

d)
“Emergency Co-ordinator” means the Emergency Co-ordinator appointed by the Emergency Operations Control Group.

e)
“Medical Officer of Health” means the Medical Officer of Health of the Leeds, Grenville and Lanark District Health Unit or a delegated representative.

f)
“Emergency Operations Centre” (E.O.C.): The physical location from which central operations will operate during a “state of emergency”.  The E.O.C. will be the meeting location of the Emergency Operations Control Group.  The current E.O.C. location of the United Counties of Leeds and Grenville is 25 Central Avenue West, Brockville.

g)
“Emergency Operations Control Group” (E.O.C.G.): A group of individuals representing various facets of emergency response, who meet regularly to share information and make decisions as it relates to the emergency.  The individuals involved within this group are pre-designated by the United Counties’ Emergency Plan.
h)
“Reception Centre Kit”: Is a plywood case containing the basic operational forms, stationery supplies and equipment necessary to set up and operate the five emergency social services in a Reception Centre or Group Lodging Facility.
i)
“Psychosocial”: Refers to the overall mental health and well being of individuals, families, organizations and communities.
DEFINITIONS (continued)
j)
“Psychosocial Response”: Is a co-ordinated effort on behalf of health and social service organizations, with the intent to assist individuals and communities with their immediate and long term psychosocial needs in a time of disaster, community crisis or critical incident.

k)
“Community Emergency Management Coordinator”: Is the individual responsible for coordinating the emergency management program of the Corporation of the United Counties of Leeds & Grenville. This position is mandated under the Emergency Management Act, 2003.

DISTRIBUTION LIST

United Counties of Leeds & Grenville
No. of Copies
Council
1
Warden
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Chief Administrative Officer
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1
Ontario Provincial Police – Grenville
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Member of Provincial Parliament
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Amateur Radio Emergency Response
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Brockville General Hospital
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1
Canadian Red Cross
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Elmgrove Unit, Royal Ottawa Hospital
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1
Grenville Christian College
1
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1
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2

Spares
5
AMENDMENT RECORD

	Date
	Description
	Initials

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


OBJECTIVE

To establish within the United Counties of Leeds and Grenville an Emergency Community & Social Services Plan in support of all member and separated municipalities to ensure that the basic needs for those persons affected by an emergency and/or disaster are met, both on a short-term and long-term basis.

EMERGENCY RESPONSE PROTOCOL

STAFF MEMBERS’ ROLES & RESPONSIBILITIES

1)
Staff members within the Division will be assigned to one of the main areas of responsibility based on their training and expertise.

2)
All Chiefs will report directly to the Community & Social Services Director at the Emergency Operations Centre.

3)
All Chiefs will attempt to utilize staff, community agencies, and/or volunteers who are familiar with, and are able to carry out the assigned tasks.  

4)
Senior staff within the Division may be directed by the Director or her designate to participate within “Emergency Operations Control Groups” at the municipal level.  The local municipalities will contact the Warden to initiate participation of Community & Social Services in the local E.O.C.G.  and / or the emergency response.  The flowchart on the following page illustrates protocol during an emergency.

4) All staff will use the prepared “Emergency Response Message Forms” (Appendix “B”) to communicate among all Emergency Personnel.  These forms are numbered and the carbon is to remain within the pad to maintain accountability for all transactions.

Appendix “C” identifies staff roles and responsibilities and assigns such to current Social Services staff members (as of March 2005).  
PROTOCOL FOR EMERGENCY RESPONSE WITHIN THE UNITED COUNTIES OF LEEDS AND GRENVILLE DIVISION OF COMMUNITY & SOCIAL SERVICES
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 STAFF FAMILIES/
EMERGENCY RESPONSE PROTOCOL
Emergency Preparedness Canada and Emergency Management Ontario both strongly encourage all individuals and families to have their own personal emergency plan.  This involves emergency contact numbers, meeting locations and educating children on “what to do” in a variety of scenarios.  Emergency Preparedness Canada has provided an “Emergency Preparedness Checklist for Family Members” (Appendix “D”) to assist in personal / family preparedness. Appendix “E” is a listing of the suggested contents of Home Emergency Kits.
During an emergency, all staff are obligated and required to assist and perform any function as required by the United Counties of Leeds and Grenville.  In the event of a local disaster /emergency, staff are requested to assemble at the office at 458 Laurier Blvd., Brockville.  Staff should not wait to be telephoned, as circumstances may not allow the time or manpower for calling.  Staff must also recognize that communication capability may be compromised.  When staff report to the office during an emergency, they should be prepared to stay for an 8-12 hour shift.  When necessary, accommodation for staff who are unable to return home (if residence is within the affected area) will be arranged by the Division.  Accommodation arrangements will be off site from the work place.

In the event that 458 Laurier Blvd. is within the evacuation area and not accessible, staff should alternatively assemble at 25 Central Avenue West, Brockville.  If neither location is accessible, staff should stay at their residences and await contact by the Division.  Staff are requested to keep their copy of the “Emergency Plan” in their vehicle at all times.

During an emergency, the United Counties of Leeds and Grenville acknowledges that staff often perform their role as emergency responders to the detriment of their families.  When staff are required to respond to an emergency on behalf of the United Counties of Leeds and Grenville, efforts will be made to contact staff families once per day to ensure their health and safety and inquire as to any needs they may have.  Staff members should advise Employee Services of any changes in telephone numbers or addresses as they appear on the most recent staff directory (March 2005).

STAFF DEVELOPMENT & TRAINING IN EMERGENCY RESPONSE
1. Emergency Management Ontario:

Emergency Management Ontario coordinates and delivers a variety of emergency preparedness courses throughout the province. A number of staff have attended several training programs at the Canadian Emergency Preparedness College in Ottawa, Ontario. Courses offered include:

• Emergency Preparedness - Health & Social Services

• Exercise Design

• Emergency Site Management
• Emergency Operations Centre

The Basic Emergency Management Program (B.E.M.) lays the foundation for all additional emergency management courses at the provincial and federal levels and all current chiefs have completed BEM training. Senior staff will be provided with opportunities to access any upcoming training programs at the Canadian Emergency Preparedness College.

2.
Red Cross Hostel Management:

The Canadian Red Cross Society periodically offers training in Hostel / Shelter Management.  This course is of value to those staff members who are potential “Reception Centre Managers” or who are designated to perform the function of a “Chief” in the Community & Social Services’ Emergency Plan. Several staff have participated in this training and staff will continue to be registered in Shelter Management Training opportunities as offered by the Red Cross. 
3.     
Emergency Management Awareness Training:

The staff Trainer/Emergency Planner is responsible for the initial and on-going education of staff in regards to the role of the Division in emergency response. This training also serves to review any revisions to the Emergency Response Plan and the roles and responsibilities of staff within the plan. Emergency Management Awareness Training will continue to be delivered to all staff members in the Division of Community & Social Services. 
ROLES & RESPONSIBILITIES OF THE DIRECTOR OF COMMUNITY & SOCIAL SERVICES 

The responsibility of the Community & Social Services’ Director, or alternate, during an emergency is to:

1)
Activate the Division’s emergency alert system.

2)
Respond to the Emergency Operations Centre.  

3)
Advise the Emergency Operations Control Group on all matters related to 
the feeding, lodging, clothing, registration, etc., of people in the emergency area, and/or for those people who have been evacuated. 


4)
Designate public reception centres to be opened should the evacuation of residents be necessary.

5)
Be responsible for the opening, staffing, and operation of any and all 

evacuation centres.

6)
Direct the activities of other municipal and provincial welfare agencies while working in support of emergency evacuation and reception.

7)
Arrange for the provision of the following to evacuees:


a)
emergency feeding


b)
emergency lodging


c)
emergency clothing


d)
emergency registration and inquiry, and


e)
emergency personal services - Psychosocial response

8)
Be responsible for the call out, direction and co-ordination of the emergency response activities of Social Services’ related volunteer agencies. 


9)
Co-ordinate Community & Social Services’ efforts at the Federal or Provincial Government levels, as required.

10)
Maintain a log of all actions taken during the emergency.
ROLES & RESPONSIBILITIES OF THE EXECUTIVE ASSISTANT
The responsibility of an Executive Assistant during an emergency is to:

1) Take direction from the Community & Social Services Director or her designate.

2) Receive and relay messages for the Community & Social Services Director and the other Community & Social Services Emergency Response Chiefs.

3) Contact staff members and other community agencies as required.

4) Keep an accurate record of staff schedules and the location of staff members.  It is the responsibility of each Chief to schedule staff for their area, but this information must be provided to the Executive Assistant on a regular basis.

5) Contact staff families once per day to assess any needs or concerns and relay any information as necessary.

6) Take minutes for any meetings that the Community & Social Services Director may be required to attend.

7) Complete and distribute correspondence as required.

8) Maintain a log of all actions taken during the emergency.

ROLES & RESPONSIBILITIES OF THE CHIEF OF FEEDING SERVICES
The responsibility of the Chief of Feeding Services during an emergency is to:

1)
Report to and consult with the Community & Social Services Director at the Emergency Operations Control Centre.
2) Operate in consultation with the designated Reception Centre Manager.

3)
Maintain an accurate up-to-date Resource List of feeding facilities and food suppliers to meet the needs in the event of an emergency.
4)
Arrange for the preparation of, and/or delivery of meals to evacuees and emergency workers in an emergency.

PROCEDURE

1)
Determine the feeding requirements for evacuees, workers and EOC members.
2)
Determine where the Feeding Stations will be established.

3) Call upon the Resource List and make direct contact with the person(s) responsible for food orders.

4) Arrange mobile services for delivery of food, where urgently required.

5) Keep track of all receipts, purchase requests and invoices during the Emergency Response.

6) Schedule staff and volunteers working in this area.

7) Maintain an accurate log of all actions taken during the emergency. (See Appendix “N” for Emergency Feeding Operations Log)

ROLES & RESPONSIBILITIES OF THE CHIEF OF FEEDING SERVICES (continued)
SPECIFICS

In the event of an emergency, it will be the responsibility of the Chief of Feeding to ensure that evacuees, emergency workers and volunteers are provided nourishment.  Feeding goes beyond merely the alleviation of hunger and sustenance, but is an “effective means of mass therapy”.

In the immediate emergency, when people are suffering from psychological and physiological shock, and when morale is at its lowest, it is more important to provide immediate sustenance, as the organization of a full meal would involve delay and may only serve a smaller number of people.  A cup of tea, coffee or soup may have the affect of reducing irritability, instilling a sense of security and provide the opportunity for social contact at the onset of the emergency.  The basic elements of emergency feeding are speed, safety, simplicity and a familiarity with foods offered.

It will be necessary, at the initial stage, for the Chief of Feeding to provide coffee, tea and snacks for both the evacuees, emergency workers, and volunteers, so they may maintain their stamina and provide adequate and effective support to all those affected by the emergency.  At this stage, “fast food” outlets may provide readily available supplies.

There may be situations in which food / meals will need to be provided to individuals in their homes.  The Chief of Feeding will be required to identify such groups and work co-operatively with the Chief of Volunteer Services to arrange delivery.  

If it is determined that the emergency will be ongoing, it will be the responsibility of the Chief of Feeding to organize the provision of proper nutritional meals.  If this should occur, it is preferable to utilize halls or auditoriums which have kitchen facilities available.  The expertise and leadership of experienced food service personnel should be utilized at all times.  Most of the facilities that have been designated as potential emergency evacuation centres have full service cafeterias and staff.  Some centres may sub-contract with a food service company and the Chief of Feeding must ensure that the existing food services within centres are utilized foremost. 

ROLES & RESPONSIBILITIES OF THE CHIEF OF FEEDING SERVICES (continued)

The Chief of Feeding should, at the start of the emergency, identify high risk priority groups, which may include:



-
nursing mothers, pregnant women



-
infants



-
diabetics, or those with other special diet requirements



-
seniors



-
individuals who are home bound

There should be consultation between the Chief of Feeding and the Public Health Unit regarding the special nutritional needs of the high risk groups identified.  Public Health Inspectors must be consulted prior to the distribution of prepared meals to ensure adequate sanitation and hygiene for food preparation.  It is the responsibility of the Community & Social Services Director to make initial contact with the Medical Officer of Health, who will then designate responsibility to the Environmental Health Division.  It is the responsibility of the Chief of Feeding to work co-operatively in consultation with Environmental Health.

Special needs, such as infant formula, diapers and pharmaceutical supplies, may be required. If so, refer to the Resource List (Appendix “P”).
ROLES & RESPONSIBILITIES OF THE CHIEF OF CLOTHING SERVICES

The responsibility of the Chief of Clothing Services during an emergency is to:

1) Report to, and consult with, the Director of Community and Social Services at the Emergency Operations Centre.

2) Operate in consultation with the designated Reception Centre Manager.

3) Organize delivery of clothing to evacuees and emergency workers during an emergency, as necessary.

4) Consult the Resource listing with respect to clothing outlets and suppliers to meet the needs of emergency victims.

The long-term clothing needs for those in need may be met by the provision of basis financial assistance under the Ontario Works program. The mandate of the Chief of Emergency Clothing Services is limited to the immediate provision of clothing to people during the emergency phase of the disaster.
PROCEDURE

1) Determine the clothing requirements for evacuees and emergency workers.

2) Determine where clothing stations will be established. The recommendation is one issuing room and one room for reserve stock. Designation of the clothing space should be done in consultation with the Reception Centre Manager. Signage for the clothing area designation is contained within the reception centre kit which is under the control of the Reception Centre Manager.

3) Utilize the Resource List to make direct contact with clothing suppliers. The Chief of Clothing Services will be responsible for keeping accurate track of receipts, invoices and the inventory of clothing items.

ROLES & RESPONSIBILITIES OF THE CHIEF OF CLOTHING SERVICES (continued)
4) The policy of issuing new, rather than used clothing has been adopted because of a fundamental need to respect the dignity of people. In addition, new clothing is more readily available with respect to sizes and quantities and can best meet urgent clothing needs.

5) Maintain an accurate log of all actions taken during the emergency. (See Appendix “F” for the Emergency Clothing Operations Log.)
SPECIFICS
In the event of an emergency, it is also the responsibility of the Chief of Clothing Services to ensure that the clothing needs of both evacuees and emergency workers are met in order to prevent loss of life or injury from exposure. The objective is to meet short-term clothing needs until the normal sources of supply are available. The fulfilling of such needs is done through Emergency Clothing. It is possible that the Canadian Red Cross Society will have pre-packaged “Personal Comfort Kits” available for evacuees, but other essentials should be assessed and obtained as necessary. The “Personal Comfort Kits” generally contain such items as soap, deodorant, facecloth, toothbrush, toothpaste, hand towel, etc.
Regular suppliers of clothing should be utilized first. In some situations, used clothing may be issued as a temporary measure, in which case the local Salvation Army would be contacted. Often under disaster conditions, unsolicited clothing donations are more problematic than helpful, due to the manpower required to sort, clean, distribute and dispose of excess donations. The Chief of Clothing Services should ask the Counties’ Emergency Information Officer to communicate to the public that the clothing needs of victims have been met. An alternative of a cash donation may be suggested, if a fund has been established. 

If it is decided that clothing donations will be accepted, it is advisable that they be received at a central location (i.e. back door of evacuation centre), and in particular not received at the disaster site. If borrowed items are to be utilized, ensure that they are tagged properly with the owner’s name, address, and telephone number etc., so that they are returned correctly at 
ROLES & RESPONSIBILITIES OF THE CHIEF OF CLOTHING SERVICES (continued)
the end of the emergency. If possible, attempt to advise people during the warning phase to bring essential clothing items with them if they are forced to evacuate. (See Appendix “E”, Emergency Kit -Evacuation Checklist)
Under the direction of the Chief of Clothing Services, Emergency Clothing Services Workers would:

· set up rooms to stock and issue clothing, as required



· brief evacuees on the services available

· issue emergency covering (sleeping bags, blankets, sweatshirts, etc.)

· be responsible for the receipt and storage of clothing supplies

· interview evacuees and make referrals for articles to be obtained, if required

· record the name and address of the individual or family assisted

· maintain on-going record of stock on hand

The Chief of Clothing Services should identify priority clothing groups as follows:
· emergency victims without adequate clothing
· dependent adults and unattached children in congregate facilities

· residents of evacuated institutions for special care groups

· emergency workers requiring particular occupational clothing items (e.g. rubber boots, coveralls etc.) and

· casualties on discharge from hospitals

The Chief of Clothing Services will need to identify whether there is a need for “Mobile Emergency Clothing Teams”. If a team is engaged, it will be responsible to:

· transport clothing to evacuees at group lodging facilities within the immediate reception centre area (i.e. private homes, hotels)
· proceed to the site with emergency covering/clothing for evacuees, pending their transportation to Reception Centres

See Appendix “E” - Emergency Kit - Evacuation Checklist

See Appendix “P” - Resource Listing

See Appendix “F” - Emergency Clothing Operations Log

ROLES AND RESPONSIBILITIES OF THE CHIEF OF LODGING

The responsibility of the Chief of Lodging during an emergency is to:

1)
Report to and consult with the Community & Social Services Director at the Emergency Operations Control Centre.

2)
Maintain an accurate, current Resource List of emergency lodging.

3)
Co-ordinate the flow of evacuees from Reception Centres to emergency accommodation.
PROCEDURES
1)
Determine the extent of lodging needs.

2)
Determine which emergency lodging facilities are available to be opened through direct contact with the appropriate person.

3)
Appoint a Reception Centre Manager for each centre to be opened.  Additional Community & Social Services staff may be assigned to assist the Reception Centre Manager.  If external volunteers are required, this request should be made to the Chief of Volunteer Services.

4)
Work co-operatively with the Chief of Registration and Inquiry Services and share information to allow each Chief to maximize their role.

5)
Co-ordinate the flow of evacuees from one lodging facility to another.  This will be done in co-operation with the Chief of Volunteer Services.

5) Arrange for the set up of evacuation centres (cots, blankets, etc.)

7) Maintain good communication with facility personnel as to the status of the emergency and anticipated use of the facility.

8) Arrange for lodging of emergency responders, upon request (i.e. St. John Ambulance Staff).

9) Obtain and organize new lodgings, if required.

10) Schedule staff and volunteers working in this area.

11) Maintain an accurate log of all actions taken during the emergency. (See Appendix “I” Emergency Lodging Operations Log)

ROLES AND RESPONSIBILITIES OF THE CHIEF OF LODGING (continued)
SPECIFICS
In the event that homes have been destroyed or an evacuation of residents is required, it will be the responsibility of the Chief of Lodging Services to access temporary emergency lodging for evacuees.

The magnitude of the emergency and/or evacuation will ultimately determine the type and the quantity of lodging required.  In small scale emergencies, where the numbers of evacuees is limited, it is advisable to utilize local hotels/motels first, as it is essential to keep families together.  Only in a large scale disaster will mass lodging be used.  Evacuees should be lodged quickly in an organized fashion. 

All lodging arrangements will be made through the Reception Centre in order to maintain proper records for the location of evacuees. This task will be assumed by the Reception Centre Manager and the Chief of Lodging.  Accurate records of where evacuees have been lodged must be kept. Registration Cards for this purpose are contained in all Reception Centre Kits
In the event of a large scale disaster where mass lodging is required, it will be critical to ensure a well organized system is in place.  Again, families must be kept together.  Persons requiring special care must be identified and accommodated accordingly, preferably not en masse.  The arrangement of mass lodging will be the responsibility of the Chief of Lodging.  The Chief of Lodging will refer to any existing “Memoranda of Understanding” for more specific procedural details.  

Specific sites have been designated as potential emergency evacuation centres.  These pre-designated centres have the capability to lodge several hundred people.  In a county wide, or “large area” emergency, it is these sites that should be utilized.  Community & Social Services believes and advocates that in large scale emergencies, only these pre-designated sites should be utilized.  The capacity of these pre-designated sites allows for the operation of a “sophisticated shelter” that can offer many services and accommodate a wide variety of needs over a long and unpredictable amount of time.  In a small scale, area- specific emergency, it may be more 
ROLES AND RESPONSIBILITIES OF THE CHIEF OF LODGING (continued)
appropriate to open a small community hall as a reception centre vs. the local high school.  This decision will be made by the Community & Social Services Director in consultation with the E.O.C.G. of the local Township / Municipality.  The following seven facilities have been identified as the “Primary Potential Emergency Evacuation Centres”.  All seven facilities have been consulted and have agreed to be a primary evacuation centre.  All have the capability of being a “sophisticated evacuation centre” for large numbers of people.  Dependent on the scale of the emergency, it may be more appropriate to consult the general resource listing and utilize smaller facilities if there is only a need for a reception centre vs. an evacuation centre.  In a county wide emergency, these seven locations should be utilized foremost.  If the Emergency Operations Control Group establishes a need for additional locations, the resource listing will be of assistance.  
The decision to open any / all reception / evacuation centres, will only be made upon the approval and direction of the Community & Social Services Director and in consultation with officials of each Township / Municipality.
EVACUATION CENTRES

The following chart identifies the seven facilities and the Townships that could be considered to be within the catchment area of each facility.  The chart is only a guideline and the boundaries are not fixed.  Emergency Preparedness Canada estimates that in a case of an evacuation, only about 10% of the population require lodging at Emergency Evacuation Centres.  

	Facility
	Townships Served
	Total Population of Area *
	10%

of

Pop.

	Gananoque Secondary School 175 William Street, S., Gananoque
	· Town of Gananoque (5,220)

· Township of Leeds & The Thousand Islands (9,069)
	14,289
	1,429

	Rideau District High School

251 Main Street, Elgin
	· Village of Westport (647)

· Township of Athens (2886) 
· Township of Rideau Lakes (9,687)
	13,220
	1,322

	Thousand Islands Secondary School
2510 Parkedale Avenue, Brockville
	· City of Brockville (22,000)

· Township of Front of Yonge (2,639)
	24,639
	2,464

	Grenville Christian College 
County Road #2
Brockville
	· Township of Augusta (7,635)

· Township of Elizabethtown Kitley (10,039)
	17,674
	1,767

	South Grenville District High School 
1000 Edward Street, Prescott
	· Township of Edwardsburgh Cardinal (6,674)
· Town of Prescott (4,228)


	10,902
	1,090

	Kemptville College

830 Prescott Street, Kemptville
	· Municipality of North Grenville (13,581)


	13,581
	1,358

	Merrickville Community Centre 106 Read Street, Merrickville
	· Township of Merrickville-Wolford (2,812)
	2,812
	281


* Statistics Canada 2001 Census

REGISTRATION & INQUIRY

The responsibility of the Chief of Registration & Inquiry during an emergency is to:
1)
Maintain an accurate and up-to-date list of potential Reception Centres.

2)
Engage the services of the Brockville and District Canadian Red Cross Society.

3)
Liaise with the Emergency Information Officer as designated by the United Counties of Leeds & Grenville

4) Report to the Community and Social Services Director at the Emergency Operations Centre.

PROCEDURES

1. Set-up the main Reception Centre to facilitate and co-ordinate flow of evacuees.  Supplies and signage to set up the centre are contained within the emergency reception kits.  Refer to Appendices “J” and “K” for a list of Emergency Kit locations and contents. 

2. Contact the designated Communications Officer for the United Counties of Leeds & Grenville to discuss and assess telecommunications needs. This would include the requirements of telephones, additional lines, services of ARES (Amateur Radio Emergency Services), etc. The Chief of Lodging should be consulted prior to meeting with the Communications Officer in regards to their communications needs or requirements.

3. Once it is determined that a reception centre is to be set up, the Brockville and District Branch of the Canadian Red Cross Society should be contacted immediately.  The Chief of Registration and Inquiry will provide Red Cross with details regarding the emergency, the location of the reception centre and possibly the requirement for a mobile Registration and Inquiry Unit.

REGISTRATION & INQUIRY (continued)
4. It is the responsibility of the Chief of Registration and Inquiry to arrange for the movement of the reception centre kit to the centre.  This task may be done in consultation with the Chief of Volunteer Services.  The Brockville and District Red Cross Society have a large supply of registration and inquiry forms and Red Cross volunteers have a personal supply which will allow Registration and Inquiry to begin very quickly. 

5. Where necessary, co-ordinate the set-up of additional Reception Centres.

6. Communicate with the other Chiefs of Services to identify the needs of the evacuees (e.g. food, lodging, clothing, etc.). 

7. It will be the responsibility of the Chief of Registration and Inquiry in consultation with the Red Cross, to keep an accurate account of the numbers of evacuees and their location.  This information will be required frequently by the Community & Social Services Director.

8. Schedule staff and volunteers working in this area.
9. Maintain an accurate log of all activities and actions taken during the emergency.

SPECIFICS

A primary concern of those affected by an emergency will be to know the fate and whereabouts of their family and loved ones.  The accurate and organized completion of the registration for locating and/or reuniting families will provide the necessary “psychological first aid” for those affected by the emergency.  Red Cross staff and volunteers are fully trained in completion of registration and inquiry forms, as well as the setting up of a central registry system.  Thus, Red Cross assistance should be utilized when these tasks are deemed essential.

In small scale emergencies in which very few people are evacuated, registration and inquiry may be done on the scene by Social Services Personnel.  The Chief of Registration and Inquiry will possess a small supply of registration forms for purposes of emergency call-outs.
REGISTRATION & INQUIRY (continued)
The primary functions of this responsibility will be:


1.
To assist in reuniting families.

2.
To answer inquiries regarding the whereabouts of the emergency evacuees.


3.
To collect information on the missing emergency evacuees.

The Chief of Registration & Inquiry must, initially, identify the following priority groups:


-
families separated by the emergency;


-
dependent groups (i.e. residents of institutions, etc.);


-
evacuees;
and


-
the deceased.

Where a large evacuation measure has necessitated large numbers to be transported by bus, it will be necessary for names to be taken prior to boarding the vehicle, as well as the bus number and destination. The same procedure will be used should evacuees choose to travel in their personal vehicle, with particular note of their intended destination.  Community & Social Services Staff will identify themselves to the site commander (Fire/ Police/Emergency Medical Services) prior to performing registration and inquiry duties.  It will be necessary for the Chief of Registration & Inquiry to assign volunteers / Red Cross at each site to collect this information (Mobile R&I Unit).  Full registration will be completed upon arrival at the Reception Centre. 

The Reception Centre will operate as the focal point from which all other services will be generated and function.  It is imperative that the following guidelines be followed:

-
Volunteers / Red Cross / Community & Social Services Staff will be identified by arm bands, and will receive evacuees upon arrival.  Arm bands are contained within the Emergency Reception Centre Kits.

-
Volunteers / Red Cross / Community & Social Services Staff will segregate distraught evacuees temporarily.

REGISTRATION & INQUIRY (continued)
-
Volunteers / Red Cross / Community & Social Services Staff should ensure that unattached children arriving at the Reception Centre are protected in a group setting supervised by a qualified Child Care worker, until they can be reunited with their families, or temporary foster care is initiated by the Family & Children’s Services workers.

-
Volunteers should ensure that special needs groups and/or dependent 
adults are kept together in groups, and are properly supervised by qualified workers.


-
Volunteers should identify where psychosocial services (i.e. counselling, etc.), are required, and ensure that these be accessed as quickly as possible.

Where a large scale evacuation is required, a central registry will be set up.  Where a family has been separated, the Reception Centre where an adult member of the family is located will initiate the action to reunite.

RECEPTION CENTRE KITS

Reception Centre Kits from the Centre for Emergency Preparedness Canada are available to the Division of Community & Social Services. The kits contain all the necessary tools and supplies required to set up the designated Reception Centres.  Kits are located in separated towns and municipalities across Leeds and Grenville. (Appendix “J”)

It shall be the responsibility of the Chief of Registration & Inquiry to determine the need for additional kits to be utilized. 

Appendix “K” is a complete list of the contents of each reception centre kit.

PERSONAL SERVICES
The responsibility of the Chief of Personal Services during an emergency is to:
1)
Co-ordinate and deliver personal services for persons affected by the emergency.

2)
Consult with area social service agencies as designated by the
Emergency Psychosocial Response Plan (see Appendix “O”).
3)
Report directly to the Community & Social Services Director at the Emergency Operations Centre.

PROCEDURE

1. Determine the extent of, and identify the types of personal services required.

2. Co-ordinate the deployment of area social services agencies to appropriate locations to ensure that adequate counselling services and/or psycho social response is provided to those persons affected by the emergency.

3. Maintain an accurate log of all actions taken during the emergency. 

SPECIFICS

The psychosocial effects of an emergency can be enormous and ongoing.  The need for planning and counselling for those affected by the emergency, both at the initial stage, as well as the recovery phase, is crucial. 

As a preventative and restorative measure, people who experience an emergency situation where their whole way of life has been disrupted require sympathetic understanding and assurance that individual help is available.  Such individual attention must be paid to all persons affected, such as evacuees, emergency workers and volunteers. 

PERSONAL SERVICES (continued)
The Chief of Personal Services should, at the start of the emergency, identify the high risk priority groups, such as:


-
children (i.e. infants, pre-school, school age, etc.)

-
dependent groups (i.e. institutions, hospitals, nursing homes, etc.)


-
seniors


-
rural residents

It is imperative that the Chief of Personal Services ensures that, where necessary, the Emergency Psychosocial Response Plan (Appendix “O”) is followed.

VOLUNTEER SERVICES
The responsibility of the Chief of Volunteer Services during an emergency is to:
1) Report to and consult with the Community & Social Services Director at the Emergency Operations Centre.

2) Operate in consultation with each designated Reception Centre Manager.

3) Organize and keep accurate record of volunteers, with respect to Community & Social Services’ responsibilities (clothing, sheltering, feeding, registration & inquiry, personal services).

4) Assign tasks to volunteers as they may be required.

5) Consult the Resource List in regards to established volunteer groups and agencies that may be available to assist.

PROCEDURE
1. Liaise with the designated Emergency Information Officer in regards to communicating volunteer needs and ensuring centralized intake of volunteers.

2. Consult with the Reception Centre Managers and other Chiefs to ascertain the need for volunteer assistance.

3. It may be necessary to appoint a Volunteer Supervisor at each Evacuation Centre in the event of several centres being opened.

4. Consult with local Townships/Municipalities (i.e. Clerk, CAO, CEMC) in regards to existing volunteer resources, prior to advertising for additional volunteers.

5. Attempt to match volunteers with the skill sets required for the various tasks.

6. Collect data, such as name, D.O.B., address, phone number, occupation, etc., of all potential volunteers.

7. Maintain an accurate log of all actions taken during the emergency.  

VOLUNTEER SERVICES (continued)
SPECIFICS:
Co-ordinating and organizing volunteers is not identified in the Emergency Management Act as a responsibility of Community & Social Services.  The 1998 Ice Storm experience, however, revealed that this responsibility is vital and warrants inclusion in the Community & Social Services Emergency Plan. It is felt that assigning this task to a specific individual within the organization is logical and will facilitate good organization of manpower.  It is important for the Chief of Volunteer Services to work closely with the member and separated municipalities within Leeds and Grenville before advertising the need for volunteers, as there are likely to be many existing and willing volunteers within the local community. The Ice Storm 1998 experience resulted in many of these community volunteers coming forward, demonstrating that individual Townships/Municipalities can quickly identify and mobilize these individuals.

Volunteers may be required to assist in all areas which fall under the mandate of Community & Social Services. The Chief of Volunteer Services should match volunteers to the most appropriate task, taking into account volunteers’ training and occupational fields.
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