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Regional District of Central Okanagan Emergency Management Program

EMERGENCY PLAN DEVELOPMENT AND MAINTENANCE
Annual Review
This plan will be reviewed annually in March and where necessary revised by the Regional District of
Central Okanagan (RDCO) Emergency Program Coordinator (EPC).
The Regional Board delegates its full authority to the Emergency Management Organization comprised
of the Chief Administration Officer’s (CAO’s) from each member municipality plus the Emergency
Program Coordinator (EPC). It is also based on the continuation of a Service Agreement with the City of
Kelowna for the provision of an Emergency Program Coordinator and the Emergency Operations Centre
itself.
The EPC is appointed by and reports to the RDCO CAO and is responsible for providing leadership and
administration services to the Emergency Management Program (EMP).
The Emergency Management Organization is responsible for developing and implementing the
Emergency Management Program, including emergency plans and other preparedness, response and
recovery measures for emergencies and disasters. Each time this plan is revised it will be forwarded to
the EMO to receive Council and Board approval. However, revisions to the appendices and minor
administrative changes will be made without resubmitting the Plan for approval.
It is the responsibility of each person or agency to notify the EPC in a timely manner of any administrative
or procedural revision required. A copy of the plan may be located through the following distribution list
as well as electronically on the Emergency Operations Centre’s network site.

Plan Testing
Emergency Operations Centre exercises will be conducted each year in order to test the overall
effectiveness of this emergency plan and to provide training to the RDCO EOC staff. Revisions to this
plan will incorporate lessons learned and recommendations stemming from such exercises.

RDCO Emergency Plan Integration
The EMO identified within the RDCO Emergency Plan will maintain functional emergency response plans
to govern the regional emergency response. Emergency response plans at the regional level are intended
to support any associated hazard specific Standard Operating Procedures (SOP) and/or Standard
Operating Guideline’s (SOG) as well as the emergency response plan at the site support level below. A
detailed explanation of the RDCO site support model is provided in the Concept of Operations section
(Tab 6). The integration of RDCO Emergency plans and procedures was modeled to ensure response
plans were not only consistent with their associated SOPs and SOGs but also the emergency response
plan they support.
The EMO will ensure that the EPC will be responsible to maintain and review their emergency plans and
SOGs on an ongoing basis. All RDCO emergency plans and procedures will follow the British Columbia
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Emergency Management System (BCEMS) and the concept of operations established by the RDCO
Emergency Management Plan.
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October 15, 2019
RE: 2019 Regional Emergency Management Plan Update
The Regional District of Central Okanagan provides a wide range of services to its member municipalities and
electoral areas, which are essential to the health, livelihood and well-being of the citizens of the Central
Okanagan Region. However, there is one regional service that is distinct from the others because of its unique
approach to service delivery and governance that makes it a Best Practice in British Columbia.
I am proud to be an integral part of our Regional Emergency Management Program Service, along with my
municipal CAO counterparts, and in partnership with Westbank First Nation. This is a regional service in its
truest form; working under a single bylaw and governance structure that shares & leverages the strengths,
personnel, and expertise from all of the local government agencies in our region. The 2019 Regional
Emergency Management Plan has been developed to meet the Provincial requirements for regional district
emergency preparedness as well as exemplify RDCO Values in building strong relationships with our member
municipalities and the syilx/Okanagan people and to seek opportunities to partner with others in addressing
shared needs and pursuing common interests.
The four phases of disaster and emergency management include mitigation, preparedness, response and
recovery. Corporately each emergency management phase is addressed through the assignment of
responsibilities to key emergency program staff. However individually; emergency preparedness is the
responsibility of every local government employee in the region and not just those assigned specific
responsibilities under the terms of the Plan. All of us have an important role to play in keeping our region safe.
The RDCO recognizes the nature of emergency preparedness as an ongoing process not achievable solely
through a written emergency plan. This process is demonstrated through the Region’s commitment to
emergency planning, training, and exercises to ensure an effective response with sufficient capacity to
respond to the emergencies and disasters that may occur in our region. I encourage you to get involved.
Your role and effort in this program is greatly appreciated.
Sincerely,

Brian Reardon
Chief Administrative Officer

Regional District of Central Okanagan Emergency Management Program

EXECUTIVE SUMMARY FOR EOC ACTIVATION
The decision to activate the Regional District of Central Okanagan (RDCO) Emergency Operations
Centre (EOC) is initiated by the request of the Incident Commander (IC) through the Kelowna Fire
Dispatch, who contacts the Duty Chief for the Kelowna Fire Department. The Duty Chief will contact the
IC directly to determine the level of activation required. Information to support this decision may come
from a variety of sources including situation reports from the Incident Commanders(s) (IC), Chief
Administrative Officer(s) (CAO), or the Emergency Program Coordinator (EPC).

RDCO EOC Activation Levels
The RDCO Emergency Plan follows the guidelines established by the British Columbia Emergency
Management System (BCEMS) which recognizes three levels of Emergency Operations Centre (EOC)
activation. The level of EOC activation is determined by the magnitude, scope, and impact of the event.
The term “Event” is used to describe an occurrence based on the pre-identified hazards within this plan.
The criteria for each level of EOC activation and suggested staffing requirements are provided in the
following guide. Note: the EOC Director is responsible for determining staffing requirements.
EOC Activation Level

ONE

TWO

THREE
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Event / Situation

Suggested Staffing Requirements

•
•
•
•

Small event
One site
Two or more agencies involved
Potential threat of
o Flood
o Infrastructure failure
o Severe weather
o Interface fire

• EOC Director
• Information Officer
• Liaison Officer

•
•
•
•
•

Moderate event
Two or more sites
Several agencies involved
Limited evacuations
Some resources/support required

•
•
•
•
•
•

•
•
•
•
•
•

Major event
Multiple sites
Regional disaster
Multiple agencies involved
Extensive evacuations
Resources/support required

• All EOC functions and positions
(as required)
• Policy Group
• EOC Support Staff

EOC Director
Information Officer
Liaison Officer
Risk Management Officer
Section Chiefs (as required)
EOC Support Staff
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RDCO EOC Organization Chart
Policy Group

Emergency
Management
Organization

EOC Director

Liaison Officer
Deputy Director
Risk Management
Officer

Information Officer

Operations Chief

Planning Chief

Logistics Chief

Finance Chief

The above chart demonstrates a graphical representation of the organization of the RDCO Emergency
Operations Centre (EOC) (a complete chart for all RDCO EOC positions is provided in Tab 8). Only the
EOC functions/positions that are required to meet the response objectives should be activated. Functions
of non-activated positions shall remain the responsibility of the next highest position in the EOC
Organization Chart.
Arriving EOC staff members will be directed to check-in and complete the Standard RDCO EOC position
checklist and their EOC position specific checklist. EOC position Checklists for the duties and
responsibilities for each of the staff functions identified above, are available at the RDCO EOC.

BCEMS Response Goals
The RDCO EOC’s priorities and response goals will follow the response objective established by the
British Columbia Emergency Management System (BCEMS) listed below in order of priority:
1.
2.
3.
4.

Provide for the health and safety of all responders
Save lives
Reduce suffering
Protect public health
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5.
6.
7.
8.

Protect government infrastructure
Protect property
Protect the environment
Reduce economic and social losses
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EMERGENCY PLAN OUTLINE
Introduction
The Regional District of Central Okanagan (RDCO) is vulnerable to an array of hazards which require
effective emergency preparedness. The achievement of emergency preparedness takes place through a
process which examines susceptibility to a full range of hazards, identifies human and material resources
available to cope with these threats, and defines the organizational structures by which a coordinated
response is made. This plan is a critical component in the preparedness process aimed at improving
disaster and emergency resiliency within the RDCO.
The RDCO Emergency Plan is designed to educate all participants and staff about the emergency
management program regarding their roles and responsibilities during an emergency and ensure the
RDCO is prepared to respond. By establishing a framework for staff to mobilize resources and coordinate
an emergency response, the RDCO can reduce vulnerability and improve disaster resilience.
The RDCO Emergency Plan is intended to be used as a tool to assist emergency staff and officials in their
emergency response activities. The plan is intentionally written to facilitate flexibility, allow adaptation
and ensure relevancy to a broad spectrum of disasters. It is important to note that the Emergency Plan
itself does not guarantee preparedness or an efficient and effective emergency response. Preparedness
is an ongoing and dynamic process contingent upon the interaction between planning, training exercises,
and the written plan and procedure (see below).
The Preparedness Cycle

Through the successful completion of this process: adequate personnel, equipment, and response
expertise is ensured; familiarity with content by participating staff and personnel is gained; and a regular
review and update of the plan can be achieved.
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Purpose
This Plan has been prepared to provide the municipalities within the Regional District of Central
Okanagan the framework within which extraordinary arrangement and measures can be taken to protect
the health, safety and welfare of the inhabitants and visitors to the RDCO when faced with an emergency
or disaster, as defined in the British Columbia Emergency Program Act.

Scope
Both the nature and magnitude of emergency and disaster events dealt with by this Plan require the
coordinated response of municipalities within the RDCO Emergency Operations Centre and external
agencies, both public and private. The function of the RDCO Emergency Operations Centre will be to
support these municipalities and agencies and provide direction for the overall emergency response.
These events are distinct from normal, day-to-day operations carried out by appropriate first response
agencies.
The RDCO is at risk for numerous possible emergencies or disasters including the interaction between
multiple hazards or events both natural and human induced.

Emergency Plan Components
Sections of the Plan
The Plan outlines how the RDCO will respond to and mitigate the impact of a disaster. The main body of
this Plan includes sections that describe:
•
•
•
•
•
•
•
•

Development and maintenance;
RDCO overview;
Concept of operations;
EOC location and facility;
EOC structure and personnel;
EOC activation;
Emergency communications; and
EOC roles and responsibilities

Appendices
Appendices in the Emergency Plan contain additional pertinent information such as emergency
legislation, relevant RDCO Emergency Management Program bylaws, resource guides and a glossary of
definitions and acronyms.
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Emergency Procedures
Standard Operating Procedures/Standard Operating Guidelines
Standard Operating Procedures (SOP) or Standard Operating Guidelines (SOG) are complete reference
documents that provide the purpose, authorities, duration, and details of the preferred method for
performing a single function or a number of interrelated functions in a uniform manner. For the purpose
of the RDCO Emergency Management Program, the terms Standard Operating Procedures and
Standard Operating Guidelines are interchangeable however, for consistency the term Standard
Operating Guidelines will be used. SOGs often describe processes that evolved institutionally over the
years or document common practices so that institutional experience is not lost to the organization as a
result of staff turnover. SOGs are sometimes task-specific and should grow naturally out of the
responsibilities identified and described in the organization’s emergency response plans. Through the
preparedness process or plan, SOGs should also be tested to ensure that when implemented they do not
conflict with any other SOGs or emergency program plans.
Standard Operating Guidelines may include checklists, resource listings, maps and charts. SOGs may also
describe how to notify staff; how to obtain and use equipment, supplies, and vehicles; how to obtain
mutual aid; how to report information to organizational work centers and the EOC; and how to
communicate with staff and emergency personnel who are operating from remote or multiple locations.
Plans versus Procedures
Although the distinction between plans and procedures is fluid, an Emergency Response Plan should be
kept free of unnecessary detail. The basic criterion is: What does the entire audience of this part of the
plan need to know, or have set out as a matter of public record? Information and “how-to” instructions
that need be known only by an individual or group can be left to emergency guidelines or SOGs. For
example, in terms of a large water main break or wildfire, the Emergency Response Plan would describe
the relationship between the onsite Incident Commander and the RDCO EOC Director. The actual
procedure outlining the required steps to best resolve the emergency at the scene would be one of the
departments SOGs. To facilitate this relationship Emergency Program Plans should reference relevant
procedural documents when appropriate.

Emergency Management Standards Document
Introduction
The purpose of this document is to provide some background for the development of the Regional
District of Central Okanagan (RDCO) emergency management plans and procedures in order to ensure
a consistent approach to common language throughout the organization. Included in this document are
the definitions of the various types of emergency management plans employed by the RDCO, an
explanation of plans vs. procedures and the roles and responsibilities for the development, maintenance
and storage of emergency management documents.
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Types of Emergency Program Plans
A complete emergency preparedness program will include separate yet inter-related specific documents
for Preparedness, Mitigation, Response and Recovery. While separate, each emergency program plan
still shares the same requirement for accurate hazard, risk, and vulnerability analysis information.
Preparedness Plans
Preparedness is defined as pre-disaster activities that are undertaken within the context of emergency
management and are based on sound risk analysis. This includes the development/enhancement of an
overall preparedness strategy, policy, warning and forecasting capabilities, and plans that define
procedures geared to safeguarding lives and assets by being alert to hazards and taking appropriate
action in the face of an imminent threat or actual disaster.
Preparedness plans address the process for developing and maintaining disaster response, recovery and
mitigation capabilities both pre- and post-incident. To effectively accomplish this goal preparedness
plans typically incorporate a regular schedule for emergency program training, exercises, and plan
maintenance. For the RDCO it is important to ensure preparedness plans identify and meet the
expectations as established by the RDCO Emergency Plan. Three key objectives for Preparedness
Planning include: maintaining existing emergency management capability/readiness; preventing
emergency management capabilities from themselves falling victim to emergencies; and, when possible,
enhancing the region’s emergency management capability.
To ensure effective preparedness planning, the RDCO employs an ongoing approach referred to as the
Preparedness Cycle. This process illustrates how plans should be continuously evaluated and improved
through a cycle of planning, organizing, training, equipping, exercising, evaluating, and taking corrective
action.
Mitigation Plans
Mitigation focuses on the impact of a hazard and encompasses the structural and non-structural
approaches taken to eliminate or limit a hazard’s presence; peoples’ exposure; or interactions with
people, property, and the environment. The emphasis on sustained actions to reduce long-term risk
differentiates mitigation from those tasks that are required to survive an emergency safely.
Mitigation is defined as structural and non-structural measures undertaken to limit the adverse impact
of natural hazards, environmental degradation and technological hazards. (Examples of structural
measures are engineering works and hazard resistant construction, whole non-structural measures
include awareness-raising, knowledge development, policies on land use and resource management and
facilities’ operating procedures.)
Mitigation plans outline a jurisdiction’s strategy for mitigating the hazards it faces. Mitigation planning
is often a long-term effort and may be part of, or tied to, the jurisdiction’s strategic development plan or
similar documents.
Emergency Response Plans
Emergency Response embodies the actions taken in the immediate aftermath of an incident to save and
sustain lives, meet basic human needs, and reduce the loss of property and the effect on critical
infrastructure and the environment. Following an incident, response operations reduce the physical,
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psychological, social, and economic effects of an incident. Response planning provides rapid and
disciplined incident assessment to ensure a quickly scalable, adaptable, and flexible response.
Emergency response plans like the RDCO Emergency Plan provide an overview of the jurisdictions’
approach to emergency operations; outlining emergency response policies and the response
organization framework. Key components of a response plan include the legal authority for emergency
operations, a summary of situations addressed by the Plan, an explanation of the general concept of
operations, assignments of emergency planning and operational responsibilities and generic emergency
response functions. Standard Operating Procedures and hazard specific annexes/appendices may be
attached or referenced as deemed appropriate.
Recovery Plans
Recovery encompasses both short-term and long-term efforts for the rebuilding and revitalization of
affected communities. Recovery planning builds stakeholder partnerships that lead to community
restoration and future sustainability and resiliency. Recovery planning must provide for a near-seamless
transition from response activities to short-term recovery operations; including restoration of
interrupted utility services, reestablishment of transportation routes, and the provision of food and
shelter to displaced persons.
Within the context of emergency management recovery is defined as decisions and actions taken with a
view to restoring or improving the pre-disaster living conditions of the affected community while
encouraging and facilitating necessary adjustments to reduce disaster risk. During the recovery phase it
is important to be prepared to take advantage of opportunities available through activities such as
rehabilitation and reconstruction to develop and apply disaster risk reduction measures.
Recovery plans developed prior to a disaster enable jurisdictions to effectively direct recovery activities
and expedite a unified recovery effort. Pre-incident planning performed in conjunction with community
development planning helps to establish recovery priorities, incorporate mitigation strategies in the
wake of an incident, and identify options and changes that should be considered or implemented after
an incident. Post-incident community recovery planning serves to integrate the range of complex
decisions in the context of the incident and works as the foundation for allocating resources.
Typically, an emergency response plan does not spell out recovery actions beyond rapid damage
assessment and the actions necessary to satisfy the immediate life support needs of disaster victims.
Emergency response plans should provide for a transition to a recovery plan, and for a stand-down of
response forces. However, some short-term recovery actions are natural extensions of response and
should be covered by the Emergency Response Plan. The restoration of infrastructure lifelines and debris
removal to facilitate response is one possible example of this, another example is having a formal
business continuity plan in place which can form part of the recovery plan or be an independent
document depending on the organizational/departmental needs.
Disaster assistance plans for distribution of Federal and Provincial relief funds may be included in the
Emergency Response Plan to aid in the transition from response to recovery. Long-term disaster
recovery is not strictly time- sensitive and can sometimes be more ad hoc. Pre-disaster planning for longterm mitigation and recovery starts to intersect the community development planning and involves
identifying strategic priorities for restoration improvement, and growth. Under the Emergency Program
Act, a local authority must prepare emergency plans respecting the preparation for the response and
recovery to emergencies and disasters.
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Business Continuity Plans
Business continuity plans address the continued performance of essential functions and critical
operations during any incident that disrupts normal operations and the methods by which these
functions will be performed. Continuity plans also describe the process for timely resumption of normal
operations once the emergency has ended.
Hazard Identification and Risk Assessment
Standard Operating Procedures (SOP)s or Standard Operating Guidelines (SOG)s are supporting
documents to the Emergency Management Plan that contain procedures or guidelines for responding
to hazards that may pose a threat to the RDCO EOC.
The Emergency Program Coordinator (EPC) has identified and assessed the various hazards and risks to
public safety that could give rise to an emergency or disaster. These hazards can generally be grouped
into two categories:
Natural Events – severe weather, floods, earthquakes, land slippage, blizzards, wildfire, pandemics and
human health emergencies.
Human Induced Events (which include technological and infrastructure disruptions) – transportation
accidents (aircraft and marine), hazardous materials incidents (transportation and fixed site), prolonged
utility and power failures, interface fires, building or structural collapse, and severe water/sewer main and
leachate system failures.
The RDCO has adopted an approach that considers the impact of an event along with the probability of
it occurring. This approach is represented by the following table:

Risk = Probability x Impact
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This risk/mitigation table can be used to demonstrate how mitigation strategies reduce risk. For any
given event the associated risk can be plotted, this risk can then be reduced by either decreasing the
chance of its occurrence (probability) and/or mitigating the effects of impact should it occur.
Hazardous Risk and Vulnerability Assessments (HRVA)
The RDCO Emergency Program looks at HRVAs in a number of contexts. As a diverse organization, the
variety of municipalities and areas, risks can differ for each area based on geography, response capacity
or access to timely support.
The Regional District of Central Okanagan has facilitated regional HRVA analysis reflective of natural and
man-made hazards in the region. At present, Hazardous Risk and Vulnerability Assessments are under
review as a result of the Fire and Flood Management and Prevention Technology report adopted by the
RDCO in 2019.
From this process, the RDCO Emergency Program continues to develop and train for scenarios based on
the following types of risks:
•
•
•
•

Wildfire
Land Slippage
Flooding
Pandemic Flu

•
•
•

Protection of Critical Infrastructure (water supply)
Earthquake
Severe Weather

This list is subject to change based on the evolution of response capacity and training, and the improving
ability to manage specific event types.

Plan Development and Maintenance
Role of the RDCO Emergency Plan
The RDCO Emergency Plan outlines the emergency response for the Regional District of Central
Okanagan’s Emergency Management Program. Key components of this plan include the RDCO Concept
of Operations, Emergency Operations Centre Structure, Function, Activation, Locations, RDCO
Emergency Communications and Emergency Response Roles and Responsibilities. This plan provides a
framework and sets common format, terminology and language in conjunction with this document.
Development
The Emergency Management Organization (EMO) is responsible to develop, implement and provide
oversight of the Emergency Management Program, including emergency plans and other preparedness,
response and recovery measures for emergencies and disasters.
Maintenance
The Emergency Program Coordinator is authorized by the Emergency Management Organization (EMO)
and responsible to review, maintain and provide advice regarding the RDCO Emergency Plan.
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Storage
The RDCO Emergency Plan will be stored on the City of Kelowna Network, Fire Department Regional
Services U: Drive. This approach will streamline the process for locating the Emergency Plan and improve
awareness by providing a common location for all emergency management documents.
Legal Authorities
The legislation under which the Regional District of Central Okanagan Emergency Operations Centre, its
employees and agents are authorized to prepare for, respond to, and recover from an emergency is as
follows:
1. The Emergency Program Act, Revised Status of BC, 1996, Chapter 11 (the “Act”)
2. Regional District of Central Okanagan Emergency Preparedness Service Establishment
Bylaw No. 1443, 2019
3. Regional District of Central Okanagan Emergency Management Program Bylaw No. 1444,
2019
Responsibilities under the Emergency Program Act
In accordance with section 1 the Act, a “local authority” means
(a) for a municipality, the municipal council,
(b) for an electoral area in a regional district, the board of the regional district, or
(c) for a national park, the park superintendent, if agreed to with the government of
Canada under section 4(2)(e)
Municipalities, electoral areas and national parks are termed jurisdictional areas in the section 1 of the
Act. Each local authority has responsibilities under section 1(2) of the Act for its jurisdictional area.
A local authority is at all times responsible for the direction and control of the local authority’s emergency
response, in accordance with section 6(1) of the Act, subject to the sections 8 (2), 13(2) and 14(3). They
are as follows:
•
•
•

the local emergency plan is not in conflict with the Provincial emergency plan [sec 8(2)]
when the Solicitor General orders a local authority to stop using any or all of its powers
in a state of local emergency [sec 13(2)], or
when a state of emergency is declared for the same area covered by a state of local
emergency [sec14(3)]

A local authority must prepare emergency plans respecting preparation for, response to, and recover
from emergencies and disasters, in accordance with section 6(2) of the Act.
A local authority must establish and maintain an emergency management organization and may appoint
a coordinator for the organization and may set up committees. A local authority may, in writing delegate
any of its powers and duties, under the Act to the committees, emergency management organization or
coordinator except the power to declare a state of local emergency, in accordance with sections 6(3) and
6(4) of the Act.
Date of Issue: January 2020
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RDCO Emergency Management Organization
The RDCO Emergency Management Organization (EMO) is accountable to the Policy Group and shall
have as its Chair the CAO from the Regional District of Central Okanagan. The following sections from
the RDCO Emergency Management Program Bylaw No. 1444, 2019 detail the requirements and
expectations of the RDCO Emergency Management Organization.
4.4.1.

The Board hereby delegates its responsibilities and powers under the Act, except for
the power to make a Declaration of a State of Local Emergency, to the Emergency
Management Organization.

4.4.2. An Emergency Management Organization consisting of the following persons is
hereby established pursuant to section 6(3) of the Act:
a) the CAO for each of the following:
i.
the City of Kelowna,
ii.
the City of West Kelowna,
iii.
the District of Peachland,
iv.
the District of Lake Country,
v.
the Regional District, and
b) the Emergency Program Coordinator

4.4.3.

The Emergency Management Organization is responsible to prepare plans respecting
the preparation for, response to and recovery from emergencies and disasters, which
include:
a) developing and implementing the Emergency Management Program,
including emergency plans and other preparedness, response and recovery
measures for emergencies and disasters;
b) providing strategic direction and oversight to the Emergency Program
Coordinator;
c) recommending the appointment of the Emergency Program Coordinator;
d) providing oversight of the Emergency Management Program;
e) producing an Emergency Plan Manual based on the principles of the British
Columbia Emergency Management System (BCEMS), which manual shall
provide a general framework that covers preparedness, response, and
recovery plans within which the Emergency Management Organization can
formulate roles and responsibilities to deal with emergencies and disasters;
f) completing the annual Emergency Management Program budget and work
plan then forwarding it to the Regional District Chief Financial Officer,
g) approving emergency plans and procedures developed by the Emergency
Program Coordinator,
h) establishing such sub-committees and working groups as it deems necessary
to carry out its duties and obligations.
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6.6.7. The Regional District and the Westbank First Nation have entered into an agreement,
and may enter into further agreements in the future, establishing and setting out the
relationship between the Regional District and the Westbank First Nation in respect of
equitable distribution of costs pertaining to the subject matter of this bylaw, and
including the role of the CAO from the Westbank First Nation, the role of the Westbank
First Nation in the Emergency Management Organization and the roles of the
Westbank First Nation, CAO of the Westbank First Nation, Emergency Management
Organization, Emergency Program Coordinator and EOC Direction in relation to
emergencies and disasters affecting the jurisdiction of the Westbank First Nation.
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REGIONAL DISTRICT OF CENTRAL OKANAGAN OVERVIEW
The Regional District of Central Okanagan (RDCO) includes the two unincorporated Electoral Areas of
Central Okanagan East and Central Okanagan West, along with the member municipalities of the City of
Kelowna, the District of Lake County, the District of Peachland and the City of West Kelowna.
The RDCO derives its authority from the Regional District Board of Directors which is made up of 13
elected and appointed representatives from the Electoral Areas and the member municipalities. In
addition, a non-voting member is appointed to represent the Westbank First Nation.
The RDCO serves its citizens by providing and coordinating selected regional, municipal and local
services for the municipalities and electoral areas of the Regional District. The Regional District of Central
Okanagan provides region-wide services such as dog control and recycling, 9-1-1, Regional Parks and the
Emergency Response Plan.
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CONCEPT OF OPERATIONS
Introduction
The British Columbia Emergency Management System (BCEMS) was developed and adopted by the
province to provide a comprehensive emergency management structure that ensures a coordinated and
organized response to all emergencies and disasters. Based on this structure the operational levels and
organizational relations between the Province and the RDCO are outlined in the diagram shown below.
The operational levels considered in this Plan include emergency site, site support, and provincial
coordination.

(PEP)

Support

Provincial or
Federal

RDCO EOC

Policy Direction
Public Messaging

First
Responders

Local Information and
Assessment
Site Response (ICP)

Support

Emergency Site
At the emergency site level, resources are applied to solve the problems presented by an emergency
incident. The British Columbia Incident Command System (ICS) from which BCEMS was developed is
used to manage the response. First responders routinely respond to a variety of emergency incidents
following the ICS system. The staff member directing the emergency response is designated the Incident
Commander (IC) and the location from which the response is directed is referred to as the Incident
Command Post (ICP), generally a vehicle or building. The vast majority of incidents occurring within the
Regional District of Central Okanagan are managed and resolved at the site level by first responders or
staff.
Incident Commander
The Incident Commander is responsible for the direction of response at a single site, as there may be
multiple “sites” each with their own IC and ICP operating at the same time. The Incident Commander’s
duties include developing objectives, strategies and tactics as well as providing for the health and safety
of all personnel operating within the Incident Command System.
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Site Support
When the emergency site level response capacity is exceeded and off-site support is required, the RDCO
Emergency Operations Centre (EOC) may be activated. The RDCO EOC provides site support by
providing policy direction and facilitating access to provincial and regional resource.

Provincial Regional Emergency Operations Centres (PREOC)
The PREOC coordinates, facilities and manages information, policy direction, and provincial resources to
support local authorities and provincial agencies responding to an emergency or disaster. In
circumstances where incidents cross local authority boundaries the PREOC will define an operational
area in order to manage and coordinate the overall response with that area.
The role of the RDCO EOC is to coordinate the emergency response activities of the
Regional District of Central Okanagan and respond to emergencies arising from the
mandated services.
THE RDCO EOC is not established to coordinate emergency response activities between
member municipalities, that role is the responsibility of the Province (PREOC).

Regional Information Service
The mandate of this service is to provide an information and resource management system in
coordination with local emergency programs to support local authorities and increase the capacity to
manage a multi-jurisdictional emergency or regional disaster.
The overall goal of the Regional Information Service regarding emergency program support is to achieve
the above mandate and provide a vehicle to share information. The service design model is not based on
who makes decisions but rather facilitating decisions made with as much information as possible. This
project is focused on information coordination and the ability to make informed decisions based on the
entire regional picture.
Provincial Regional
Emergency Operations Centre (PREOC)

Provincial Coordination

Regional Information Service

Emergency Site
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EOC LOCATIONS AND FACILITIES
The Regional District of Central Okanagan’s primary Emergency Operations Centre (EOC) is located at
the Kelowna Fire Department, Station #1. The alternate EOC is located at the Kelowna International
Airport (YLW).

Primary RDCO Emergency Operations Centre
Kelowna Fire Department
2255 Enterprise Way
Kelowna, B.C. V1Y 8B8
Alternate RDCO Emergency Operations Centre
Kelowna International Airport
Emergency Operations Centre
1 – 5533 Airport Way
Kelowna, B.C. V1Y 1S1

Primary EOC Floor Plan – Level 3 Activation
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EOC STRUCTURE AND FUNCTION
Emergency Operations Structure
The emergency management structure for the Regional District of Central Okanagan (RDCO) Emergency
Operations Centre (EOC) follows the BCEMS framework developed by the province to provide a
standardized process for organizing and managing emergency and disaster response in British Columbia.
The BCEMS emergency management structure utilizes a hierarchical chain of management where every
individual within the organization has a designated supervisor. This structure provides an orderly line of
authority within the ranks of the organization through which a series of supervisory levels and lower
subordinate levels are identified. The chart on the following page illustrates the fully staffed RDCO EOC
organizational hierarchy.
There are five essential management functions or elements of the Incident Command System (ICS) used
to categorize EOC staff positions. Each of these functions or elements has standardized colour
identification as outlined by the British Columbia Emergency Management System. Note: the Incident
Commander(s), EOC Director, and Deputy Director are identified by the colour Green. The Policy Group
and Emergency Management Organization are identified by the colour Teal.
1.
2.
3.
4.
5.

Management/Command – Red/Green
Operations – Orange
Planning – Blue
Logistics – Yellow
Finance/Administration – Grey

Under the Management category, several support functions or positions are required to assist the EOC
Director during emergencies. These positions are referred to as the management staff and include the:
1. Risk Management Officer
2. Liaison Officer
3. Information Officer

Priorities
The Regional District of Central Okanagan Emergency Operations Centre’s priorities and response goals
will follow the response objectives established by the British Columbia Emergency Management System,
listed below in order of priority:
1.
2.
3.
4.

Provide for the health and safety of all responders
Save lives
Reduce suffering
Protect public health
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6.
7.
8.

Protect government infrastructure
Protect property
Protect the environment
Reduce economic and social losses
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RDCO Emergency Operations Centre Organization Chart

Policy Group

Emergency
Management
Organization

EOC Director

Deputy Director

Risk Management
Officer
Liaison Officer
Information Officer

Operations Chief

Fire

Public Works

ESS

Planning Chief

Logistics Chief

Supply
Coordinator

Situation

Finance Chief

Time Unit
Coordinator

Documentation

GIS
Advance
Planning
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Essential RDCO EOC Functions
The following list provides a brief description of the essential functions of the Regional District of Central
Okanagan Emergency Operations Centre (RDCO EOC). Detailed checklists for the duties and
responsibilities of each identified EOC position are listed in Tab 11.
Policy Group

The Policy Group provides the overall emergency event policy and
direction to the EOC Director.

Emergency
Management
Organization

The Emergency Management Organization is accountable to the Policy
Group and provides strategic direction and oversite to the Emergency
Management Program.

EOC Director

The EOC Director is responsible for the overall emergency event support,
direction, and coordination.

Deputy Director

The Deputy Director assumes the role of Director whenever the Director is
absent from the EOC and may undertake special assignments at the
request of the Director.

Liaison Officer

The Liaison Officer is the point of contact for representatives from
agencies and jurisdictions arriving at the RDCO EOC. This position is also
responsible for liaising with other EOCs at the same level, and
organizations not represented in the RDCO EOC.

Information Officer

The Information Officer ensures the dissemination of accurate and timely
information to the public, media, and emergency staff at each support
level (emergency site, site support, and provincial coordination level).

Risk Management
Officer

The Risk Management Officer ensures that the concepts of risk
management are applied throughout the organization and the operations
being coordinated.

Operations Section

The Operations Section coordinates all jurisdictional operations in support
of the overall emergency response effort through the implementation of
the EOC’s action plans.

Planning Section

The Planning Section is responsible for the development of action plans,
anticipating future scenario developments, conducting long range
planning and maintaining all important documentation and resource logs.

Logistics Section

The Logistics Section provides facilities, services, personnel, equipment
and materials to support operations of the RDCO EOC.

Finance/Administration The Finance/Administration Section assembles and monitors incidentSection
related costs and administers any necessary procurement contracts. It also
provides compensation and claims services for the organization.
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Flexibility of the Structure
The EOC Director initially determines, and then continually monitors which staff functions and elements
require activation. The British Columbia Emergency Management System (BCEMS) design is modular, in
order to allow different functions to be activated or deactivated as the needs of the incident/emergency
change over time. Because the system provides for expansion as additional resources are needed, only
those functions or positions that are required to meet current objectives should be activated.
When any one of the five management functions are activated the corresponding Section Chief (or
Director) will also be activated. The function of any non-activated position will be the responsibility of
the next highest level in the EOC organizational hierarchy. Each activated position must have a person in
charge; however, a supervisor may supervise more than one function. To increase the flexibility of the
structure the EOC Director has the authority to modify standard assignments or to apply them in a
manner that suits the needs of an incident.
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EOC ACTIVATION
The Regional District of Central Okanagan (RDCO) Emergency Operations Centre (EOC) activation
procedure is outlined in the following Section. The flowchart below provides a summary of the activation
process.
RDCO EOC Activation Flow Chart
Incident
Commander
• The on-site
Incident
Commander (IC)
assesses the
severity of the
situation and if
warranted (i.e.
beyond response
capacity) reports
the event to the
appropriate
individual

Activation
Authority
• The Fire
Department Duty
Chief notifies the
RDCO CAO,
activates the
RDCO EOC and
determines the
appropriate
activation level
and staffing
requirements

RDCO EOC

• The appropriate

EOC positions are
staffed based on
the activation
level support
required
• The Duty Chief or
Liaision Officer
notifies the
Provincial
Emergency
Program (PEP)
office and
provides a
situation report

RDCO EOC Activation Authority and Procedure
Organizational Event Support
The RDCO EOC will be activated when a significant event, actual or potential occurs that effects, or could
affect, services in one or more jurisdiction that exceeds or is likely to exceed the response capacity of the
jurisdiction.
The authority to activate the RDCO EOC is granted to the Kelowna Fire Department Duty Chief. The
person in authority responsible for the EOC activation will fill the role of EOC Director until relieved.
Information to support the EOC activation may come from a variety of sources which include situation
reports from an Incident Commander (IC) or news reports from local media outlets. Once the decision for
activation has been made, the required EOC functions and positions must be identified. To help aid the
identification of the required EOC staff the RDCO EOC utilizes the three EOC activation levels established
by the British Columbia Emergency Management System (BCEMS). The criteria for each EOC level of
activation and the suggested staffing requirements are provided in the following table. For situations
requiring very little support, the minimum staffing requirement is simply an EOC Director. The remaining
positions can then be filled as required by the EOC Director.
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After the appropriate activation level and the required EOC staff positions have been identified, the EOC
Director may then delegate the responsibility to contact EOC staff to fill these positions. EOC staff
members are responsible for duties and responsibilities of each EOC position below them as identified
by the RDCO EOC Organization Chart (Tab 8) until these positions are staffed or the associated duties
are alternatively assigned.
After arrival at the EOC, staff should be directed to check-in and complete the Standard RDCO EOC
Position Checklist and their specific Position Checklist. Checklists for the duties and responsibilities of all
positions are provided in the RDCO EOC Standard Operating Guidelines document.
RDCO EOC Activation Levels
EOC Activation Level

ONE

TWO

THREE

Event / Situation

Suggested Staffing Requirements

•
•
•
•

Small event
One site
Two or more agencies involved
Potential threat of
o Flood
o Infrastructure failure
o Severe weather
o Interface fire

• EOC Director
• Information Officer
• Liaison Officer

•
•
•
•
•

Moderate event
Two or more sites
Several agencies involved
Limited evacuations
Some resources/support required

•
•
•
•
•
•

•
•
•
•
•
•

Major event
Multiple sites
Regional disaster
Multiple agencies involved
Extensive evacuations
Resources/support required

• All EOC functions and positions
(as required)
• Policy Group
• EOC Support Staff

EOC Director
Information Officer
Liaison Officer
Risk Management Officer
Section Chiefs (as required)
EOC Support Staff

When to Activate
There are three common reasons to activate the RDCO EOC.
1. To support responders when an event has exceeded or has the potential to exceed the
capacity of first responders.
2. At the request of first responders to provide logistical or situational awareness support.
3. To take on roles such as public information or requests for assistance to allow responders
to focus on the event.
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Request to Activate
The RDCO Emergency Operations Centre (EOC) will be activated at the request of an Incident
Commander (IC), through the Kelowna Fire Dispatch Centre, for an event that has, or is anticipated to,
exceed the capacity of first responders. For example, a large scale wildfire. It may also be activated at the
discretion of the Kelowna Fire Department Deputy Chief of Emergency Management and
Communications or the Kelowna Fire Department Duty Chief.
Decision to Activate
The EOC will be activated by notifying the Kelowna Fire Dispatch Centre (Dispatch). Upon receipt of the
request, Dispatch will notify the Kelowna Fire Chief and the three Deputy Fire Chiefs, one of which will
be the on-call Duty Chief. The person that activates the EOC is designated the EOC Director until
relieved.
The Duty Chief will evaluate the information, determine the level of activation required and advise the
Chief Officers and the RDCO CAO or designate of the situation and need for the EOC activation.
Duty Chief Activation Procedure
Upon activation, the Duty Chief will immediately staff the EOC as required with predetermined Section
Chiefs or other key positions to begin assessment of the situation, development of required roles and
responsibilities and ensuring all functional aspects of the EOC are established and working. The primary
responding EOC staff will be made up of senior, trained, experienced personnel, with specific
predetermined roles in the key EOC positions, including the Command Group and Section Chiefs. All
activations will require an EOC Director, Information Officer and often a GIS specialist.
Once activated and staffed, the Duty Chief will also email the Regional Emergency Distribution List
(REDList) to advise that the EOC is operational in support of an incident.
The Duty Chief will receive the initial notification and complete the following Activation checklist.










Text Chief Officers that EOC has been requested, brief Sit Rep
Notify an EOC Director, Information Officer and if needed, a GIS specialist
Make contact with site Incident Commander; determine current situation and immediate needs
If appropriate, deploy an EOC Field Liaison to site
If appropriate, RDCO Twitter feed can be used to create a simple message in the interest of
public safety.
On arrival, check with Dispatch for status, determine IC at scene and communication pathway
 Complete Major Incident Report (EOC 550) in the U: drive folder
Forward the Liaison phone to your cell or update voicemail to say EOC is now open
As others arrive at the EOC advise them to turn off the call forwarding function on their
telephones, especially the Public Info line
Contact PREOC at 1-800-663-3456
 Identify yourself
 Advise the EOC has been activated
 Provide the Liaison phone number (250-469-8492)
 Obtain Task and Incident numbers
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 Determine if the event requires Level One only or if a Level Two or Three set up is required
 During peak season (June – September) a Level Three EOC will be maintained
 In conjunction with EOC Director, determine the level of activation and staffing requirements
 Turn on projectors and podium computer
 Log in as Liaison Officer (for access to Insights, CCTV and U: drive)
 Display maps and/or live feed if possible
 Set Priority Tasks
 Public Communications
 Evacuation/Alerts
 Mapping
 Requirements from site
 Email the Regional Emergency Distribution List (REDList)
 Update the EOC is activated, as awareness only
 Include Major Incident Report
 If an evacuation is underway, contact ESS to determine Reception Centre location
Regional Emergency Distribution List (REDList)
The activation of the EOC has an impact on all communities within the Regional District of Central
Okanagan. This may be due to the event occurring within the community, resources being moved from
one jurisdiction to another or staffing requirements for the EOC. In order to provide awareness, the
REDList will be notified of any EOC activations, with a brief description of the event. The REDList will be
primarily focused on the CAOs/City Manager of all communities within the RDCO, with other key senior
staff from within the region as recommend by each CAO/City Manager.
As an event progresses, situational reports will be distributed to the REDList. These will not be for further
distribution beyond the group but will ensure a clear understanding of the situation across the region.
Consideration of the sensitive nature of the information should be considered when adding individuals
to the REDList.
The REDLIST consists of the following individuals:
•
•
•
•

CAOs/City Manager and delegates
Chief Officers of all Fire Departments
Communications leads
Other key staff as provided by each CAO/City Manager

Ongoing Staffing of the EOC
Once the EOC has been activated, the EOC Director will work to establish a staffing plan based on the
projected duration of the event. Staffing selection will be based on predetermined recommendations
from each Section Lead for each position.
Note: Efforts will be made to provide opportunities to trained, but inexperienced EOC staff through job
shadowing or partnering, with preference for these opportunities given to staff from the impacted areas.
This job shadowing will also provide an opportunity for local community information to be brought into
the EOC from local staff.
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EVACUATION
Evacuation Authority
Consistent with the requirements of the Emergency Program Act, the Regional District of Central
Okanagan (RDCO) Emergency Operations Centre (EOC) identifies the Policy Group as the RDCO Board
for the Electoral Areas, or the Municipal/Band Council of the impacted jurisdictions. This Policy Group
will be activated when an emergency incident or event requires or has the strong potential to require
policy direction for the EOC or to order a Declaration of a State of Local Emergency.
In the event the situation requires a Declaration of a State of Local Emergency to be granted, the Act
requires the Board Chair or Mayor to convene the Board/Council to pass a resolution supporting the
declaration.
In the event that the Chair/Mayor is not reasonably able to convene a quorum of the Board/Council, the
Chair/Mayor may issue an order to have the declaration put in place.
In reference to the RDCO concept of operations (Tab 6) this type of evacuation happens at the site
support level. Under urgent circumstances however, a number of statues within provincial legislation also
allow evacuations to be ordered at the emergency site level. Emergency site level evacuations are
commonly referred to as tactical evacuations. A detailed list of provincial statutes under which provincial
authorities can order evacuations is provided in the following table.
Evacuations (Site Support Level) vs Tactical Evacuations (Emergency Site Level)
Evacuations ordered at the site support level for the RDCO are made by the EOC Director or designate
through powers granted under a Declaration of State of Local Emergency. Tactical evacuations however,
are ordered by the Incident Commander (depending on the situation) at the emergency site level. The
Fire Commissioner for example can order a tactical evacuation due to serious danger to life or property
arising from fire or risk of explosion under the Fire Services Act (Legal Authority for Evacuation table).
Tactical evacuations do not require a Declaration of State of Local Emergency.

Evacuation Stages
The RDCO follows three stage evacuation process approved by the provincial Interagency Emergency
Preparedness Council (IEPC) for hazards which permit adequate warning and preparation time. Within
the RDCO, examples of these potential events include approaching wildfires and floods. The three
evacuation stages include:
Evacuation Alert (No Declaration Required)
A warning is issued about an imminent threat to life and property and people are directed to prepare
themselves to be able to leave on short notice. During an evacuation alert people may choose to
voluntarily evacuate an area before an order is made.
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Evacuation Order (Declaration Required)
The EOC’s decision to evacuate is based on the imminent risk to the population presented by the hazard.
Once an evacuation order is issued and people must leave the area immediately. Local RCMP will enforce
the evacuation order.
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.

Corporate Responsibility
This plan intentionally focuses on the site support responsibilities of the RDCO to facilitate flexibility of
response at emergency site level. In regards to evacuation, it is the responsibility of the RDCO EOC to
issue an evacuation alert/order and support the evacuation effort through the local community.
Determination of the need for evacuation should be based on information collected from the Incident
Commander and/or a subject matter expert. Before an evacuation order is issued it is the responsibility
of the EOC Director to carefully consider all the factors involved, with public safety being paramount.

Steps to Issuing an Evacuation
Situation Report from the Incident Commander
The Incident Commander and/or a subject matter expert will advise the EOC Director of the potential
need for an evacuation. The information collected should focus on the hazard/situation and include:
•
•
•
•

When the impact will occur
How long until the population is affected
What area will likely be affected or is currently affected
How long the threat will last

Based on this information the EOC Director will decide on the best course of action, and whether an
evacuation is warranted.
Evacuation Alert
Depending on the situation, the hazard may offer little or no notice and the EOC Director may be required
to take immediate action and proceed directly to step three without issuing an alert. If time permits the
EOC Director will:
•
•
•

Have an Evacuation Alert drafted following the electronic template
Approve, then sign the Evacuation Alert
Coordinated by the Information Officer, communicate the Alert to the media, public and EOC
staff through the appropriate channels
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Declaration of State of Local Emergency (DEC)
Under section 12(1) of the Emergency Program Act a Declaration of a State of Local Emergency is required
to order an evacuation. To issue the DEC the EOC Director is required to:
•
•
•
•
•
•

Have a Declaration of State of Local Emergency drafted, following the electronic template
Have a map of affected area prepared
Brief the Policy Group and Emergency Management Organization in regards to issuing the DEC
Activate the Policy Group to pass a resolution supporting the DEC, or in the absence of the
Board/Council convening, the Chair/Mayor will be required to sign the DEC.
Forward a signed copy of the DEC to the PREOC
Coordinated by the Information Officer, communicate the DEC to the public through the
appropriate media channels

Evacuation Order
Once the DEC has been issued, to issue the evacuation order the EOC Director must:
•

•
•

Have the Evacuation Order drafted, following the electronic template
o EOC staff will work with the Liaison Officer and the Planning and Operations Section
Chiefs to identify appropriate evacuation routes and activate the corresponding
reception centres
Approve, then sign the Evacuation Order
Coordinated by the Information Officer, communicate the order to the media, public and
emergency response personnel through the appropriate channels

EOC Support
Following the Evacuation Order the EOC will aid in the facilitation of resources and provide the overall
emergency response policy and direction. Concise, consistent and accurate information should continue
to be released to the media and the public on a regular basis through the Information Officer.
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Legal Authority for Evacuation
Evacuation
Authority

Legislation

Description

Policy Group
(Local
Authority)

Emergency
Program Act

Permits the head of a Local Authority to declare a state of local
emergency, and that allows the local authority to order an evacuation
should it be necessary.

Sections 12(1)
and 9(1)

Fire
Commission/
Incident
Commander

Fire Services Act
Sections 25

Permits the Solicitor General to order an evacuation if a state of
emergency is declared.
25 (1) If an emergency arising from a fire hazard or from a risk of
explosion causes the fire commissioner to be apprehensive of imminent
and serious danger to life or property, or of a panic, the fire
commissioner may immediately take the steps he or she thinks advisable
to remove the hazard or risk.
(2) For the purposes of subsection (1), the fire commissioner may
evacuate a building or area, and may call on the police and fire
prevention authorities who have jurisdiction to provide assistance.

Medical Health
Officer

Public Health
Act
Sections 28(1),
29(2)(a),
31(1), and
31(2)(b)(ii)

28 (1) If the circumstances described in section 27 [when orders
respecting infectious agents and hazardous agents may be made] apply,
a medical health officer may order a person to do anything that the
medical health officer reasonably believes is necessary for either or both
of the following purposes:
(a) to determine whether an infectious agent or a hazardous agent
exists, or likely exists;
(b) to prevent the transmission of an infectious agent or a
hazardous agent.
29(2a) A medical health officer may order a person to remain in a
specified place, or not enter a place.
31(1) If the circumstances described in section 30 [when orders
respecting health hazards and contraventions may be made] apply, a
health officer may order a person to do anything that the health officer
reasonably believes is necessary for any of the following purposes:
(a) to determine whether a health hazard exists;
(b) to prevent or stop a health hazard, or mitigate the harm or
prevent further harm from a health hazard;
(c) to bring the person into compliance with the Act or a regulation
made under it;
(d) to bring the person into compliance with a term or condition of
a licence or permit held by that person under this Act.
32(2) (b) ( ii) A health officer may issue an order under subsection a
person who has custody or control of a thing, or control of a condition,
that is not in compliance with the Act or a regulation made under it, or a
term or condition of the person's licence or permit.
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Conservation
Officer

Environmental
Management
Act
Section 91.4,
91.2(2)(c)

91.4 (1)The government may carry out actions described in section 91.2
(2) [responsible persons — spill response] if an officer considers that
(a) spill has occurred or there is an imminent risk of a spill
occurring,
(b) action is necessary to address a spill or the risk of a spill or to
resolve or mitigate long term effects of a spill, and
(c) one or more of the following apply:
(i) there is no responsible person in relation to the spill;
(ii) an officer has reasonable grounds to believe that
government action is required to safeguard the
environment, human health or infrastructure;
(iii) the responsible person in relation to the spill requests that
the government assist with spill response and recovery
actions.
91.2 (2) (c)identify and evaluate the immediate risks to and impacts on
the environment, human health or infrastructure and, as necessary,
(i) advise persons to take protective action in relation to the
spill,
(ii) protect infrastructure, and
(iii) protect, recover and restore the environment;

Oil and Gas
Commissioner

Oil and Gas
Activities Act
(OGAA),
Section 51

Access restricted or prohibited
51 (1) An official, by order, may restrict or prohibit, in a manner
prescribed by regulation, access to a public area, including a highway,
road, resource road, and railway, if the official is of the opinion that the
restriction or prohibition is necessary because of hazardous conditions
resulting from an oil and gas activity.
(2) If an official issues an order under subsection (1), the commission
must confirm the order in writing within 24 hours or the order ceases to
be effective.

Minister of
Forests and
Range or an
MoFR Official

Wildfire Act
Section 11(1), 13
and 14

(11) If the minister considers it necessary or desirable to limit the risk of a
fire, to address a public safety concern or to avoid interference with fire
control, the minister by order may designate a specified area as a
restricted area for a specified period.
Requirement to leave specified area
13 (1) If the government is engaged in fire control, an official by order
may require all persons in an area specified by the official to leave the
area.
(2) Each of the persons that is the subject of an order under subsection
(1) must comply with the order.
(3) An order under subsection (1) may be different for different
categories of persons.
Notice of orders under sections 10 to 13
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14 (1) Despite section 63, notice must be given in accordance with this
section of an order made under any of sections 10 to 13.
(2) The notice required under subsection (1) is sufficiently given to all
persons in or near the applicable specified area under sections 10 to 13 if
the notice includes a copy of the order or contains particulars or a
summary of the order and is
(a) posted in or near the specified area,
(b) published in or near the area in a manner that the official giving
the notice considers will come to the attention of persons in or
near the specified area, or
(c) broadcast in a manner that the official giving the notice
considers will come to the attention of persons in or near the
specified area.
(3) Without limiting subsection (2), a notice under any of sections 10 to
13 is sufficiently given to any person if the notice includes a copy of the
order or contains particulars or a summary of the order and is delivered
to the person.
Council of a
Band

Indian Act,
Section 81
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81 (1) The council of a band may make by-laws not inconsistent with this
Act or with any regulation made by the Governor in Council or the
Minister, for any or all of the following purposes, namely,
(a) to provide for the health of residents on the reserve and to
prevent the spreading of contagious and infectious diseases;
(b) the regulation of traffic;
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EOC ROLES AND RESPONSIBILITIES – POSITION
CHECKLISTS
Introduction
This section provides checklist information for all EOC Functions, Branches and Sections required to staff
the EOC in a major emergency as well as position guides for the Policy Group and EOC Director.
Position checklists have been proven to be an effective tool during emergencies. Checklists help guide
staff who may not be familiar or practiced in their EOC role and provide useful reminders of items that
should be done during an emergency.
As emergencies and exercises are reviewed, the applicability of the checklists will be reviewed and
revised as needed. The responsibility for this review lies with the Emergency Program Coordinator (EPC).
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Standard RDCO Emergency Operations Centre Checklist-For All Positions
Activation Phase:
 Check in with the Personnel Unit (in Logistics) upon arrival at the EOC. Obtain an identification
card and vest, if available.
 Complete EOC Check-In List (EOC 511) and PEP Task Registration Form (EOC 512).
 If you are a representative from an outside (non-jurisdictional) agency, register with the Liaison
Officer.
 Report to EOC Director, Section Chief, or other assigned supervisor, to obtain current situation
status and your specific job responsibilities.
 Set up your workstation and review your position checklist, forms and flowcharts.
 Establish and maintain a position log (EOC 414) 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.

Demobilization Phase:
 Deactivate your assigned position and close out logs when authorized by the EOC Director or
designate.
 Complete and compile all required forms, reports, and other documentation. All forms and
paperwork should be submitted through your EOC supervisor to the Planning Section
(Documentation Unit), as appropriate, prior to your departure.
 If another person is relieving you, ensure they are thoroughly briefed before leaving your
workstation.
 Clean up your work area before leaving. Return any communications equipment or other
materials specifically issued for your use.
 Leave a forwarding telephone number where you can be reached.
 Follow EOC checkout procedures. Return to Personnel Unit (in Logistics) to sign out.
 Be prepared to provide input to the EOC After Action Report.
 Upon request, participate in formal post-operational debriefs.
 Access critical incident stress debriefings, as needed.
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Policy Group
Purpose
The Policy Group supports the response effort by providing the continuity of governance throughout the
emergency response and recovery and aids the EOC Director with advice regarding existing polices, and
the implementation of new policy, to address the emerging situation.
EOC Director

Policy Group
Emergency Management
Organization

Policies

Decisions

Activation
The Policy Group will be activated when an emergency incident or event requires, or has the strong
potential to require, policy direction for the EOC or to order a Declaration of State of Local Emergency.
Upon activation the Policy Group shall convene at a location designated by the EOC Director and receive
a briefing on the current situation from the EOC Director.
Membership
The Policy Group is comprised of the Mayor and Elected Officials of the five jurisdictions within the
Regional District of Central Okanagan. Once activated the EOC Director shall contact additional EOC
Management Team and Policy Group members as required due to the nature and location of the
emergency.
Responsibilities:
•
•
•
•
•
•

Provide overall emergency policy and direction (working with the EOC Director)
Establish expenditure limits
Formally request external support/resources (Provincial and Federal) based on direction from
the EOC Director
Authorize the declaration and termination of “State of Local Emergency”
Advise on emergency public information activities (working with Information Officer)
Act as a spokesperson for the jurisdiction

Media Responsibilities
•
•
•

Participate in media briefings.
Support public information release from the EOC.
Keep appraised to the status of the event through the regular review of EOC media releases
and situation reports.
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Policy Group

Inputs

Activities

Outputs

EOCDirector

Advisesoncurrent
emergency policies/
responsedirection

Briefings

Establish newpolicies to
supporttheresponse
effort

Consult
SITREPs

Assess

Public Messaging
(Spokesperson)

Evaluate
Public Information
Materials

Prioritize

Formalrequest for
Provincial/Federal
resources/support

Advise
Media Releasesand
Briefings

Authorization of
Declaration of State of
Local Emergency

Policy/Direction

Forwarded to
EOCDirector,
PEP/PREOC

Legal Advisors

Document in
decision/approval log

PEP

Termination of
Declaration ofState of
Local Emergency
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Emergency Management Organization
Purpose
The Emergency Management Organization (EMO) will be brought together as and when required during
an emergency incident or event, especially for multi-jurisdictional impact events. The EMO is
accountable to the Policy Group and shall have as its Chair the CAO from the Regional District of Central
Okanagan.
Activation
The Emergency Management Organization will be activated at the discretion of the EOC Director,
through direct contact, to determine an appropriate meeting time and place. Upon activation the Policy
Group hereby delegates its responsibilities and powers under the Act, except for the power to authorize
the declaration or termination of a “State of Local Emergency” to the Emergency Management
Organization.
Membership
The Emergency Management Organization is comprised of the Emergency Program Coordinator and the
CAO’s for each of the following regions:
• the City of Kelowna
• the City of West Kelowna
• the District of Lake Country
• the District of Peachland
• the Regional District
Responsibilities:
•
•
•
•
•

•
•
•

•
•
•

Make significant operational or financial decisions.
Determine extraordinary actions to prevent, respond to or recover from an emergency.
Determine if a decision needs to be elevated to the Policy Group for direction.
Provide a consistent level of direction to the EOC from a broader regional perspective.
Develop, implement and provide oversight of the Emergency Management Program, including
emergency plans and other preparedness, response and recovery measures for emergencies
and disasters.
Provide strategic direction and oversight to the Emergency Program Coordinator.
Recommend the appointment of the Emergency Program Coordinator.
Produce an Emergency Plan that provides a general framework that covers preparedness,
response, and recovery plans which the Emergency Management Organization can formulate
roles and responsibilities to deal with emergencies and disasters, based on the principles of the
British Columbia Emergency Management System.
Complete and forward the annual Emergency Management Program budget and work plan to
the Regional District Chief Financial Officer.
Approve emergency plans and procedures developed by the Emergency Program Coordinator.
Establish sub-committees and working groups as deemed necessary to carry out duties and
obligations.
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Emergency Management Organization

Inputs

Activities

Outputs

EOC Directorand EOC
Management Team

Briefings
(EOCstaff and
Section Chiefs)

Support EOCDirector
and Deputy Director

Assess
SITREPs, EOCAction
Plansand Resource
Requests

Support/Assist

Inter-departmental
coordination of
resources andactivities

Advise
Public Information
Materials

Coordinate
Communicate

Media Releases
and Briefings

Policy Group

State of Local
Emergency
Declaration(s)

Special Projects

Advise regarding
responsepriorities
and capabilities

Participation in Action
Plan& Management
Teammeetings

Spokesperson(s) for
media briefings

Incident
Commanders
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Emergency Program Coordinator
Purpose
The Regional District of Central Okanagan Emergency Management Program Bylaw No. 1444, 2019
establishes the appointment of an Emergency Program Coordinator (EPC). The EPC is appointed by and
reports to the Regional District of Central Okanagan CAO.
The Emergency Program Coordinator is a member of the Emergency Management Organization.
Activation
The EOC will generally be activated at the request of an Incident Commander (through Fire Dispatch).
Upon receipt of the request, Dispatch will notify the Kelowna Fire Chief and the three Deputy Fire Chiefs
(Chief Officers), one of which will be the on Duty Chief and the Emergency Program Coordinator.
Responsibilities:
•
•
•
•
•
•
•
•
•
•
•

Provide leadership and administration for the Emergency Management Program.
Coordinate and/or supervise any sub-committees or work groups.
Develop a Strategic Plan, action plans and budget.
Maintain all emergency plans and documentation.
Provide an annual status report on the level of preparedness.
Coordinate a training and exercise program.
Establish and maintain an EOC.
Establish, coordinate, and support volunteer programs.
Coordinate with other governments, non-government agencies, First Nations and
private sector organizations.
Produce an annual program budget and work plan and submit to the Regional District CAO.
Establish sub-committees and working groups as deemed necessary to carry out duties and
obligations.
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EOC Director Position Guide
The overall goal of the EOC Director is the successful management of the emergency or disaster through
effective coordination of emergency support and response activities. A key aspect of good disaster
management involves proper decision making. To facilitate this process the EOC Director requires
accurate and timely information as well as a focus on the appropriateness of actions rather than the
speed of response. Resources available to the EOC Director to aid the decision-making process include:
the Emergency Management Organization, EOC Management Team (Risk Management Officer, Liaison
Officer, and Information Officer), and EOC Section Chiefs. This guide outlines the numerous decisions
and issues that require approval from the EOC Director to help accomplish the outlined goal (EOC forms
referenced in this guide can be found in the EOC Activation network folder).
Issues requiring a decision or approval
from the EOC Director

Additional Staff Involved

1
2
3

EOC Activation and Personnel Mobilization
Request for a PEP task number
Establishing EOC Priorities and Objectives

4

EOC Action Plans
Press Release
Media Interviews
Public Information Bulletins
Situation Reports

EOC Director Administration Support
Liaison Officer and Emergency Program Coordinator
Emergency Management Organization, Emergency
Program Coordinator, and EOC Management Team
EOC Management Team and EOC Section Chiefs
Information Officer and Policy Group
Information Officer and Policy Group
Information Officer and Policy Group
Planning Section Chief

Evacuation Orders

Incident Commander and Planning Section Chief

Declaration of State of Local Emergency
Request for Mutual Aid
Request for Provincial / Federal Support
(Extraordinary Resource Requests)

Policy Group
Liaison Officer and Operations Section Chief
Policy Group

5
6
7
8
9
10
11
12

1. EOC Activation and Mobilization of Personnel
The EOC Director is responsible for determining the level of EOC activation and continually monitoring
the situation to ensure an appropriate level of staff. An active EOC requires only a Director however all
the functions of the EOC will remain the responsibility of the EOC Director. EOC functions may later be
delegated to activate EOC staff arriving at the EOC to fill their designated positions. An executive
summary for EOC activation is provided in Tab 3 of the Emergency Management Plan which includes: a
guide to the three levels of activation, the RDCO EOC Organization Chart, and an emergency action
checklist for EOC activation. This checklist is a quick reference guide which outlines EOC activation
authority, when to activate the EOC, choosing the appropriate activation level as well as staffing and
opening the RDCO EOC.
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2. Request for a PEP Task Number
A Provincial Emergency Program (PEP) emergency response task number is a provincial file number
obtained from the PEP Emergency Coordination Centre (ECC). The task number is required to ensure
volunteers are covered under the Workers’ Compensation Act and have liability protection under the
Emergency Program Act. The task number is also used to apply for compensation for pre-approved
emergency expenses as outlined in the PEP Financial Assistance Guide for Emergency Response and
Recovery Costs. The guide is based on the Provincial Emergency Program Act and the Compensation and
Disaster Financial Assistance Regulation. An emergency response task number must be obtained at the
commencement of the task and the request must include a situational briefing of the incident.
3. Establishing EOC Priorities and Objectives
The RDCO EOC priorities and response goals should follow the response objectives established by the
British Columbia Emergency Management System (BCEMS) which are:
1.
2.
3.
4.

Provide for the health and safety of all responders
Save lives
Reduce suffering
Protect public health

5.
6.
7.
8.

Protect government infrastructure
Protect property
Protect the environment
Reduce economic and social losses

Working in conjunction with the Policy Group and incorporating input from the EOC Section Chiefs and
Incident Commander, the EOC Director is responsible for the establishment of EOC priorities and
objectives. EOC objectives should be based on the current response priorities and include one or more
options or strategies for achieving the said objective.
Although the RDCO faces an array of potential hazards it is possible to anticipate numerous emergency
response actions and activities that are common for the majority of emergency/disaster events. These
common response actions and activities are generally referred to as Standard RDCO EOC functions and
typically play a significant role in the determination of EOC priorities and objectives. Standard RDCO
EOC functions which should be considered by the EOC Director include public messaging/warning,
evacuations, sheltering, emergency medical care, search and rescue, protection of property, mobilizing
emergency personnel and resources, damage assessment, and restoration of essential public services.
4. EOC Action Plans - EOC Action Plan Form 502
EOC Action Plans address the policies and priorities that support the Incident Commander (IC) at the site
level and are an essential/required element in achieving the EOC objectives. Action plan preparation is
the responsibility of the Planning Section; however, the plans require final approval from the EOC
Director. The process for final approval should include consultation with the EOC Management Team
and EOC Section Chiefs to ensure accuracy regarding the current situation and timelines for actions to
be taken.
Approved action plans should demonstrate an awareness of the current situation, follow established
policies and priorities, and outline clear objectives and strategies. Additional components of the plans
should include a list of assigned tasks, a distribution list, and relevant reference material (maps,
organization charts, etc.).
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5. Press Release
The EOC Director is responsible for approving all information released from the EOC. The information
Officer will act as the point of contact between the EOC and the media to ensure the consistency of
information released. A press release should be prepared in conjunction with the EOC Director, EOC
Management Team, Policy Group and the Information Officer following the activation of the EOC.
Contact with local media should be established as soon as possible following the impact of an
emergency/disaster to facilitate the public messaging function of the EOC and establish the RDCO EOC
as the primary source of information.
6. Media Interviews – EOC Spokesperson Mediate Statement Form 422
The EOC Director is also responsible for approving all information to be released by means of media
interviews. The Information Officer must ensure the Policy Group members are briefed on accurate
information to effectively represent the RDCO as spokespersons, if required. For small scale events this
responsibility may fall on the EOC Director or a member of the Policy Group.
7. Public Information Bulletins
Public information bulletins prepared by the Information Officer require final approval by the EOC
Director before distribution. The EOC Director, Policy Group, and EOC Management Team should
provide input as to the content of these bulletins where appropriate and when requested.
8. Situation Reports – EOC Situation Report Form 501
All EOC personnel must forward situational information in the form of situation reports or SITREPs to the
Planning Section or the EOC Director in the absence of a Planning Section. The EOC Director is
responsible for the approval of EOC SITREPs and ensuring the distribution of this information to the EOC
Management Team and EOC Section Chiefs. Summarized EOC SITREPs should also be regularly
forwarded to the Provincial Regional Emergency Operations Centre (PREOC). The EOC Director is
responsible for ensuring EOC staff members are briefed on the collective situation to facilitate the overall
coordination of emergency response activities.
9. Evacuation Orders – Evacuation Procedures and Messaging, Forms 421 and 420
Tactical Evacuation – Under urgent circumstances a number of statutes within provincial legislation
allow evacuations to be ordered at the emergency site level typically by the Incident Commander.
Emergency site level evacuations are commonly referred to as tactical evacuation. Tactical evacuations
ordered at the emergency site level do not require a Declaration of State of Local Emergency. The Fire
Commissioner for example can order an evacuation in response to imminent and serious danger to life
or property arising from fire or risk of explosion under the Fire Services Act. A detailed list of provincial
statutes under which provincial authorities can order evacuations is provided in Tab 12 under the Legal
Authorities for Evacuation heading.
Site Support Level Evacuations – At the site support level, the Policy Group local authority must declare
a state of local emergency as enabled under Section 12 of the BC Emergency Program Act to order an
evacuation. Specified emergency powers identified within the declaration are typically granted to the
EOC Director who then has the responsibility for ordering the evacuation. Following a tactical
evacuation, a Declaration of State of Local Emergency may still be declared to access additional
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emergency powers such as restricting travel to and from the emergency site. The decision for ordering
an evacuation must be in the interest of public safety and preserving life.
10. Declaration of State of Local Emergency
Emergency Powers granted under the Emergency Program Act
1
2

3
4

5

6

7

8
9

Acquire or use any real or personal property considered necessary to prevent, respond to or alleviate
the effects of an emergency or disaster.
Authorize or require any person to render assistance of a type that the person is qualified to provide or
that otherwise is or may be required to prevent, respond to or alleviate the effects of an emergency or
disaster.
Control or prohibit travel to or from any area designated in the Regional District.
Provide for the restoration of essential facilities and the distribution of essential supplies and provide,
maintain and coordinate emergency medical, welfare and other essential services in the Regional
District of Central Okanagan.
Cause the evacuation of persons and the removal of livestock, animals and personal property from any
part of the Regional District of Central Okanagan that is or may be affected by an emergency or
disaster and make arrangements for the adequate care and protection of those persons, livestock,
animals and personal property.
Authorize the entry into any building or on any land, without warrant, by any person in the course of
implementing an emergency plan or program or if otherwise considered to be necessary to prevent,
respond to or alleviate the effects of an emergency or disaster.
Cause the demolition or removal of any tress, structures or crops if the demolition or removal is
considered to be necessary or appropriate in order to prevent, respond to or alleviate the effects of an
emergency or disaster.
Construct works considered to be necessary or appropriate to prevent, respond to or alleviate the
effects of an emergency or disaster.
Procure, fix prices for, or ration food, clothing, fuel, equipment, medical supplies or other essential
supplies and the use of any property, services, resources or equipment within any part of the Regional
District of Central Okanagan for the duration of the local state of emergency

The EOC Director must decide if any of the nine powers granted by a declaration of a state of local
emergency are needed to meet the RDCO response goals, a complete list of the emergency powers is
provided above. If any of the nine emergency powers are required, the EOC Director is responsible for
briefing the Policy Group and having a declaration of local state of emergency drafted. The most
common emergency powers required by the RDCO include the ability to issue evacuation orders and
restrict travel to or from the emergency area. A guideline for drafting the declaration of state of local
emergency is provided in the EOC Activation network folder.
11. Request for Mutual Aid
All requests for mutual aid must be approved and coordinated through the EOC Director.
12. Request for Provincial / Federal Support (Extraordinary Resource Requests)
If the RDCO EOC Operations Section is unable to coordinate filling the resource request, in coordination
with the EOC Logistics and Planning Sections, the request is then forwarded to the EOC Director. The
EOC Director then decides/authorizes (in consultation with the Policy Group as necessary) forwarding
the request to PEP or PREOC, if activated. For large scale events the Policy Group may be used to aid the
process by means of a formal request for Provincial or Federal support/resources.
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EOC Director
Responsibilities:
1. Exercise overall management responsibility for the coordination between emergency response
and supporting agencies in the EOC.
2. In conjunction with Incident Commander(s), EOC Management Team and General Staff, set
priorities for response efforts in the affected area.
3. Provide support to local authorities and provincial agencies and ensure that all actions are
accomplished within the priorities established.
4. Establish the appropriate staffing level for the EOC and continuously monitor organizational
effectiveness to ensure that appropriate modifications occur as required.
5. Ensure that inter-agency coordination is accomplished effectively within the EOC.
6. In consultation with the Information Officer, direct and approve the issuance of appropriate
emergency public information and media releases, utilizing the best method(s) of
dissemination.
7. Liaise with the Policy Group and/or the Emergency Management Organization as required.
8. Ensure risk management principles and procedures are applied for all EOC activities.
9. If no Deputy Director is required, assign the tasks of the Deputy Director to an EOC
Management Team member.

Reports to:
 Policy Group

Activation Phase:
 Follow the Standard RDCO EOC Activation Phase Checklist.
 Obtain a briefing and collect readily available information from whatever sources are available,
typically the Incident Commander(s) or person(s) reporting the emergency.
 Determine appropriate level of activation based on situation as known.
 Mobilize appropriate personnel for the initial activation of the EOC.
 Respond immediately to the EOC location and determine operational status.
 Determine which sections are needed, assign Section Chiefs as appropriate and ensure they are
staffing their sections as required.
• Operations Section Chief
• Planning Section Chief
• Logistics Section Chief
• Finance/Administration Section Chief
 Determine which Management Team positions are required and ensure they are filled as soon
as possible.
• Information Officer
• Liaison Officer
• Risk Management Officer
 Ensure EOC organization and staffing chart is posted and arriving staff members are assigned
appropriate roles and follow the established EOC check-in procedure.
 Establish initial priorities for the EOC based on the current status and available information
from Incident Commander(s).
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 Schedule the initial EOC Action Planning meeting and have the Planning Chief prepare the
agenda.
 Consult with the Liaison Officer and Section Chiefs to determine the need for additional
representation at the EOC from emergency response agencies.
 Assign the coordination of external agency response to the Liaison Officer and provide
assistance as necessary.
 Confirm activation of the Policy Group as required and provide a briefing of the current
situation once the group has convened at a designated location or via conference call.

Operational Phase:
 Monitor general staff activities to ensure that all appropriate actions are being taken.
 Ensure that Operational Periods, staff schedules, and the initial response priorities and
objectives are established and communicated to all involved parties.
 In conjunction with the Information Officer, conduct and approve media briefings and releases,
following the established communication plans and procedures.
 Ensure that the Liaison Officer is providing for and maintaining effective inter-agency
coordination.
 In coordination with the EOC Management Team, identify priorities and management function
objectives for the initial EOC Action Planning meeting.
 Convene the initial EOC Action Planning meeting and ensure that all Section Chiefs,
Management Team, and key agency representatives are in attendance. Ensure that the
Planning Section facilitates the meeting and that the appropriate procedures are followed.
 Once the Planning Section has completed the EOC Action Plan, review, approve and authorize
its implementation.
 Conduct periodic briefings with the EOC Management Team to ensure response priorities and
objectives are current and appropriate. (See EOC 401)
 Establish and maintain contact as appropriate with adjacent jurisdictions/agencies and other
BCEMS levels as appropriate.
 Conduct periodic briefings for Policy Group, elected officials or their representatives.
 In conjunction with the Liaison Officer, prepare to brief the Policy Group and elected officials
regarding the possibility for a declaration of state of local emergency.
 Document all decisions/approvals on a Decision/Approval Log. (See EOC 407)
 Approve resource requests not included in EOC Action Plan, and request support from the
Province, as required.
 Ensure Policy Group and/or elected officials are informed of State of Provincial Emergency if
declared by the Attorney General and coordinate local government Proclamations (if any) with
other emergency response agencies, as appropriate.
 Assign in writing, delegated powers allowed under declaration if any are given.
 Assign special projects to Deputy Director, as needed.
 Assign liaison with Policy Group to Deputy Director, if required.
 Brief your relief at shift change, ensuring that ongoing activities are identified, and follow-up
requirements are known.
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Demobilization Phase:
Authorize the demobilization of sections, branches and units when they are no longer required.
Ensure that any open actions not yet completed will be handled after demobilization.
Ensure that all required forms or reports are completed and compiled prior to demobilization.
Ensure that an EOC After Action Report is prepared in consultation with the Planning Section
and EOC Management Team.
 Terminate emergency response and proceed with recovery operations.
 Deactivate the EOC when emergency event no longer requires the EOC activated. Ensure all
other facilities are notified of deactivation.
 Follow the Standard RDCO EOC Demobilization Phase Checklist.
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EOC Director

Inputs

Activities

Emergency
Management
Organizationand EOC
Management Team

Briefings
(EOCstaff and
Section Chiefs)
SITREPs, EOCAction
Plansand Resource
Requests

Overall management
responsibility

Support Actions:
Establishpriorities,
Conductbriefings

Assesses
Evaluates

Media Releasesand
Briefings

Policy Groupand
Elected Officials

Inter-agency
coordination

Prioritizes
Decides

Public Information
Materials

Outputs

Directs

Unapproved
Reports/Requests
returnedfor
amendments

Establishment of
effective EOC
staffing level
Approve/Support:
SITREPs, EOCAction
Plans, Resource
Requests, Media/Public
Information

Tasks Assigned

State of Local
Emergency
Declaration(s)

Information
Disseminated

Incident
Commander(s)

Information
documented in
decision/approval log
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EOC Deputy Director
Responsibilities:
1. Assume the role of an EOC Director in his/her absence. See EOC Director Checklist for
responsibilities.
2. Undertake special assignments at the request of the EOC Director.
3. Brief the Policy Group once a day or more as required.
4. Ensure the efficient and effective flow of information within the EOC.
5. Ensure resource requests are prioritized and tracked.
6. Support EOC management by communicating policy direction and action priorities to all staff.
7. Coordinate internal functions of the EOC to maintain operational efficiency.
8. Monitor the health and welfare of EOC staff. Mediate and resolve any personnel conflicts.
9. Facilitate shift change briefings and operational debriefings.
10. While this document represents an important structure and is vital for planning purposes by
virtue of the unpredictability of the events being planned, duties and responsibilities may be
changed at the direction of the EOC Director.

Reports to:
•

EOC Director

Activation Phase:
 Follow the Standard RDCO EOC Activation Phase Checklist.
 Respond as requested, to the EOC and assist the EOC Director in determining the operational
status.
 Obtain a briefing and collect readily available information from whatever sources are available,
typically the Incident Commander(s) or person(s) reporting the emergency.
 Supervise the set-up of the EOC for the most effective and efficient operations.
 Ensure EOC Management Team working areas are set-up properly and that appropriate
personnel, equipment and supplies are in place.

Operational Phase:
 Maintain a position log and any other relevant forms.
 Support Management Team activities to ensure that all appropriate actions are being taken.
 Assist the EOC Director in the determination and communication of priorities, objectives and
decisions to all EOC staff.
 Brief the Policy Group once a day or more as required.
 Assist with preparations for the EOC Action Planning meeting.
 Ensure the EOC Management Team follow the established EOC briefing format (EOC 401 A).
 Ensure the EOC Management Team have sufficient administrative support.
 Coordinate additional staffing needs with Logistics Section Chief.
 Ensure all positions use a Position Log (EOC 414) and a Decision/Approval Log (EOC 407).
 Participate in EOC Action Planning and Management Team meetings.
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 Regularly advise the EOC Director on current activities and report any significant events and
issues of concern.
 Undertake special projects and assignments as directed by the EOC Director.
 Check with the General Staff on the health and welfare of all EOC staff. Authorize and
coordinate additional support needs as required.
 Mediate and resolve any personnel conflicts.
 Consult with EOC Director as required on ensuring 24-hour shift scheduling for both the EOC
Director and Deputy positions.
 Arrange for and facilitate operational debriefs and critical incident stress debriefs for EOC staff,
as required.
 Brief your relief at shift change, ensuring that ongoing activities are identified, and follow-up
requirements are known.

Demobilization Phase:
 Assist EOC Director with demobilization procedures.
 Ensure that any operations not yet completed are handled and assigned after demobilization.
 Complete and compile all required forms and reports prior to demobilization and forward to the
Planning Section (Documentation Unit).
 Assist with the deactivation of the EOC at the designated time, as appropriate.
 Assist with the preparation of the EOC After Action Report.
 Organize and facilitate staff debriefings and critical incident stress debriefs.
 Organize and coordinate staff recognition initiatives (i.e. thank you letters) for time and
expertise staff contributed towards EOC operations.
 Follow the Standard RDCO EOC Demobilization Phase Checklist.
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EOC Deputy Director

Inputs

Activities

Outputs

EOCDirectorand
EOCManagement
Team

PREOCs EOC
Operational
Capability

Briefings
(EOCstaff and
Section Chiefs)

Assists
EOCDirector

SITREPs, EOCAction
Plansand Resource
Requests

Assess
Support/Assist

Special Projects

Prioritize
Public Information
Materials

Anticipate
Organize

Effective
Teamwork
Environment

Communicate
Media Releases
and Briefings

Monitor

Shift Debriefings

Resolve

Policy Group and
Elected Officials

Critical Incident
Stress Debriefings

State of Local
Emergency
Declaration(s)

Recognition
Initiatives

Incident
Commander(s)
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Liaison Officer
Responsibilities:
1. Functions as a point of contact for, and interacts with, representatives from external agencies
arriving at the EOC.
2. Liaise with organizations not represented in the EOC.
3. Coordinate agency representatives for the EOC as required to ensure adequate EOC structure,
and fill all necessary roles and responsibilities enabling the EOC to function effectively and
efficiently.
4. Assist and serve as an advisor to the EOC Director and Management Team as needed, providing
information and guidance related to the external functions of the EOC.
5. Assist the EOC Director in ensuring proper procedures are in place for directing agency
representatives, communicating with elected officials, and conducting VIP/visitor tours of the
EOC facility.
6. Liaise with local authorities, other EOCs, Provincial and Federal organizations, communicating
EOC guidelines, directives, Action Plans and Situation Information.
7. While this document represents an important structure and is vital for planning purposes by
virtue of the unpredictability of the events being planned, duties and responsibilities may be
changed at the direction of the EOC Director.

Reports to:
•

EOC Director/Deputy Director

Activation Phase:
 Follow the Standard RDCO EOC Activation Phase Checklist.
 Obtain a PEP task number if required. (PEP task numbers are a provincial file number
commonly required for the protection of volunteers under the Workers Compensation
Act/Emergency Program Act and the reimbursement for select government services.)
 Report to EOC and obtain situation status and response priorities from the EOC Director or
Deputy.
 Ensure that an EOC staff check-in procedure is established immediately (EOC 511).
 Ensure registration procedures are established for outside agencies working within the EOC.
 Assist the EOC Director in determining appropriate staffing for the EOC.
 Ensure that an EOC organization and staffing chart is posted and updated.
 Provide assistance and information to General Staff regarding staffing EOC sections.
 Ensure that agency representatives' telephone and/or radio communications are established
and functioning.
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Operational Phase:
 Assist the EOC Director and Management Team in developing overall EOC priorities as well as
priorities for the initial Action Plan.
 Provide information regarding external and non-represented agencies to the Planning Section
to assist in the development, continuous updating and implementation of EOC Action Plans.
 Provide general advice and guidance to agencies and EOC staff as required.
 Ensure that all notifications are made to agencies not represented in the EOC.
 Ensure that communications with appropriate external non-represented agencies (such as:
Utilities, Transportation, Volunteer Organizations, Private Sector, etc.) is established and
maintained (See EOC 410).
 Assist the EOC Director in preparing for and conducting briefings with EOC Management Team
members, elected officials, the media, and the general public.
 Prepare external non-represented agency information for EOC Management Team briefings.
 Ensure that operational priorities and objectives identified in the EOC Action Plans are
communicated to external non-represented agencies.
 Facilitate the completion of situation reports with external non-represented agencies and
forward to the Planning Section.
 Advise the EOC Director of critical information and requests contained within agency situation
reports.
 Forward approved EOC Situation Reports to non-represented agencies as requested.
 Assist the EOC Director in establishing and maintaining an Inter-Agency Coordination Group
comprised of outside agency representatives and executives not assigned to specific sections
within the EOC, as required.
 In consultation with the Information Officer, conduct tours of the EOC facility as requested.
 Provide assistance with shift change activity as required.

Demobilization Phase:
 Notify external non-represented agencies in the EOC of the planned demobilization, as
appropriate.
 Assist with the deactivation of the EOC at the designated time, as appropriate.
 Assist the EOC Director with recovery operations and preparation of the After Action Report.
 Follow the Standard RDCO EOC Demobilization Phase Checklist.
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Risk Management Officer
Responsibilities:
1. Risk Management - Ensures that good risk management practices are applied throughout the
response organization and that every function contributes to the management of risk. Protects
the interests of all EOC participants, agencies and organizations by ensuring due diligence in
information collection, decision making, and implementation. Monitors situations for risk
exposures and ascertains probabilities and potential consequences of future events.
2. Safety - Provides advice on safety issues and has the authority to halt or modify any and all
unsafe operations within or outside the scope of the EOC Action Plan, immediately notifying
the EOC Director of actions taken. It should be noted that while the risk management officer
has responsibility for safety, it is recommended that a safety specialist be appointed who is
familiar with all aspects of safety and relevant legislation.
3. Security - Ensures that appropriate security measures have been established to allow for only
authorized access to the EOC facility and documentation.
4. While this document represents an important structure and is vital for planning purposes by
virtue of the unpredictability of the events being planned, duties and responsibilities may be
changed at the direction of the EOC Director.

Reports to:
•

EOC Director/Deputy Director

Activation Phase:






Follow the Standard RDCO EOC Activation Phase Checklist.
Perform a risk identification and analysis of the EOC site and operations.
Tour the entire facility area and determine the scope of ongoing and future operations.
Monitor set-up procedures for the EOC ensuring that proper safety regulations are adhered to.
Oversee that security checkpoints have been established at all EOC entrances to allow only
authorized personnel access to the EOC, including staff check-in and identification procedures.

Operational Phase:
Risk Management
 Establish and maintain position log and other necessary files.
 Assess damage and loss, working with the Planning Section and the Finance / Administration
Section.
 Identify and document risk and liability issues; keep Planning Section Chief advised at all times.
 Gather and organize evidence that may assist all EOC organizations in legal defense that may
be more difficult to obtain later.
 Conduct interviews and take statements to investigate major risk management issues.
 Advise EOC members on safety and risk management issues.
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 Assist the EOC Director in reviewing media releases, public alerts, warnings and public
information materials from a risk management perspective.
 Liaise with any Safety Officer/Risk Manager at the incident site(s).
 Evaluate situations and advise the EOC Director of any conditions and actions that might result
in liability, (e.g., oversights, improper response actions, etc.)
 Identify potential claimants and the scope of their needs and concerns.
 Advise members of response organizations regarding options for risk control, during
operational meetings and upon request.
 Advise on actions to reduce loss and suffering and, where appropriate, proactively support
response and recovery objectives.
 Ensure the Planning Section Documentation Unit is secure and operating effectively. Advise
the Documentation Unit on the types of information to collect, flow of information, and
confidentiality concerns.
 Organize and prepare records for final audit.
Safety
 Work with the Logistics Section Chief to become familiar with any hazardous conditions in the
EOC facility, especially following a seismic event. Conduct regular inspections of the EOC
facility.
 Coordinate with the Logistics Section to obtain assistance with any special safety requirements.
 Provide guidance to EOC staff regarding actions to protect themselves from the emergency
event, such as smoke from a wildfire or aftershocks from an earthquake.
 Coordinate with Finance/Administration on any EOC personnel injury claims or records
preparation as necessary for proper case evaluation and closure.
Security
 Monitor security checkpoints and EOC facility access.
 Address any security issues with the EOC Director recommending improvements where
necessary.

Demobilization Phase:
 Assist the EOC Director in deactivation activities including
o Collection and forwarding of all relevant papers and electronic records to the
Documentation Unit.
o Collection of all materials necessary for post-operations reporting procedures.
 Assist with the deactivation of the EOC at designated time, as appropriate.
 Assist the EOC Director in preparing the After Action Report.
 Follow the Standard RDCO EOC Demobilization Phase Checklist.
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Information Officer
Responsibilities:
1. Serve as the coordination point for all public information, media relations and internal
information sources for the EOC.
2. Coordinate and supervise all staff assigned as Assistant Information Officers and their activities.
3. Liaise with the Information Officers at PREOC and other external agencies.

Public Information:
1. Ensure that the public within the affected area receives complete, accurate, and consistent
information about life safety procedures, public health advisories, relief and assistance
programs and other vital information.
2. Ensure that a Toll-Free Public Information Service (hotline, call centre, website) is established
for the public to access helpful information and advice. Provide the call takers with timely and
accurate messaging sheets so that they offer only confirmed and approved information.
3. Ensure that the EOC Communications Centre is established and staffed on a 24-hour basis or as
required.

Media Relations:
1. Serve as the coordination point for all media releases for the EOC.
2. Coordinate media releases with officials representing other affected emergency response
agencies.
3. Develop the format and location for media briefings in conjunction with the EOC Director.
4. Maintain a positive relationship with media representatives and monitor all broadcasts and
written articles for accuracy. Rapidly correct inaccuracies as they occur.

Internal Information:
1. In consultation with the EOC Director and Liaison Officer, coordinate VIP and visitor tours of
the EOC facility.
2. Develop helpful messaging sheets and/or FAQ sheets (frequently asked questions and answers)
to ensure consistent and accurate information sharing amongst EOC staff.
3. Maintain a website established for public EOC information, as appropriate.
4. Liaise with the Information Officers at site(s) other EOCs, PREOC and other external agencies.

Reports to:
•

EOC Director/Deputy Director
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Activation Phase:
 Follow the Standard RDCO EOC Activation Phase Checklist.
 Determine staffing requirements and make required personnel assignments for the Information
Section.
 Assess information skill areas required in the EOC such as: writing, issues management, media
relations, event planning, website maintenance, etc.

Operational Phase:
 Obtain policy guidance and approval from the EOC Director with regard to all information to be
released to the media and public.
 Refer to the RDCO EOC Emergency Information Plan and Public Information Officer
operational guidelines, sample forms, templates and other information materials, as
appropriate. (See samples EOC 420 to 425)
 Keep the EOC Director advised of all unusual requests for information and of all significant or
unfavourable media comments. Recommend procedures or measures to improve media
relations.
 Coordinate with the Situation Unit and identify a method for obtaining and verifying significant
information as it develops.
 Develop and publish a media briefing schedule, to include location, format, and preparation
and distribution of handout materials.
 Implement and maintain an overall information release program.
 Establish a Media Information Centre, as required, which provides necessary space, materials,
telephones, and electrical power.
 Maintain up-to-date status boards and other references at the media information centre.
Provide adequate staff to answer questions from members of the media.
 Establish a Toll-Free Public Information Service and/or call centre to handle public inquiries and
provide emergency support information. Consult with the Logistics Information Technology
Branch Coordinator for communication equipment needs and set-up.
 Interact with other EOCs as well as the PREOC and obtain information relative to public
information operations.
 Establish distribution lists for recipients of all public information releases. Include Sites
Information Officers, PREOC Information Section, other Information Officers, the Public
Information Services (hotline, call centre, website), etc.
 In coordination with other EOC sections and as approved by the EOC Director, issue timely and
consistent advisories and instructions for life safety, health, and assistance for the public. Liaise
with the Risk Management Officer to check for any potential liability or safety concerns.
 At the request of the EOC Director, prepare speaking notes and brief elected officials and/or
Policy Group members to facilitate the participation in media briefings and news releases.
 Ensure that adequate staff is available at incident sites to coordinate and conduct tours of the
disaster areas when safe.
 Arrange for appropriate staffing and telephones to efficiently handle incoming media and
public calls.
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 Identifying help sources contained within media releases, PSAs and bulletins, maintain a
Disaster Assistance Information Directory, with numbers and locations to obtain food, shelter,
supplies, health services, etc.
 Develop message statements for EOC Staff and the call takers of the toll-free hotline.
 Ensure that announcements, emergency information and materials are translated and prepared
for special populations (non-English speaking, hearing impaired, etc.).
 Monitor all media, using information to develop follow-up media releases and rumor control,
consult with the Risk Management Officer on appropriate wording and actions in regards to
correcting false or erroneous information.
 Ensure that file copies are maintained of all information released.
 Promptly provide copies of all media releases to the EOC Director.
 Conduct shift change briefings in detail, ensuring that in-progress activities are identified, and
follow-up requirements are known.

Demobilization Phase:
 Prepare final media releases and advise media representatives of points-of-contact for followup stories.
 Assist the EOC Director with demobilization procedures and contribute items of interest to the
EOC After Action Report.
 Follow the Standard RDCO EOC Demobilization Phase Checklist.
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Operations Section Chief
Responsibilities:
1. Ensure that the Operations Section function is carried out including coordination of response
for all operational functions assigned to the EOC.
2. Ensure that operational objectives and assignments identified in the EOC Action Plan are
carried out effectively.
3. Establish the appropriate level of Branch and Unit organizations within the Operations Section,
continuously monitoring the effectiveness and modifying accordingly.
4. Coordinate any activated Incident Command Posts in the operational area.
5. Maintain a communication link between the Incident Commander(s) (sites) and the EOC for the
purpose of coordinating the overall response, resource requests and event status information.
6. Ensure that the Planning Section is provided with Status Reports and Major Incident Reports.
7. Conduct periodic Operations briefings for the EOC Director and Management Team as required
or requested.
8. Supervise the Operations Section.
9. While this document represents an important structure and is vital for planning purposes by
virtue of the unpredictability of the events being planned, duties and responsibilities may be
changed at the direction of the EOC Director.

Reports to:
•

EOC Director/Deputy Director

Activation Phase:
 Follow the Standard RDCO EOC Activation Phase Checklist.
 Ensure that the Operations Section is set up properly and that appropriate personnel,
equipment, and supplies are in place, including telecommunications, maps and status boards.
 Obtain a preliminary situation briefing from the EOC Director, Planning Chief or other EOC
Management Team as appropriate.
 Based on the situation, activate appropriate branches based on functions or geographical
assignments within the section. Designate Branch Coordinators as necessary for:
• Fire
• ESS
• Police
• Utilities
• Health
• Air Operations
• Environmental
• Special Operations
• Engineering
• Others as needed
 Establish radio or cell phone communication with ICPs, DOCs, other EOCs, or PREOC operating
in the region and coordinate accordingly.
 Confer with the EOC Director to ensure that the Planning and Logistics Sections have sufficient
staff to provide adequate information and support for operations.
 Coordinate with the Liaison Officer regarding the need for Agency Representatives in the
Operations Section.
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 Obtain a current communications status briefing from the Information Technology Branch
Coordinator in Logistics. Ensure that there is adequate equipment and frequencies available for
the Section.
 Based on the known or forecasted situation, determine likely future needs of the Operations
Section.
 Identify key issues currently affecting the Operations Section; meet with Section personnel and
determine appropriate section objectives for the first operational period.
 Review responsibilities of branches operating the Section; develop a plan/process detailing
strategies for carrying out Operations objectives.
 Notify the EOC Director when the Operations Section is operational.

Operational Phase:
 Ensure that all Section personnel are maintaining their individual position logs and other
paperwork as required.
 Conduct periodic briefings and work to reach consensus among Operations staff on objectives
for each operational period.
 Ensure that all media contacts are referred to the Information Officer.
 Prepare for and participate in EOC Action Planning meetings and other relevant EOC
Management Team meetings (See EOC 401 Briefing Format).
 Provide the Planning Section Chief with the Operations Section's objectives prior to each EOC
Action Planning meeting.
 Work closely with each Branch Coordinator to ensure that the Operations Section objectives, as
defined in the current Action Plan, are being addressed.
 Ensure that situation and resource information is provided to the appropriate units in the
Planning Section on a regular basis or as the situation requires, including Branch Status Reports
and new incoming incident reports.
 Ensure that intelligence information from Branch Coordinators is made available to the
Planning Section (Situation Unit) in a timely manner.
 Ensure that the branches coordinate all resource needs through the Logistics Section.
 Authorize resource requests and forward extraordinary and/or critical resource requests to the
EOC Director for approval (See EOC 414).
 Ensure that fiscal and administrative requirements are coordinated through the
Finance/Administration Section, (e.g., notification of emergency expenditures and daily time
sheets).
 Develop Shift Schedules. (See EOC 503)
 Brief the EOC Director and other Management Team members on all major incidents.
 Brief Branch Coordinators and Section staff periodically on any updated information received.
 Share status information with other sections as appropriate.
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Demobilization Phase:
 Determine demobilization status of the Operations Section and advise the EOC Director.
 Deactivate branches and organizational elements, when no longer required. Ensure that all
paperwork is complete, and finished logs are sent to the Documentation Unit.
 Ensure any open actions are assigned to appropriate staff or other EOC sections for follow up.
 Deactivate the Section and close out logs when authorized by the EOC Director.
 Ensure that required forms or reports are completed and compiled prior to your release and
departure.
 Be prepared to provide input to the EOC After Action Report.
 Follow the Standard RDCO EOC Demobilization Phase Checklist.
 Ensure any open actions are assigned to appropriate staff or other EOC sections for follow up.
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Fire Branch Coordinator
Responsibilities:
1. Arrange and coordinate for urban and wildland fire suppression, as well as hazardous materials
support operations.
2. Acquire mutual aid resources, as necessary.
3. Coordinate the mobilization and transportation of all resources through the Logistics Section.
4. Complete and maintain branch status reports for major incidents requiring or potentially
requiring regional and provincial response support and maintain status of unassigned fire and
HAZMAT resources in the area in conjunction with the Resource Unit.
5. Implement the objectives of the EOC Action Plan assigned to the Fire Branch.
6. Overall supervision of the Fire Branch.

Reports to:
•
•

EOC Operations Section Chief, or
EOC Director

Activation Phase:
 Follow the Standard RDCO EOC Activation Phase Checklist.
 Obtain briefing of the situation from the Operations Section Chief.
 Based on the situation, activate the necessary Units within the Fire Branch and coordinate their
activities:
• Structural Fire Suppression
• HAZMAT Unit
• Wildland Fire Suppression Unit
• Rescue Unit
 If local authority mutual aid system is activated, coordinate use of area fire suppression
resources with respective DOCs and/or EOCs.
 Prepare and submit a preliminary branch status report and major incident reports, as
appropriate, to the Operations Section Chief.
 Prepare objectives for the Fire Branch and forward them to the Operations Section Chief prior
to Action Planning meetings.

Operational Phase:
 Ensure that Branch and Unit position logs and other files are maintained.
 Ensure that all interface fire operations are being managed utilizing, when required, Unified
Command with the appropriate agencies.
 Confirm and resolve through the EOC Director, any response boundary issues that may restrict
mutual aid.
 Liaise with Provincial Fire Commissioner as required.
 Liaise with Ministry of Forests personnel in the PREOC as required.
 Maintain current status on Fire suppression missions being conducted in the area.
 Provide the Operations Section Chief and the Planning Section with an overall summary of Fire
Branch operations periodically or as requested during the operational period.
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 Refer all contacts with the media to the Information Officer but be prepared to speak on
technical matters when requested.
 Ensure that all fiscal and administrative requirements are coordinated through the
Finance/Administration Section (notification of any emergency expenditures and daily time
sheets).
 Prepare objectives for the Fire Branch for the subsequent operational period; provide them to
the Operations Section Chief prior to the end of the shift and the next Action Planning meeting.
 Implement those objectives of the EOC Action Plan assigned to the Fire Branch.
 Provide your relief with a briefing at shift change; inform him/her of all on going activities,
branch objectives for the next operational period, and any other pertinent information.

Demobilization Phase:
 Determine demobilization status of branch units and fire operations in the area and advise
Operations Section Chief.
 Complete all logs and documentation and forward to Documentation Unit.
 Ensure any open actions are assigned to appropriate staff or other EOC sections for follow up.
 Ensure all expenditures and financial claims have been coordinated through the
Finance/Administration Section.
 Forward any input towards the EOC After Action Report to the Operations Section Chief.
 Follow the Standard RDCO EOC Demobilization Phase Checklist.
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Planning Section Chief
Responsibilities:
1. Ensures that the following responsibilities of the Planning Section are addressed as required:
• Collect, analyze, validate, and display situation information
• Prepare and distribute periodic Situation Reports
• Prepare and distribute EOC Action Plan and facilitate the Action Planning process
• Coordinate with Operations and Logistics Sections to track resources
• Conduct Advance Planning activities and report on response/recovery issues
• Document and maintain files on all EOC activities
• Provide technical support services to the various EOC sections and branches
2. Establishes the appropriate level of staff for organizing the Planning Section.
3. Exercises overall responsibility for the coordination of branch/unit activities within the section.
4. Informs the EOC Director of significant issues affecting the Planning Section.
5. In coordination with the other Section Chiefs, ensures that Status Reports are completed and
utilized as a basis for EOC Situation Reports, (see EOC 418) and EOC Action Plans.
6. Supervise the Planning Section.
7. While this document represents an important structure and is vital for planning purposes by
virtue of the unpredictability of the events being planned, duties and responsibilities may be
changed at the direction of the EOC Director.

Reports to:
•

EOC Director/Deputy Director

Activation Phase:
 Follow the Standard RDCO EOC Activation Phase Checklist.
 Report to the EOC facility and obtain a briefing from the EOC Director.
 Ensure that the Planning Section is set up properly and that appropriate personnel, equipment,
and supplies are in place, including maps and status boards.
 Based on the situation, activate Units within the Planning section as needed and designate
Leaders for each unit:
• Situation Unit
• Documentation Unit
• Demobilization / Recovery Unit
• GIS / Technical Specialists Unit
• Advanced Planning Unit
• Resource Unit
 Establish contact with the PREOC Planning Section when activated, and coordinate Situation
Report requirements with them.
 Meet with Operations Section Chief; obtain and review any major incident reports.
 Review the responsibilities of units in the Planning Section; develop plans for carrying out all
responsibilities.
 Make a list of key issues to be addressed by Planning; in consultation with section staff, identify
objectives to be accomplished during the initial Operational Period.
 Inform the EOC Director and EOC Management Team of significant issues and events.
 Notify the EOC Director when the Planning Section is operational.
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Operational Phase:
 Ensure that Planning position logs and other necessary files are maintained.
 Ensure that the Situation Unit is maintaining current information for the EOC Situation Report.
 Ensure that major incident reports and branch status reports are completed by the Operations
Section and are accessible by Planning Section. It is recommended to provide a Planning
Liaison to Operations Section.
 Ensure that an EOC Situation Report is produced, approved and distributed to EOC Sections,
PEP or PREOC at least once, prior to the end of the operational period (others may be produced
as directed by the EOC Director).
 Ensure that maps, status boards and other displays are kept current and that posted
information is neat and legible.
 Ensure that the Information Officer has immediate and unlimited access to all status reports
and displays.
 Conduct periodic briefings with section staff and work to reach consensus among staff on
section objectives for upcoming operational periods.
 Chair the EOC Action Planning meetings approximately two hours before the end of each
operational period.
 Ensure demobilization planning occurs at least once during the Operational Period.
 Ensure that objectives for each section are completed, collected and posted in preparation for
the next Action Planning meeting.
 Ensure that the EOC Action Plan is completed and distributed prior to the start of the next
operational period.
 Work closely with each branch/unit within the Planning Section to ensure the section
objectives, as defined in the current EOC Action Plan are being addressed.
 Ensure that Advance Planning unit develops and distributes a report which highlights
forecasted events or conditions likely to occur beyond the upcoming operational period;
particularly those situations which may influence the overall priorities of the EOC.
 Compile and distribute the branch coordinator’s advanced planning report which highlight and
forecast events or conditions likely to occur beyond the upcoming operational period;
emphasizing situations which may influence the overall priorities of the EOC.
 Ensure that the Documentation Unit maintains files on all EOC activities and provides
reproduction and archiving services for the EOC, as required.
 Provide technical services, such as environmental advisors and other technical specialists to all
EOC sections as required.
 Ensure that fiscal and administrative requirements are coordinated through the
Finance/Administration Section.
 Ensure Risk Management Officer is involved in the Action Planning process.
 Develop shift schedules. (See EOC 503)
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Demobilization Phase:
 Ensure Demobilization Plan for the EOC is complete, approved by the EOC Director and
distributed to all EOC sections.
 Oversee preparation of the EOC After Action Report, by the Demobilization/Recovery Unit.
 Determine demobilization status of the Planning Units and advise the EOC Director.
 Complete and compile all logs and documentation and forward to Documentation Unit.
 Ensure any open actions are assigned to appropriate Planning staff or other EOC sections to
follow up on.
 Ensure that all expenditures and financial claims have been coordinated through the
Finance/Administration Section.
 Review the EOC After Action Report prior to submitting to the EOC Director and Management
Team for approval.
 Follow the Standard RDCO EOC Demobilization Phase Checklist.
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Logistics Section Chief
Responsibilities:
1. Ensure the Logistics function is carried out in support of the EOC. This function includes
locating or acquiring equipment, supplies, personnel, facilities, and transportation as well as
arranging for food, lodging, and other support services as required both for the EOC and site
requirements.
2. Establish the appropriate level of staffing within the Logistics Section, continuously monitoring
the effectiveness of the organization and modifying as required.
3. Ensure section objectives as stated in the EOC Action Plan are accomplished within the
operational period or estimated time frame.
4. Coordinate closely with the Operations Section Chief to establish priorities for resource
allocation within the operational area.
5. Keep the EOC Director informed of all significant issues relating to the Logistics Section.
6. Ensure critical resources are allocated according to EOC Action Plan policy, priorities and
direction.
7. Coordinate with ESS Branch Coordinator on the provision of food and lodging for EOC and Site
Personnel.
8. Supervise the Logistics Section.
9. While this document represents an important structure and is vital for planning purposes by
virtue of the unpredictability of the events being planned, duties and responsibilities may be
changed at the direction of the EOC Director.

Reports to:
•

EOC Director/Deputy Director

Activation Phase:
 Follow the Standard RDCO EOC Activation Phase Checklist.
 Ensure the Logistics Section is set up properly and that appropriate personnel, equipment and
supplies are in place, including maps, status boards, vendor references, and other resource
directories.
 Based on the situation, activate branches/units within the section as needed and designate
Branch and Unit Leaders for each function:
• Information Technology Branch
• Transportation Unit
• EOC Support Branch
• Personnel Unit
• Supply Unit
 Mobilize sufficient Logistics Section staffing as necessary to maintain 24-hour operations.
 Establish communications with the Logistics Section at the PREOC if activated.
 Advise staff within the Logistics and Operations Sections to coordinate the prioritization and
validation of resource requests from Incident Commanders. This should be done prior to acting
on a request.
 Meet with the EOC Director and Management Team to identify immediate resource needs.
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 Meet with the Finance/Administration Section Chief to determine level of purchasing authority
for the Logistics Section.
 Assist in developing strategies for the Logistics Section to accomplish their objectives within
the first operational period, in accordance with the EOC Action Plan.
 Notify the EOC Director when the Logistics Section is operational.

Operational Phase:
 Ensure that Logistic Section position logs and other necessary files are maintained.
 Meet regularly with Logistic Section staff and work to reach consensus on section objectives for
upcoming operational periods.
 Provide the Planning Section Chief with the Logistics Section objectives at least 30 minutes
prior to each EOC Action Planning meeting.
 Attend and participate in EOC Action Planning meetings.
 Provide periodic Section Status Reports to the EOC Director and Situation Unit.
 Liaise with the Finance/Administration Section on all matters of purchasing and supplies to
ensure proper documents and procedures are completed and followed.
 Ensure that transportation requirements in support of response operations are met.
 Ensure that all requests for facilities and facility support are addressed.
 Ensure that all resources are tracked and accounted for, as well as resources acquired through
Mutual Aid.
 Develop shift schedules. (See EOC 503)
 Provide Section Staff with information updates via section briefings, as required.
 Provide your relief with a briefing at shift change, informing him/her of all ongoing activities,
branch objectives for the next operational period, and any other pertinent information.

Demobilization Phase:
Identify high cost resources that could be demobilized early and advise other Section Chiefs.
Ensure coordination with the Operations Section before commencing demobilization.
Determine demobilization status of the Logistics Section and advise the EOC Director.
Complete and compile all logs and documentation then forward to the Documentation Unit.
Ensure any open actions are assigned to the appropriate Logistics Section staff or other EOC
sections to follow up on.
 Ensure that all expenditures and financial claims have been coordinated through the
Finance/Administrative Section.
 Provide input towards the EOC After Action Report.
 Follow the Standard RDCO EOC Demobilization Phase Checklist.
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Finance/Administration Section Chief
Responsibilities:
1. Ensure that all financial records are maintained throughout the event or disaster.
2. Ensure that all on-duty time is recorded and collected for all personnel.
3. Ensure there is a continuum of the payroll process for all employees responding to the event or
disaster.
4. In consultation with EOC Director confirm spending limits, if any, for Logistics, Operations, and
Management Team.
5. Ensure that workers' compensation claims, resulting from the response are processed within a
reasonable time, given the nature of the situation.
6. Ensure that all travel and expense claims are processed within a reasonable time, given the
nature of the situation.
7. Activate units within the Finance/Administration Section as required; monitor section activities
continuously and modify the organization as needed.
8. Ensure that all recovery documentation and Disaster Financial Assistance paperwork is
accurately maintained and submitted to PEP.
9. Supervise the Finance/Administration Section.
10. While this document represents an important structure and is vital for planning purposes by
virtue of the unpredictability of the events being planned, duties and responsibilities may be
changed at the direction of the EOC Director.

Reports to:
•

EOC Director/Deputy Director

Activation Phase:
 Follow the Standard RDCO EOC Activation Phase Checklist.
 Ensure that the Finance/Administration Section is set up properly and that appropriate
personnel, equipment, and supplies are in place.
 Based on the situation, activate Units within the Section, as needed, and designate Unit
Coordinators for each element:
• Time Unit
• Cost Accounting Unit
• Procurement Unit
• Compensation and Claims Unit
 Ensure that sufficient staff are available for a 24-hour schedule, or as required.
 Consult with EOC Director for spending limits.
 Meet with the Logistics and Operations Section Chiefs and review financial and administrative
requirements and procedures; determine the level of purchasing authority to be delegated to
each.
 Meet with all Unit Coordinators and ensure that responsibilities and procedures are clearly
understood.
 In conjunction with Unit Coordinators, determine the initial Finance/Administration Action
Planning for the first operational period.
 Notify the EOC Director when the Finance/Administration Section is operational.
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Operational Phase:
 Ensure that Finance/Administration position logs and other necessary files are maintained.
Note: Jurisdictions should use the same financial, cost accounting and time sheet forms used in
non-emergency times.
 Ensure that displays associated with the Finance/Administrative Section are current, and that
information is posted in a legible and concise manner.
 Participate in all EOC Action Planning meetings.
 Provide cost estimates to the Action Planning Process.
 Brief all Unit Coordinators and ensure they are aware of the EOC priorities particularly those
affecting the Finance/Administration Section, as defined in the EOC Action Plan.
 Keep the EOC Director, Management Team and Elected Officials aware of the current fiscal
situation and other related matters, on an ongoing basis.
 Ensure that the Cost Unit, as required, maintains all financial records throughout the event or
disaster.
 Ensure that the Time Unit tracks and records all agency staff time.
 In coordination with the Logistics and Operations Sections, ensure that the Purchasing Unit
processes purchase orders and develops contracts in a timely manner.
 Ensure that all worker’ compensation claims, resulting from the disaster, are processed in a
reasonable timeframe, given the nature of the situation.
 Ensure that the Time Unit processes all time sheets and travel expense claims promptly.
 Ensure that all cost documentation and Disaster Financial Assistance is maintained by the Cost
Accounting Unit during the response and submitted on the appropriate forms to PEP.
 Develop shift schedules (See EOC 503.)

Demobilization Phase:
 Determine demobilization status of the Finance/Administration Section and advise the EOC
Director.
 Ensure that all expenditures and financial claims have been processed and documented.
 Complete and compile all logs and documentation and forward to the Documentation Unit.
 Ensure any open actions are assigned to appropriate Finance/Administration staff or other EOC
sections to follow up on.
 Provide input towards the EOC After Action Report.
 Follow the Standard RDCO EOC Demobilization Phase Checklist.
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Regional District of Central Okanagan
Emergency Plan
RDCO EMERGENCY COMMUNICATIONS
The purpose of this section is to provide an overview of emergency communications roles and
responsibilities for RDCO EOC staff that may be involved in communications during an emergency to
help ensure effective and consistent communication to the public and media.

Stages of Emergency Communications
Roles and responsibilities of each person involved in emergency communications will change based on
four different states of emergency: Passive, Active, Reactive, and Proactive. Hazards may move into
different stages as the event progresses.
Stage

Hazard Example

Definition

Potential Actions

Stage 1:
Passive
Situation

Severe weather results in
power outages in some
areas

A day-to-day or common event,
little time pressure, have some
warning

Post relevant links on web,
preparedness tips via social
media

Stage 2:
Active
Situation

A wildfire starts near Bear
Creek Provincial Park and
residents would like
information, and will have
more expectations as the
fire grows

Public information, explanation or
guidance expected; time pressure
builds; little information available.
Local event without national
coverage, have time to get ahead
of event

Prep spokesperson with key
messages, issue media
advisory, update social
media and websites,
ongoing basis

Stage 3:
Reactive
Situation

Land slippage occurs on
Hwy 33 at the hairpin
corner blocking traffic in
both directions, stranding
residents and the public
needs to be alerted

Media is involved and messaging
without our input. Social media will
be a large component and there is
potential for misinformation;
immediate time pressure. Likely to
have national media coverage

Prep spokesperson with key
messages, issue media
advisory, update social
media site and websites
ongoing basis, monitor and
correct social medial
messages

Stage 4:
Proactive
Situation

Civil disturbance or
demonstration

A planned or ongoing event, no
time pressure

A planned or ongoing event,
no time pressure

Stage 1: Passive Situation
A Passive Situation is a manageable day-to-day or common event, and has occurred in the past.
Examples are severe weather occurrences like winter storms, flooding, or power outages. Because the
public has had previous knowledge and experience with these hazards, the emergency communications
demands will be low. There is no time pressure due to the storm warnings that will be issued ahead of
time, and communications will be informational only. The Emergency Program Coordinator (EPC) will
likely act as the Information Officer (IO) unless incidents occur due to the event that dictates a response,
and the event is escalated to an Active Situation (Stage 2).
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Stage 2: Active Situation
An Active Situation is one that may be less common than a Passive Situation, such as a large wildfire or
a hazmat incident. Active Situations will require more action for active public engagement to keep
residents informed, and to provide additional resources to support this messaging. It is likely that an IO
will be needed to assist the EPC. Time pressures and expectations from the public will escalate over time
as the situation progresses, but there will be time for planned messaging. The situation will have local
coverage only and information will not be readily available from many sources.
Stage 3: Reactive Situation
A Reactive Situation is one that is less common and requires immediate response. The public will want
to know what has happened and be continually updated. There will likely be national coverage, and it will
be necessary to react to media and messaging where the RDCO may not have any input. Social media
monitoring will be very important to counteract incorrect or inaccurate information. Planned messaging
will be difficult due to time constraints.
Stage 4: Proactive Situation
A Proactive Situation has no time pressure as the RDCO will be aware of the event ahead of time.
Examples of Proactive Situations may include large sporting events and planned demonstrations or
marches. There will be time to prepare messaging and the situation will likely only require monitoring. A
Proactive Situation may also be an ongoing situation, or an incident that is no longer in a response phase,
but the public and media still require follow up information.

RDCO Emergency Notification Process
Event occurs
Email, text, web, phone

Duty Chief Contacted
Phone or email

EOC Director Contacted

EPC Contacted

EOC Director notifies the three contacts below

Phone or email

EMBC Notified
Phone or email

Phone or email

Emergency
Management
Organization
Contacted
Phone or email

Date of Issue: January 2020

Information
Officer (IO)
Contacted,
if required

Policy Group
Contacted
Phone or email

Phone or email

Tab 12 – RDCO Emergency Communications

2-

Regional District of Central Okanagan Emergency Management Program

Notification of Event Occurrence
The emergency notification process ensures that the Emergency Program Coordinator (EPC) and EOC
Director (RDCO CAO) are notified of an emergency event.
Notification Method
Through the Kelowna Fire Dispatch Centre via telephone and email. The Kelowna Fire Dispatch
Centre is active 24/7 and will monitor pre-determined information sources. When an event occurs
they immediately contact the Kelowna Fire Department Duty Officer. This ensures that relevant
emergency management personnel are notified of any event regardless of the time of day.
Internal Communication Methods
As part of our ongoing development of emergency preparedness, the RDCO Emergency Program works
to develop as many levels of redundant communication as possible. Currently, the RDCO employs the
following tools of communication:
•
•
•

Phone (landline or cell)
Internet (email, website)
Amateur Radio

These tools are deployed through the RDCO Emergency Program to allow for communication among
community based emergency program volunteers or responders back to the RDCO EOC, providing
ongoing situational awareness.

Roles and Responsibilities
Emergency Operations Centre Director (EOC Director)
The role of the EOC Director in an emergency communications context is to manage all aspects of
external and internal communication during an event. The EOC Director may decide to designate an
Information Officer (IO) to assist with this task. Designates will be utilized and assigned when necessary.
Every emergency situation will require a different level of support, and this involvement will be at the
discretion of the EOC Director. Often one of the first roles that an EOC requires is an established
Information Officer (IO).
Information Officer (IO)
The EOC Information Officer, within an emergency situation, is responsible for timely and accurate
distribution of information to the public and media, which includes ensuring that communications are
updated as needed until the transition from a State of Local Emergency back to normal operations.
Every emergency situation will require a different level of support. In order to ensure effective and
consistent communication to the public and media, the IO will consult with the EOC Director or EOC
Deputy Director before posting social media messaging.
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Emergency Management Organization (EMO)
The Emergency Management Organization, within an emergency situation, is responsible for timely and
accurate distribution of information to their jurisdictions, which includes ensuring that communication
channels are updated as needed until the transition from a State of Local Emergency back to normal
operations.
Emergency Management Organization (EMO) Chair
The Emergency Management Organization Chair is responsible for bringing the Policy Group together
to make policy decisions, including the issuance of a Declaration of a State of Local Emergency, and
providing policy direction. The EMO Chair is responsible for delegating an event spokesperson which may
be a local elected official, where appropriate, or a senior staff member.

Communications Strategies and Tactics
Every emergency is different, and based on the incident type, duration, intensity or potential impact,
appropriate communication tools need to be employed. The stages of emergency communication can
be used as a guideline to understand the types of priorities different emergencies may have. Ultimately,
the tools chosen are at the discretion of the EOC Director. Below is a general outline of the types of
strategies and tactics, including internal requirements for use.
Strategy
Website
Update

Communication Tactics
• Provide basic situational awareness with a
posting to the CORD website for more
information www.cordemergency.ca
• Continued updates to be posted to
www.cordemergency.ca

Requirements
•
•

Access Preparedness information
at www.cordemergency.ca
Access to update
www.cordemergency.ca with
situational updates

Social Media

• Deliver public information through various
RDCO social media platforms including
Twitter and Facebook.
• Concise messaging, driving public to
www.cordemergency.ca

• Account information for RDCO
emergency social media
(Facebook, Twitter)
• Concise details necessary for
distribution

Media Release

• Formally drafted situational information
approved by EOC Director
• Delivered to appropriate media outlets
• Posted to www.cordemergency.ca

• Media Release templates
• Situation information to be
distributed

Designate
Spokesperson

• Spokesperson appointed by RDCO CAO or
Policy Group
• EOC Director or Information Officer to
manage media inquiries and opportunities to
speak
• EOC Director or Information Officer to
provide information required to the
spokesperson

• RDCO CAO to appoint
spokesperson
• Situational updates from the EOC
to be used to brief spokesperson
• Media contact list
• Briefing set up if required

Internal
Communications

• Informing key staff ensures consistent
messaging within the organization

• Situational updates from EOC
Director
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GLOSSARY AND ACRONYMS
The following glossary defines commonly used terms and acronyms utilized by the British Columbia
Emergency System and the Regional District of Central Okanagan. The terms in the glossary are defined
in italics.

-AAction Plan:
See Incident Action Plan
Agency (Agencies):
An agency is a division of government with a specific function, or a non-governmental organization (e.g.
private contractor, business, etc.) that offers a particular kind of assistance. In ICS, agencies are defined
as jurisdictional (having statutory responsibility for incident mitigation) or assisting and/or cooperating
(providing resources and/or assistance). (See Assisting Agency, Cooperating Agency and Multi-Agency.)
Agency Executive or Administrator:
Chief Administrative Officer (or designee) of the agency or jurisdiction that has responsibility for the
incident.
Agency Dispatch:
The agency or jurisdictional facility from which resources are allocated to incidents.
Agency Representative(s):
An individual assigned to an incident from an assisting or cooperating agency that has been delegated
authority to make decisions on matters affecting that agency’s participation at the incident. Agency
Representatives report to the Liaison Officer.
Air Operations Branch Director:
The person primarily responsible for preparing and implementing the air operations portion of the
Incident Action Plan. Also responsible for providing logistical support to helicopters operating on the
incident.
Allocated Resources:
Resources dispatched to an incident.
Area Command:
An organization established to: 1) oversee the management of multiple incidents that are each being
handled by an Incident Command System organization; or 2) to oversee the management of a very large
incident that has multiple Incident Management Teams assigned to it. Area Command has the
responsibility to set overall strategy and priorities, allocate critical resources based on priorities, ensure
that incidents are properly managed, and ensure that objectives are met and strategies followed.
Assigned Resources:
Resources checked in and assigned work tasks at an incident.
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Assignments:
Tasks given to resources to perform within a given operational period, based upon tactical objectives in
the incident Action Plan.
Assistant(s):
Title for subordinates of the Command Staff positions. The title indicates a level of technical capability,
qualifications, and responsibility subordinate to the primary position. Assistants may also be used to
supervise unit activities at camps.
Assisting Agency:
An agency directly contributing tactical or service resources to another agency.
Available Resources:
Incident based resources which are ready for deployment.

-BBase:
The location at which primary logistics functions for an incident are coordinated and administered. There
is only one Base per incident. (Incident name or other designator will be added to the term Base.) The
Incident Command Post may be co-located or shared with the Base.
BC Ambulance Service (BCAS)
Branch
The organizational level having functional or geographic responsibility for major parts of incident
operations. The Branch level is organizationally between Section and Division / Group in the Operations
Section, and between Section and Units in the Logistics Section. Branches are identified by the use of
Roman Numerals or by functional name (e.g., medical, security, etc.).
British Columbia Emergency Management System (BCEMS):
The British Columbia Emergency Management System is a comprehensive management scheme that
ensures a coordinated and organized Provincial response and recovery to any and all emergency incidents.
The broad spectrum of components of the BCEMS includes: operations and control management,
qualifications, technology, training and publications. BCEMS is recognized as a standard system for
emergency response and is currently mandated for use within the Government of B.C. and recommend
to local authorities.
BCEMS Training Curriculum:
A series of training modules consisting of instructor guides, visuals, exercises, tests, and student
materials. The modules cover all aspects of BCEMS operations and support activities.
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-CCache:
A pre-determined complement of tools, equipment, and/or supplies stored in a designated location,
available for incident use.
Camp(s):
A geographical site, within the general incident area, separate from the Incident Base, equipped and
staffed to provide sleeping, food, water, and sanitary services to incident personnel.
Check-in:
The process whereby resources first report to an incident. Check in locations include the following: RDCO
EOC, Incident Command Posts (Resources Unit), Incident Base, Camps, Staging Areas, Helibases, Helispots,
and Division or Group Supervisors (for direct tactical assignments).
Chain of Command:
A series of management positions in order of authority
Chief:
The title for individuals responsible for command and/or management of functional sections: Operations,
Planning, Logistics, and Finance/Administration. The term Chief is used at all BCEMS levels.
Clear Text:
The use of plain English in all communications. No “Ten-Codes” or agency-specific codes are used when
utilizing Clear Text.
Command:
The act of directing and/or controlling resources by virtue of explicit legal, agency or delegated authority.
May also refer to the Incident Commander.
Command Post:
See Incident Command Post
Command Staff:
The Command Staff consists of the Information Officer, Risk/Safety Officer, and Liaison Officer. They
report directly to the Incident Commander at the site and the same positions in the other levels report to
the Director. They may have an assistant or assistants, as needed. Other positions may be added to
command staff, as determined by Incident Commander or Director.
Communication Unit:
An organizational unit in the Logistics Section responsible for providing communication services at an
incident. A Communications Unit may also be a facility (e.g. a trailer or vehicle) used to provide the major
part of the Incident Communications Centre.
Compensation Unit/Claims Unit:
Unit within the Finance/Administration Section responsible for financial concerns resulting from property
damage, injuries, or fatalities at the incident.
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Cooperating Agency(s):
An agency supplying assistance other than direct tactical or support functions or resources to the incident
control effort (e.g., Emergency Support Services, utility companies, etc.).
Coordination:
The process of systematically analyzing a situation, developing relevant information, and informing the
appropriate command authority of viable alternatives for selection of the most effective combination of
available resources to meet specific objectives. The coordination process (which can be either intra- or
inter-agency) does not involve dispatch actions. However, personnel responsible for coordination may
perform command or dispatch functions within the limits established by specific agency delegations,
procedures, legal authority, etc.
Cost Unit:
Unit within the Finance/Administration Section responsible for tracking costs, analyzing cost data, making
cost estimates and making cost saving measures.
Crew:
See Single Resource
Critical Resource:
Material, equipment, personnel or finances that are in short supply and are needed by more than one
incident management team or are needed for high priority assignments.

-DDelegation of Authority:
A statement provided to the Incident Commander by the Agency Executive delegating authority and
assigning responsibility. The Delegation of Authority can include objectives, priorities, expectations,
constraints, and other considerations or guidelines as needed. Agencies may require written Delegation
of Authority to be given to Incident Commanders prior to assuming command on larger incidents.
Demobilization Unit:
Unit within the Planning Section responsible for assuring controlled, orderly, safe, and efficient
demobilization of incident resources.
Department Operations Centre (DOC):
A group of senior staff and the facility within a department who coordinate the department’s activities in
support of the department’s responsibilities and commitment to the emergency response. DOCs interact
with the overall EOC and their agency representatives or senior personnel at the scene (e.g., Fire
Department, Public Works Department, etc.).
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Deputy:
A fully qualified individual who, in the absence of a superior could be delegated the authority to manage
a functional operation or perform a specific task. In some cases, a Deputy could act as relief for a superior
and therefore must be fully qualified in the position. Deputies can be assigned to the Incident
Commander, General Staff, and Branch Directors. Deputies can also be utilized at the site support level
e.g., EOC, PROC, PREOC.
Director(s):
The ICS title for individuals responsible for supervision of a Branch at the Site Level. A BCEMS title to the
overall supervision of the EOC, PREOC or the PECC.
Disaster Financial Assistance (DFA)
Dispatch:
The implementation of a command decision to move a resource or resources from one location to
another.
Dispatch Centre:
A facility from which resources are assigned to an incident.
Division:
Divisions are used to divide an incident into geographical areas of operation. A Division is located within
the ICS organization between the Branch and the Task Force/Strike Team. (See Group) Divisions are
identified by alphabetic characters for horizontal application and, often, by floor number when used in
buildings.
Documentation Unit:
Unit within the Planning Section responsible for collecting, recording, and safeguarding all documents
relevant to the incident.

-EEmergency:
A situation as defined by the Emergency Program Act, Environment Management Act and other
provincial acts and regulations. (See Incident).
Emergency Management Organization (EMO):
The Emergency Management Organization consists of the CAOs representing all jurisdictions within the
Regional District of Central Okanagan and the Emergency Program Coordinator. The Emergency
Management Organization is responsible to develop and implement the Emergency Management
Program.
Emergency Medical Assistant (EMA):
A health-care specialist licensed under the Health Emergency Act with particular skills, knowledge and
certification in pre-hospital emergency care and transportation.
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Emergency Operations Centre (EOC):
A designated facility established by an agency or jurisdiction to coordinate the overall agency or
jurisdictional response and support to an emergency response. (See Site Support Level)
Emergency Program Coordinator (EPC):
The individual within a local authority that has coordination responsibility for jurisdictional emergency
management.
Emergency Response and Recovery Plan (ERRP):
The plan that each jurisdiction has and maintains for responding to incidents based on the hazards and
risk analysis.
Emergency Support Services (ESS)
Event:
A planned, non-emergency activity. ICS can be used as the management system for a wide range of events
(e.g., parades, concerts, or sporting events).

-FFacilities Unit:
Unit within the Support Branch of the Logistics Section that provides facilities for the incident resources.
These facilities may include the Incident Base, feeding areas, sleeping areas, sanitary facilities, etc.
Field Operations Guide:
A pocket-sized manual of instructions on the application of the ICS.
Finance/Administration Section:
The Section responsible for all incident costs and financial considerations. Includes the Time Unit,
Purchasing Unit, Compensation/Claims Unit and Cost Unit.
Food Unit:
Unit within the Service Branch of the Logistics Section responsible for providing food services for incident
personnel.
Function:
In BCEMS, function refers to the five major activities (e.g., Command, Operations, Planning, Logistics and
Finance/Administration). The term function is also used when describing the activity involved (e.g. the
planning function).
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-GGeneral Staff:
The group of management personnel, reporting to the Incident Commander at the site and Director at the
other levels. They may each have a Deputy, as needed. The General Staff consist of:
•
•
•
•

Operations Section Chief
Planning Section Chief
Logistics Section Chief
Finance/Administration Section Chief

Geographical Information System (GIS)
Ground Support Unit:
Unit within the Support Branch of the Logistics Section responsible for the fueling, maintain and repairing
of vehicles, and the surface transportation of personnel and supplies.
Group:
Groups are established to divide the incident into functional areas of operation. Groups are composed of
resources assembled to perform a specific function not necessarily within a single geographical division.
See Division.

-HHam:
A term used for “Amateur Radio Operators” licensed by Communications Canada, many agencies use
“hams” as a back-up to other forms of communications in emergencies.
Heavy Urban Search and Rescue (HUSAR)
Helibase:
The main location for parking, fueling, maintaining and loading of helicopters operating to support an
incident.
Helispot:
Any designated location where a helicopter can safely take off and land. Some helispots may be used for
loading and unloading of supplies, equipment, personnel and medical evacuation.

-IIncident(s):
An occurrence either human-caused or by natural phenomena, that requires action by response
personnel to prevent or minimize loss of life or damage to property, environment, and reduce economic
and social losses.
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Incident Action Plan:
Contains objectives reflecting the overall incident strategy and specific tactical actions and supporting
information for the next operational period. The plan may be oral or written. When written, the plan may
have a number of forms as attachments (e.g., traffic plans, safety plan, communications plan, map, etc.).
Incident Base:
Location at the incident where the primary logistics functions are coordinated and administered. (Incident
name will be added to the term Base.) The Incident Command Post may be co-located or shared with the
Base. There is only one Base per incident.
Incident Commander (IC):
The individual responsible for the management of all incident operations at the incident site. The term
‘Incident Commander,’ when used throughout this standard, shall be deemed to include Unified
Command.
Incident Command Post (ICP):
The location at which the primary command functions are executed. The ICP may be co-located or shared
with the incident base or other incident facilities.
Incident Command System (ICS):
A standardized on-scene emergency management concept specifically designed to allow its user(s) to
adopt an integrated organizational structure equal to the complexity and demands of single or multiple
incidents, without being hindered by jurisdictional boundaries.
Incident Communications Centre:
The location of the Communications Unit and the Message Centre.
Incident Complex:
Two or more individual incidents located in the same general area.
Incident Management Team:
The Incident Commander and appropriate Command and General Staff personnel assigned to an incident.
Incident Name:
When multiple agencies are responding to one incident, the jurisdictional agency will name the incident
(in clear text) using a common geographical or functional reference. All cooperating and assisting agencies
will use the identified incident name.
Incident Objectives:
Statements of guidance and direction necessary for the selection of appropriate strategy(s), and the
tactical direction of resources. Incident objectives are based on realistic expectations of what can be
accomplished when all allocated resources have been assigned. Incident objectives must be achievable
and measurable, yet flexible enough to allow for strategic and tactical alternatives.
Incident Support Organization:
Includes any off-incident support provided to an incident. Examples would be Emergency Operations
Centre, Agency Dispatch Centres, Airports, Mobilization Centres, etc.
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Incident Termination:
The conclusion of response operations at the scene of an incident.
Information Officer:
A member of the Command Staff responsible for interfacing with the public and the media or with other
agencies requiring information directly from the incident. There is only one Information Officer per
incident. The Information Officer may have assistants.
Initial Action:
The actions taken by resources, which are first to arrive at an incident.
Initial Response:
Resources initially committed to an incident.

-JJoint Emergency Preparedness Program (JEPP)
Jurisdiction (Jurisdictional):
The range or sphere of authority. Agencies have jurisdiction at an incident related to their legal
responsibilities and authority for incident mitigation. (See Multijurisdiction)
Jurisdictional Agency:
The agency having jurisdiction and responsibility for a specific geographical area, or a mandated function
and includes key ministries as defined in the Emergency Program Act.
Justice Institute of BC (JIBC)

-KKey Ministry (Ministries):
The provincial ministry responsible for coordinating the government’s response to the occurrence of any
of the hazards for which it is responsible by regulation. (See “Section 6 and Schedule 1, Emergency
Program Management Regulation, B.C. Reg. 477/94 of the Emergency Program Act”.)

-LLeader:
The ICS title for an individual responsible for a Task Force, Strike Team or functional unit.
Liaison Officer:
A member of the Command Staff responsible for coordinating with representatives from cooperating and
assisting agencies.
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Life-Safety:
Refers to the joint consideration of both the life and physical well-being of individuals.
Logistics Section:
The Section responsible for providing services and support to the incident.

-MManagers:
Individuals within ICS organizational units that are assigned specific managerial responsibilities, e.g.,
Staging Area Manager or Camp Manager.
Management by Objectives (MBO):
In BCEMS, this is a top down management activity that involves a three-step process to achieve goals.
The steps are establishing the incident objectives, selecting the appropriate strategy(s) to achieve the
objectives, and implementing the strategy.
Management Staff:
The Management Staff consists of the Information Officer, Risk Management Officer and the Liaison
Officer. They report directly to the Incident Commander at the site level and the Director at all other
BCEMS levels. They may have an assistant or assistants as needed. The Incident Commander or Director
may add other positions to the command staff as required.
Management Team:
The Management Team consists of the EOC Director, General Staff and Management Staff.
Medical Unit:
Unit within the Services Branch of the Logistics Section responsible for the development of the Medical
Emergency Plan, and for providing emergency medical treatment for incident personnel.
Message Centre:
The Message Centre is part of the Incident Communications Centre and is co-located or shared or placed
adjacent to it. It receives, records and routes information about resources reporting to the incident,
resource status, and administrative and tactical traffic.
Ministry Emergency Operations Centre (MEOC):
The Ministry Emergency Operations Centre is the provincial coordination centre for ministry’s resources.
Ministry of Transportation & Infrastructure (MoTI)
Mobilization:
The process and procedures used by all agencies and organizations activating, assembling, and
transporting all resources that have been requested to respond to or support an incident.
Mobilization Centre:
Off-incident locations at which emergency service personnel and equipment are temporarily located
pending transfer to the site. This is not a staging area.
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Multi-Agency Incident:
An incident where one or more agencies assist a jurisdictional agency or agencies. May be single or unified
command.
Multijurisdictional Incident:
An incident requiring action from multiple agencies that have statutory responsibility for incident
mitigation. In ICS these incidents should be managed under Unified Command.
Mutual Aid Agreement:
Written agreement between agencies and/or jurisdictions in which they agree to assist one another upon
request, by furnishing resources.

-NNotice to Airmen (NOTAMS):
Temporary airspace restrictions for non-emergency aircraft in the incident area. NOTAMS are established
by Transport Canada to ensure aircraft safety.

-OOfficer:
The title of the personnel responsible for the Command Staff positions of Safety, Liaison and Information.
Operational Guidelines:
An agencies’ written procedure(s) that establishes a commonly accepted course of action and specifies
the functional limitations of personnel in performing emergency operations.
Operational Period:
The period of time scheduled for execution of a given set of operational actions as specified in the action
plan. Operational Periods can be of various lengths, although usually not over 24-hours.
Operations Section:
The Section responsible for all tactical operations at the incident. Includes Branches, Divisions and/or
Groups, Task Forces, Strike Teams, Single Resources and Staging Areas.
Out-of-Service Resources:
Resources allocated to an incident but temporarily unable to respond for mechanical, rest, or staffing
reasons.
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-PPlanning Meetings:
A meeting held as needed throughout the duration of an incident, to select specific strategies and tactics
for incident control operations, and for service and support planning. On larger incidents the planning
meeting is a major element in the development of the Incident Action Plan.
Planning Section:
The Section responsible for the collection, evaluation, and dissemination of information related to the
incident, and for the preparation and documentation of the action plans.
Policy Group:
The Policy Group consists of Mayors and Elected Officials of the jurisdictions within the Regional District
of Central Okanagan. The Policy Group supports the response effort by providing the continuity of
governance throughout the incident.
Provincial Central Coordination Level:
A coordination level within the BC Emergency Management System, which is activated to coordinate all
provincial resources. This level interacts with the Provincial Regional Coordination Level.
Provincial Emergency Coordinator Centre (PECC):
Provincial Operations Centre will be established to manage activities at the Provincial Central Coordination
Level. The five functions provided by POC are Management, Operations Coordination, Planning, Logistics,
and Finance/Administration. The POC level follows the same basic organizational support level as in the
BCEMS.
Provincial Emergency Program (PEP):
The Provincial Emergency Program is the provincial agency responsible for coordinating provincial
emergency preparedness and response.
Provincial Regional Coordination Level:
A coordination level within the BC Emergency Management System, which is activated to coordinate
provincial resources on a regional basis. This level interacts with Municipal and Ministry EOCs.
Provincial Regional Emergency Operations Centre (PREOC):
A Provincial Regional Emergency Operations Centre manages the Provincial Regional Coordination Level
and coordinates the joint efforts of government and non-government agencies.
Purchasing Unit:
Unit within the Finance/Administration Section responsible for all financial matters involving vendor
contracts.
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-RRadio Cache:
A supply of radios stored in a pre-determined location for assignment to incidents.
Recorders:
Individuals within BCEMS organizational units who are responsible for recording information. Recorders
may be found in Planning, Logistics, and Finance/Administration Units.
Regional Emergency Distribution List (REDList):
The REDList primarily consists of the CAOs of all communities within the Regional District of Central
Okanagan, communications leads, Chief Officers of all Fire Departments and other key senior staff from
within the region as recommended by each CAO. As an event progresses communication with the
REDList is critical to ensure leadership in each jurisdiction within the region is fully and immediately aware
of emergency events.
Reporting Locations:
Location or facilities where incoming resources can check-in at the incident (see Check-in).
Resource Unit:
Unit within the Planning Section responsible for recording the status of resources committed to the
incident. The unit also evaluates resources currently committed to the incident(s), the impact that
additional responding resources will have on the incident(s), and anticipated resources needs.
Resources:
Personnel and equipment available, or potentially available, for assignment to incident(s). Resources are
described by kind and type, e.g., ground, water, air, etc., and may be used in tactical support or
management capacities at an incident(s).
Risk Management:
Risk Management is the process of making and carrying out decisions that will minimize the adverse
effects of injuries, accidental losses and liability upon an organization. The five steps in the decision
process are:
1.
2.
3.
4.
5.

Identifying exposure to loss
Examining alternative techniques for dealing with the exposures
Selecting the best techniques
Implementing the chosen techniques, and
Monitoring and improving the response.

Carrying out these decisions requires the four functions in the management process. The four functions
in the management process are:
1.
2.
3.
4.

Planning
Organizing
Leading, and
Controlling
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-SSafety Officer:
A member of the Command Staff responsible for monitoring and assessing safety hazards or unsafe
situations, and for developing measures for ensuring personnel safety. The Safety Officer may have
assistants.
Search and Rescue (SAR)
Section:
That organization level with responsibility for a major functional area of the incident, e.g., Operations,
Planning, Logistics, Finance/Administration.
Segment:
A geographical area in which a task force/strike team leader or supervisor of a single resource is assigned
authority and responsibility for the coordination of resources and implementation of planned tactics. A
segment may be a portion of a division or an area inside or outside the perimeter of an incident. Segments
are identified with Arabic numbers.
Service Branch:
A Branch within the Logistics Section responsible for service activities; includes the Communications,
Medical, and Food Units.
Single Command:
Single Command has one Incident Commander.
Single Resource:
An individual, a piece of equipment and its personnel complement, or a crew or team of individuals with
an identified work Supervisor that can be used on an incident.
Site Support Level:
A coordination level within the BC Emergency Management System, which is activated to provide policy
direction and resources support to an Incident Commander. (See EOC)
Situation Unit:
Unit within the Planning Section responsible for the collection, organization, and analysis of incident
status information, and for analysis of the situation as it progresses.
Span of Control
To maintain supervisory levels within the command structure an effective span of control is required. Span
of Control within the range of 1 to 3 and 1 to 7 individuals reporting to a supervisory level. The range of 1
to 5 is considered being the optimum number of individuals reporting to the next higher supervisory level.
Staging Area:
Staging Areas are locations set up at an incident where resources can be placed while awaiting a tactical
assignment. Staging Areas are managed by a staging area manager in the Operations Section.
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Strategy:
The general plan or direction selected to accomplish incident objectives.
Strike Team
Specified combinations of the same kind and type of resources, with common communications and a
leader. There should be no more than five of any specified combinations under one leader.
Supervisor(s):
The ICS title for individual responsible for command of a Division or Group.
Supply Unit:
Unit within the Support Branch of the Logistics Section responsible for ordering equipment and supplies
required for incident(s).
Support Branch:
A Branch within the Logistics Section responsible for providing personnel, equipment, and supplies.
Includes: Supply, Facilities, and Ground Support Units.
Supporting Agency
The term used in the BCEMS to designate assisting and cooperating agencies. (See Assisting Agency and
Cooperation Agency).
Supporting Materials:
Refers to the several attachments that may be included with an action plan, e.g., communications plan,
map, safety plan, traffic plan, and medical plan.
Support Resource:
Non-tactical resources under the supervision of the Logistics, Planning, Finance/Administration Sections,
or the Command Staff. Also includes resources under the supervision of the Operations Coordination
Sections of the Site Support Level.

-TTactical Direction:
Directions given by the Operations Section Chief which include the tactics appropriate for the selected
strategy, the selection and assignment of resources, tactics implementation, and performance monitoring
for each operational period.
Task Force:
A combination of single resources assembled for a particular tactical need, with common communications
and a leader.
Team:
See Single Resource
Technical Specialists:
Personnel with special skills that can be used where required within the ICS organization.
Date of Issue: January 2020
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Time Unit:
Unit within the Finance/Administration Section responsible for recording time for personnel and hired
equipment.
Type:
Refers to resource capability. A Type 1 resource provides a greater overall capability due to power, size,
capacity, etc., than would be found in a Type 2 resource. Resource typing provides the Incident
Management Team with additional information in selecting the best resource for the task.

-UUnified Area Command:
A Unified Area Command should be established when incidents under an Area Command are
multijurisdictional. (See Area Command and Unified Command)
Unified Command:
In ICS, Unified Command is a unified team effort, which allows all agencies with jurisdictional responsibility
for the incident, either geographical or functional, to manage an incident by establishing a common set
of incident objectives, strategies and action plans. This is accomplished without losing or abdicating
agency authority, responsibility, or accountability. The term ‘Incident Command’, when used throughout
this standard, shall be deemed to include Unified Command.
Unit(s):
The organizational element having functional responsibility for a specific Planning, Logistics, or
Finance/Administration activity.
Unity of Command:
The concept by which each person within an organization reports to one and only one designate.

-WWorkers’ Compensation Board (WCB)
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REGIONAL DISTRICT OF CENTRAL OKANAGAN
BYLAW N0.1443

Being a bylaw to amend the Regional District of Central Okanagan Preparation for Emergencies
Bylaw No. 489, 1991.

WHEREAS a regional district may, under section 332(1) [General authority for services] of the
Local Government Act operate any service that the board considers necessary or desirable for
all or part of the regional district subject to certain limitations and conditions;
AND WHEREAS under section 338(1) [Establishing bylaws required for most services] of the
Local Government Act, in order to operate a service the board of a regional district must first
adopt an establishing bylaw for the service;
AND WHEREAS the Regional District of Central Okanagan is a local authority under
Emergency Program Act;

the

AND WHEREAS the Regional Board has established a service for the preparation for
emergencies, through the adoption of the Regional District of Central Okanagan Preparation for
Emergencies Bylaw No. 489, 1991;
AND WHEREAS the Regional Board wishes to amend Bylaw No. 489, 1991, to modernize the
description of the service, update the participating areas to reflect municipal incorporations and
expressly refer to additional cost recovery methods under the Local Government Act;
AND WHEREAS consent from the participating Municipalities and Electoral Areas has been
obtained pursuant to Sections 346 and 347, respectively, of the Local Government Act.
NOW THEREFORE the Regional Board of the Regional District of Central Okanagan in open
meeting assembled enacts as follows:
1.

That the Regional District of Central Okanagan Preparation for Emergencies Bylaw No.
489, 1991, as amended be further amended by deleting Sections 1, 2, 3, 4, and 5 in their
entirety and replacing them with the following:
"Service Description

1. The service of regional emergency management, planning and
coordination, including:
a. developing or assisting in the development of strategies, plans and
programs for:
i.
ii.
iii.
iv.

the prevention of,
preparation for,
response to, and
recovery from

regional emergencies, which, for the purposes of this bylaw, means
an emergency or disaster that affects or threatens more than one of
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the participating areas or that activates the Regional Emergency
Operations Centre by the Emergency Program Coordinator and/or the
Emergency Operations Centre Director ;
b. supporting and coordinating or assisting in supporting and
coordinating:
i.

ii.

the management and implementation of the plans, strategies
and programs referred to in subsection 1(a) of this bylaw, and
the preparation for, response to and recovery from regional
emergencies;

c. establishing, operating and maintaining or assisting in the
establishment, operation and maintenance of regional emergency
facilities; and
d. preparing for, responding to and recovering from or assisting in the
preparation for, response to and recovery from emergencies that
affect or may affect the delivery of services provided by the
participating areas;
is hereby established.
Participating Areas

2. The participating areas for the service consist of all of Central Okanagan
East Electoral Area (electoral area "I"), Central Okanagan West Electoral
Area (electoral area "J"), the District of Peachland, the City of Kelowna,
the District of Lake Country and the City of West Kelowna.
Service Area

3. The service area for the service is all of the area within the boundaries of
the participating areas.
Cost Recovery

4. The costs of the service shall be recovered by:
a. property value taxes imposed in accordance with Part 11 - Regional
Districts: Financial Management, Division 3 [Requisition and Tax
Collection] of the Local Government Act;
b. revenues raised by other means authorized under the Local
Government Act or another Act; and
c. revenues received by way of agreement, enterprise, gift, grant or
otherwise.
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Cost Apportionment
5. The costs of the service, after deducting the revenues (if any) raised or
received under subsections 4(b) and (c) above, shall be apportioned
among the participating areas on the basis of converted value of land and
improvements in those areas pursuant to Section 380(2) [Apportionment
of costs] of the Local Government Act."
2.

This bylaw may be cited for all purposes as the 'Regional District of Central Okanagan
Emergency Preparedness Service Establishment Amendment Bylaw No. 1443, 2019".

READ A FIRST TIME THIS

18TH

DAY OF

JULY

, 2019

READ A SECOND TIME THIS

18TH

DAY OF

JULY

, 2019

READ A THIRD TIME THIS

18TH

DAY OF

JULY

, 2019

APPROVED BY INSPECTOR THIS

' •J
"'.),t"-

DAY OF

ADOPTED THIS

\lo

DAY OF

lJ?_cei'Y\

JtiVlua..,'-I

, 2019

, 20

&O

,,
DIR O

VICES

Ihereby certify the foregoing to be a true and correct copy of Bylaw No. 1443 cited as the
"Regional District of Central Okanagan Emergency Preparedness Service Establishment
Amendment Bylaw No. 1443, 2019" as read a third time by the Regional Board on the 18th day
of July, 2019.

Dated at Kelowna, B.C. this
18th day of July, 2019

I hereby certify the foregoing to be a true and correct copy of Bylaw No. 1443 cited as the
"Regional District of Central Okanagan Emergency Preparedness Service Establishment
Amendment Bylaw No. 1443, 2019" as adopted by the Regional Board on the /lc(h. day of
J 2019.
Dated at Kelowna, B.C. this
Holt-- day of
20; Q.D
DIRECTOR OF CORPORATE SERVICES

REGIONAL DISTRICT OF CENTRAL OKANAGAN

CONSENT

We, the undersigned Director of Central Okanagan West Electoral Area and Director of Central
Okanagan East Electoral Area of the Regional District of Central Okanagan, hereby consent
to the "Regional District of Central Okanagan Emergency Preparedness Service Establishment
Amendment Bylaw No. 1443, 2019".

,?vcL/
Wayne Carson
Central Okanagan West Electoral Area

Central Okanagan East Electoral Area

Dated at Kelowna, B.C.
this 18th day of July, 2019.
Brian Reardon
Director of Corporate Services

Cityofo
Certified Resolution

Kelowna

Excerpt of Minutes of the Regular Meeting of Kelowna Municipal Council held on Monday, October 71 2019:
THAT the City of Kelowna hereby consents to the Regional District adopting the Regional District of
Central Okanagan Emergency Preparedness Service Establishment Amendment Bylaw No. 1443,
2019; and,
WHEREAS Council wishes to establish an emergency management organization, as required by
the Emergency Program Act and to provide a framework for the municipality to develop its own
operational emergency response protocols, Council hereby resolves that:
Pursuant to the Emergency Program Act (British Columbia), the emergency management
organization established by under Regional District of Central Okanagan Emergency
Management Program Bylaw No. 1444, 2019 is hereby established as the emergency
management organization for the whole of the municipality; and,
2. All of Council's duties and powers under the Emergency Program Act (British Columbia) are
hereby delegated to that emergency management organization, except for the power to
make a declaration of a state of local emergency under that Act.

1.

I hereby certify this to be a true copy of a Resolution passed by the
Municipal Council of the City of l<elowna on the ih day of October 2019.

of the Municipal Council of the City of l<elowna
Date: October 8, 2019

Office of the City Clerk

1435 Water Street
Kelowna, BC V1Y 1J4
TEL 250 469-8645
FAX 250 862-3315
kelowna.ca

Municipal Hall
Corporate Services Department
10150 Bottom Wood Lake Road
Lake Country, BC V4V 2M1

LAKE COUNTRY

Tel: 250-766-6671

Lif,!. The Oknnc1g,m WiJy.

Fax: 250-766-2903

.£..Qlniri@la kecountry. be.ca

CERTIFIED COUNCIL RESOLUTION
The following resolution was adopted by Council at its Regular Council Meeting held on September 17, 2019:

THAT the District of Lake Country hereby consents to the Regional District adopting the Regional District of
Central Okanogan Emergency Preparedness Service Establishment Amendment Bylaw No. 1443, 2019;
AND THAT whereas Council wishes to establish an emergency management organization, as required by the
Emergency Program Act and to provide a framework for the municipality to develop its own operational
emergency response protocols, Council hereby resolves that:
.1. Pursuant to the Emergency Program Act (British Columbia), the emergency management organization
established by under Regional District of Central Okanagan Emergency Management Program Bylaw
No. lt/t/4, 2019 is hereby established as the emergency management organization for the whole of the
municipality and
2. All of Council's duties and powers under the Emergency Program Act (British Columbia) are hereby
delegated to that emergency management organization, except for the power to make a declaration of
a state of local emergency under that Act.
I hereby certify the above to be a true copy of the resolution adopted by Council of the District of Lake Country on
the 17th day of September, 2019.
Dated at Lake Country, British Columbia, this
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\ '\ /c·c: ' ('/ c) Cl1( .···-Reyna Seabrook
Corporate Officer

13th

day of September, 2019.

7he Corporation of the f}frfrf cf of Peachfanl
5806 Beach Avenue
Pcachb ocl, BC

\'OH 1X7

Plwne
250-767 2647
250-767 - 3433
fax
w,vw.pea chla ncic: 1

August 27, 2019

Regional District of Central Okanagan
1450 l<LO Road
l<elowna, BC VlW 3Z4

Attention: Mary Jane Drouin
Re: Bylaw No. 1443, 2019 and Bylaw No. 1444, 2019
The District of Peachland Council passed the following resolution at their August 13, 2019 Regular
Council Meeting:
RC-13/08/19-005 THAT the District of Peachland hereby consents to the Regional District adopting the
Regional District of Central Okanagan Emergency Preparedness Service Establishment Amendment
Bylaw No. 1443, 2019, and further;
Whereas Council wishes to establish an emergency management organization as required by the
Emergency Program Act and to provide a framework for the municipality to develop its own operational
emergency response protocols, Council hereby resolves t hat:

1. Pursuant to the Emergency Program Act (British Columbia), the emergency management
organization established under Regional District of Central Okanagan Emergency Management
Program Bylaw No. 1444, 2019 is hereby established as the emergency management
organization for the whole of the municipality and;

2. All of Council's duties and powers under the Emergency Program Act (British Columbia) are
hereby delegated to that emergency management organization, except for the power to make a
declaration of a state of local emergency under that Act.
Please contact me if you have any questions.

Yours truly,

Polly Palmer
Director of Corporate Services

Office of the Mayor
KELOWNA

2760 Cameron Road, West Kelowna, British Columbia V1Z 2T6
Tel (778)797.2210 Fax (778) 797.1001
mayorand council@we stkelownacity .ca

September 16, 2019
Mary Jane Drouin
Regional District of Central Okanagan
1450 KLO Road
KeIowna, BC VlW 324
Dear Mary Jane,
At its August

27th

meeting, Council passed the following motion.

THAT the City of West Kelowna hereby consents to the Regional District adopting the
Regional District of Central Okanagan Emergency Preparedness Service Establishment
Amendment Bylaw No. 1443, 2019; and,
WHEREAS Council wishes to establish an emergency management organization, as
required by the Emergency Program Act and to provide a framework for the municipality
to develop its own operational emergency response protocols, Council hereby resolves
that:
1. Pursuant to the Emergency Program Act (British Columbia), the emergency
management organization established by under Regional District of Central Okanagan
Emergency Management Program Bylaw No. 1444, 2019 is hereby established as the
emergency management organization for the whole of the municipality; and,
2. All of Council' s duties and powers under the Emergency Program Act (Brit ish
Columbia) are hereby delegated to that emergency management organization, except
for the power to make a declaration of a state of local emergency under that Act.

Sincerely, on behalf of Council,

Gord Milsom
Mayor

cc

West Kelowna Council

www.westkelownacity.ca

REGIONAL DISTRICT OF CENTRAL OKANAGAN
EMERGENCY MANAGEMENT PROGRAM BYLAW NO. 1444, 2019

Being a bylaw to update, modernize and replace the current Regional District of Central
Okanagan Emergency Program Bylaw No. 635, 1995

WHEREAS:

A. The Regional District of Central Okanagan has, by Preparation for Emergencies Service
Establishing Bylaw No. 489, 1991, and amendments made thereto, established the service
for the preparation for emergencies;
8. The Board wishes to provide a comprehensive regional emergency management program
by a coordinated response of the Board, its member municipal councils and Westbank
First Nation Council, and their respective officers and employees, volunteer service groups
and external agencies, that will respond to natural and man-made emergencies and
disasters with the goal of preserving life, property, the local economy and the environment
in a comprehensive approach using prevention, preparedness, response and recovery, all
in a manner that will ensure the continuity of government;
C.

The Board has, through Emergency Program Bylaw No. 635, 1995, established a regional
emergency management program in accordance with the Emergency Program Act; AND

D.

The Board wishes to update and modernize the provisions of its Emergency Program
Bylaw, to amend the Committee structure, to clarify the reporting structure, and to
delegate Board authority to the EOC Director in order to effectively execute the RDCO
Emergency Management Program.

NOW THEREFORE the Regional Board of the Regional District of Central Okanagan in open
meeting assembled enacts as follows:

1. Interpretation
1.1. In this bylaw, "Act" means the Emergency Program Act.
1.2. Unless otherwise specifically stated, the words used in this bylaw shall have the same
meaning as words have in the Act.
a)

"Board" means the board of the Regional District,

b)

"CAO" means the Chief Administrative Officer, Administrator or City Manager of
the applicable organization.

c)

"Chair" means that person elected by the Board as chair.

d)

"Region" means all of the area within the boundaries of the Regional District.

e)

"Regional District" means the Regional District of Central Okanagan.
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f)

"Declaration of a State of Local Emergency" means a declaration, pursuant to
Section 12(1) of the Act by the Chair, or by a municipal council or Mayor, or by a
Band Council or Chief as the case may be, that an emergency exists or is
imminent.

g)

"Disaster" has the same meaning as under the Act, being "a calamity that:
i.
is caused by accident, fire, explosion or technical failure or by the forces of
nature, and
ii.
has resulted in serious harm to the health, safety or welfare of people, or in
widespread damage to property.

h)

"Emergency" has the same meaning as under the Act, being "a present or
imminent event or circumstance that:
i.
is caused by accident, fire, explosion or technical failure or the forces of
nature, and
ii.
requires prompt coordination of action or special regulation of persons or
property, to protect health, safety or welfare of a person or to limit damage
to property".

i)

"Emergency Program Coordinator" means the person appointed by the Regional
District CAO as coordinator for the Emergency Management Organization
pursuant to section 6(3.1) of the Act.

j)

"Emergency Management Organization" means the organization of that name
established under this bylaw.

k)

"Emergency Management Program" means the organization, plan and
procedures established from time to time for overall coordination of emergency
planning, preparedness, response and recovery actions within the Region.

I) "EOC" means the Emergency Operations Centre as defined in the Emergency
Management Program, or such other facility as may be designated from time to
time as the EOC.
m) "EOC Director" means the person with overall responsibility and authority for
coordinating the site support response and recovery in the Regional District
EOC.

2. Emergency Program
2.1. The following entities and persons are part of the Regional District's Emergency
Management Program:
a)
b)
c)
d)

the Board,
an Emergency Management Organization,
an Emergency Program Coordinator, and
an Emergency Operations Centre Director.

3. The Board
3.1. In accordance with the section 6(1) of the Act, the Board is at all times responsible for
the direction and control of the response of the Board to an emergency or disaster,
and in particular:
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a)

in accordance with the Act, the Board may declare a State of Local Emergency in
an electoral area;

b)

the Board may delegate its powers and duties under the Act, as required, and to
monitor the use of such powers; and

c)

to prepare, or cause to be prepared an emergency plan respecting preparation
for, response to, and recovery from an emergency or disaster.

3.2. Notwithstanding the provisions of subsection 3.1, in accordance with the Act the Chair
may carry out the responsibilities specified in clause (a), provided the Chair has used
best efforts to obtain the consent of the other members of the Board.

4. Emergency Management Organization
4.1. The Board hereby delegates its responsibilities and powers under the Act, except for
the power to make a Declaration of a State of Local Emergency, to the Emergency
Management Organization.
4.2. An Emergency Management Organization consisting of the following persons is
hereby established pursuant to section 6(3) of the Act:
a)

the CAO for each of the following:
i.
ii.
iii.
iv.
v.

b)

the City of Kelowna,
the City of West Kelowna,
the District of Peachland,
the District of Lake Country,
the Regional District, and

the Emergency Program Coordinator.

The Emergency Management Organization is accountable to the Board and shall have
as its Chair, the CAO from the Regional District.
4.3. The Emergency Management Organization shall be responsible for the following:
a)

developing and implementing the Emergency Management Program, including
emergency plans and other preparedness, response and recovery measures for
emergencies and disasters,

b)

providing strategic direction and oversight to the Emergency Program
Coordinator,

c)

recommending the appointment of the Emergency Program Coordinator;

d)

providing oversight of the Emergency Management Program;

e)

producing an Emergency Plan Manual based on the principles of the British
Columbia Emergency Management System, which manual shall provide a
general framework that covers preparedness, response, and recovery plans
within which the Emergency Management Organization can formulate roles and
responsibilities to deal with emergencies and disasters (for clarity, minor
amendments, such as names, addresses and telephone numbers in the
Emergency Plan Manual may be approved by the Emergency Program
Coordinator),.
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f)

completing the annual Emergency Management Program budget and work plan
then forwarding it to the Regional District Chief Financial Officer,

g)

approving emergency plans and procedures developed by the Emergency
Program Coordinator,

h)

establishing such sub-committees and working groups as it deems necessary to
carry out its duties and obligations.

5. Emergency Program Coordinator
5.1. The Board hereby delegates to the Regional District CAO the responsibility and power
to appoint the Emergency Program Coordinator.
5.2. The Emergency Program Coordinator is accountable to the Regional District CAO.
5.3. The Emergency Program Coordinator is responsible for:
a)

providing leadership and administration for the emergency management
program,

b)

coordinating and/or supervising any sub-committees or work groups,

c)

developing a Strategic Plan, action plans and budget,

d)

maintaining all emergency plans and documentation,

e)

providing an annual status report on the !eve.I of preparedness,

f)

coordinating a training and exercise program,

g)

coordinating with other governments, non-government agencies, First Nations
and private sector organizations,

h)

establishing and maintaining an EOC, and

i)

establishing, coordinating and supporting volunteer programs.

5.4. The Emergency Program Coordinator will produce an annual program budget and
work plan and submit it to the Regional District CAO prior to January 1st_
5.5. The Emergency Program Coordinator may establish committees and working groups
as considered necessary to assist with carrying out the Emergency Coordinator's
duties and obligations.

6. Emergency Response Authority
6.1. The Emergency Management Program will conform to the "B.C. Emergency
Management System" (BCEMS).
6.2. The Emergency Management Organization will determine the criteria and implement a
policy & procedure that designates who the EOC Director is under various conditions
and stages of EOC activation.
6.3.

The EOC Director is accountable to the Emergency Management Organization.
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6.4. Pursuant to Section 8 of the Act, the EOC Director may, whether or not a Declaration
of a State of Local Emergency has been made, implement all or portions of the
Emergency Management Program, if, in the opinion of the EOC Director, there is an
emergency disaster within the Region.
6.5. Pursuant to Section 12 of the Act, upon issuance of a Declaration of a State of Local
Emergency, the EOC Director will implement the applicable portions of the Emergency
Management Program.
6.6. For clarity, in the case of an emergency or disaster, the jurisdiction or jurisdictions in
which the emergency or disaster occurs, shall have the primary responsibility for
response to the emergency or disaster , including all associated costs, including the
recovery of such costs from the Provincial and/or Federal emergency funding
resources.
6.7. The Regional District and the Westbank First Nation have entered into an agreement,
and may enter into further agreements in the future, establishing and setting out the
relationship between the Regional District and the Westbank First Nation in respect of
equitable distribution of costs pertaining to the subject matter of this bylaw, and
including the role of the CAO from the Westbank First Nation, the role of the Westbank
First Nation in the Emergency Management Organization and the roles of the
Westbank First Nation, CAO of the Westbank First Nation, Emergency Management
Organization, Emergency Program Coordinator and EOC Director in relation to
emergencies and disasters affecting the jurisdiction of the Westbank First Nation.
7. Emergency Expenditures for Electoral Area Emergencies and Disasters

7.1. Pursuant to Section 401 [Limit on Expenditures] of the Local Government Act, the
Regional District CAO is authorized to make expenditures on behalf of the Regional
District which are not included in the financial plan of the Regional District, where such
expenditures are required for the preservation of life, health and the protection of
property during an emergency or disaster in the electoral areas, on the following basis:
a)

Up to and including two hundred and fifty thousand dollars ($250,000), after
consultation with the Chair; and

b)

All amounts exceeding two hundred and fifty thousand dollars ($250,000), with
the prior written approval of the Chair.

Any expenditure made under this section must be presented to the Board in a report
under the signature of the Chair.
8. Liability

8.1. In accordance with the Act, no person, including, without limitation, the Board, its
municipal Councils, their respective officers and employees, the Chair, members of
Regional District of Central Okanagan Emergency Management Organization, a
volunteer and any other persons appointed, authorized or requested to carry out
measures relating to emergencies or disasters, is liable for any loss, cost, expense,
damages or injury to persons or property that result from:

-6-

a)

the person in good faith doing or omitting to do any act that the person is
appointed, authorized or required to do under this bylaw, unless, in doing or
omitting to do the act, the person was grossly negligent, or

b)

any acts done or omitted to be done by one or more of the persons who were,
under this bylaw, appointed, authorized or required by the person to do.the acts,
unless in appointing, authorizing or requiring those persons to do the acts, the
person was not acting in good faith.

9. Repeal
9.1. Regional District of Central Okanagan Emergency Program Bylaw No. 635, 1995 as
adopted by the Regional Board on the 8th day of May 1995 is hereby repealed.
10. Citation
10.1. This bylaw may be cited for all purposes as the "Regional District of Central Okanagan
Emergency Management Program Bylaw No. 1444, 2019.
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DIRECTOR OF CORPORATE SERVICES

I hereby certify the foregoing to be a true and correct copy of Bylaw No. 1444 cited as the
"Regional District of Central Okanagan Emergency Management Program Bylaw No. 1444,
2019" as read a third time and adopted by the Regional Board on the 18th day of July 2019.

Dated at Kelowna, B.C. this
18th day of July 2019
DIRECTOR OF CORPORATE SERVICES
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Part 1 - Definitions and Application
Definitions
1 (1) In this Act:

"declaration of a state of emergency" means a declaration of the
minister or the Lieutenant Governor in Council under section 9 (1);
"declaration of a state of local emergency" means a declaration of a
local authority or the head of a local authority under section 12 (1);
"director" means the person appointed under section 2 (3) as the
director of the Provincial Emergency Program;
"disaster" means a calamity that
(a) is caused by accident, fire, explosion or technical failure or
by the forces of nature, and
(b) has resulted in serious harm to the health, safety or welfare
of people, or in widespread damage to property;

"electoral area" means an electoral area as defined in the Local
Government Act ;
"emergency" means a present or imminent event or circumstance that
(a) is caused by accident, fire, explosion, technical failure or the
forces of nature, and
(b) requires prompt coordination of action or special regulation
of persons or property to protect the health, safety or
welfare of a person or to limit damage to

property;

"government corporation" has the same meaning as in the Financial
Administration Act , and includes the South Coast British Columbia
Transportation Authority continued under the South Coast British
Columbia Transportation Authority Act and any of its subsidiaries;
"head of a local authority" means
(a) for a municipality, the mayor or a person designated by the
municipal council to act in the capacity of mayor in the
mayor's absence, and
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(b) for an electoral area in a regional district, the chair of the
board of the regional district, or, in the chair's absence, a
vice chair;
"jurisdictional area" means any of the following for which there is a
local authority:
(a) a municipality;
(b) an electoral area;
(c) a national park;
"local authority" means
(a) for a municipality, the municipal council,
(b) for an electoral area in a regional district, the board of the
regional district, or
(c) for a national park, the park superintendent or the park
superintendent's delegate if an agreement has been entered
into with the government of Canada under section 4 (2) (e)
in which it is agreed that the park superintendent is a local
authority for the purposes of this Act;
"local emergency plan" means an emergency plan prepared under
section 6 (2);
"Provincial Emergency Program" means the Provincial Emergency
Program continued under section 2 (1);
"Provincial emergency plans" means the emergency plans prepared
under section 4 (1);
"volunteer" means a volunteer registered by a local authority or the
Provincial Emergency Program for the purpose of responding to a
disaster or an emergency.
(2) A local authority has responsibility under this Act for the jurisdictional
area for which it is the local authority.

Part 2 - Administration
Provincial Emergency Program
2 (1) The Provincial Emergency Program is continued.

(2) The Provincial Emergency Program is responsible for carrying out the
powers and duties vested in it under this Act or by the minister.
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(3) A director and any officers and employees required to enable the
Provincial Emergency Program to perform its duties and exercise its
powers may be appointed in accordance with the Public Service Act .
Committees
3

(1) The minister may appoint the committees the minister considers
necessary or desirable to advise or assist the Lieutenant Governor in
Council, the minister or the director.
(2) The members of committees appointed under subsection (1) who are
not officers or employees of the government, or officers or employees
of an agency of the government,
(a) are to be reimbursed for reasonable travelling and out of
pocket expenses necessarily incurred in the discharge of
their duties under this Act, and
(b) may be paid remuneration for their services as the
Lieutenant Governor in Council may order.

Powers and duties of minister
4 (1) The minister must prepare emergency plans respecting preparation

for, response to and recovery from emergencies and disasters.
(2) The minister may do one or more of the following:
(a) conduct public information programs relating to emergency
preparedness and recommend preventive measures to
alleviate the effects of emergencies or disasters;
(b) make surveys and studies to identify and record actual and
potential hazards that may cause emergencies or disasters;
(c) make payments and grants, subject to any terms or
conditions that the minister may impose, to local authorities
or other persons or organizations for the purposes of
assisting in emergency prevention, preparedness and
response;
(d) enter into agreements with and make payments or grants,
or both, to persons or organizations for the provision of
services in the development or implementation of
emergency plans or programs;
(e) enter into agreements with the government of Canada or of
any other province, or with any agency of such a
government, dealing with emergency plans and programs;
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(f)

review and recommend modification of local emergency
plans of local authorities;

(g) establish training and training exercise programs;
(h) provide support to volunteers as prescribed in the
regulations;
(i) delegate in writing to the director any of the powers or
duties vested in the minister by this Act, except a power
(i) to make a declaration of a state of emergency,
(ii) to cancel a declaration of a state of emergency,
(iii) to cancel a declaration of a state of local emergency,
or
(iv) to make an order under section 13 (2).
Ministerial orders
5 The minister may, by order, do one or more of the

following:

(a) divide British Columbia into various subdivisions for the
purpose of organizing integrated plans and programs in
relation to emergency preparedness, response and recovery;
(b) require local authorities of the municipalities or electoral
areas located within a subdivision referred to in paragraph
(a) to prepare, in cooperation with designated ministries,
integrated plans and programs, satisfactory to the minister,
to deal with emergencies;
(c) establish procedures required for the prompt and efficient
implementation of plans and programs to meet emergencies
and disasters;
(d) require a person to develop plans and programs in
cooperation with one or more local authorities, designated
ministries and government corporations and agencies to
remedy, alleviate or meet any emergency that might arise
from any hazard to persons or property and that is or may
be created by
(i) the person engaging in any operation,
(ii) the person utilizing any process,
(iii) the person using property in any manner, or
(iv) any condition that exists or may exist on the person's
land.
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Local authority emergency organization
6

(1) Subject to sections 8 (2), 13 (2) and14 (3), a local authority is at all
times responsible for the direction and control of the local authority's
emergency response.
(2) Subject to subsection (2.1), a local authority must prepare or cause
to be prepared local emergency plans respecting preparation for,
response to and recovery from emergencies and

disasters.

(2.1) For the purposes of subsection (2), a local authority that is the board
of a regional district must ensure that it has one local emergency plan
that applies, or 2 or more local emergency plans that in the
aggregate apply, to all of the electoral areas within the regional
district.
(3) A local authority that is a municipal council or the board of a regional
district must establish and maintain an emergency management
organization to develop and implement emergency plans and other
preparedness, response and recovery measures for emergencies and
disasters and, for that purpose,
(a) if the local authority is a municipal council, the municipal
council must establish and maintain an emergency
management organization with responsibility for the whole
of the municipality, and
(b) if the local authority is the board of a regional district, the
board of the regional district must establish and maintain
(i) one emergency management organization with
responsibility for all of the electoral areas within the
regional district, or
(ii) 2 or more emergency management organizat ions that
in the aggregate have responsibility for all of the
electoral areas within the regional district.
(3.1) Without limiting subsection (3), a local authority that is a municipal
council or the board of a regional district may
(a) appoint committees the local authority considers necessary
or desirable to advise and assist the local authority, and
(b) appoint a coordinator for each emergency management
organization established by it under subsection (3).
(3.2) The minister may, by order, establish one or both of the following:
(a) if a local authority has not complied with subsections (2) and
( 2.1), the date by which the local emergency plan or plans
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required under those subsections must be prepared, with
power to establish, for the board of a regional district,
different dates for the preparation of local emergency plans
for different electoral areas within the regional district;
(b) if a local authority has not complied with subsection (3), the
date by which the emergency management organization or
organizations required under that subsection must be
established, with power to establish, for the board of a
regional district, different dates for the establishment of
emergency management organizations for different electoral
areas within the regional district.
(4) A local authority may, in writing, delegate any of its powers and
duties under this Act to the committee, emergency management
organization or coordinator referred to in subsection (3), except the
power to make a declaration of a state of local emergency.

Part 3 - Emergencies, Disasters and Declared Emergencies
Division 1 - Emergencies and Disasters
Implementation of Provincial emergency plans
7 The minister or a person designated in a Provincial emergency plan may,

whether or not a state of emergency has been declared under section 9
(1), cause a Provincial emergency plan to be implemented if, in the
opinion of the minister or the designated person, an emergency exists or
appears imminent or a disaster has occurred or threatens.
Implementation of local emergency plans
8

(1) A local authority or a person designated in the local authority's local
emergency plan may, whether or not a state of local emergency has
been declared under section 12 (1), cause the plan to be
implemented if, in the opinion of the local authority or the designated
person, an emergency exists or appears imminent or a disaster has
occurred or threatens in
(a) the jurisdictional area for which the local authority has
responsibility, or
(b) any other municipality or electoral area if the local authority
having responsibility for that other jurisdictional area has
requested assistance.
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If a Provincial emergency plan has been implemented under
2
( ) section 7, a local emergency plan may be implemented or its
implementation may be continued under subsection (1) of this section
if and to the extent that the local emergency plan is not in conflict
with the Provincial emergency plan.

Division 2 - Declaration of State of Emergency
Declaration of state of emergency
9

(1) If satisfied that an emergency exists or is imminent, the minister or
the Lieutenant Governor in Council may, by order, declare a state of
emergency relating to all or any part of British Columbia.
(2) A declaration of a state of emergency under subsection (1) must
identify the nature of the emergency and the area of British Columbia
in which the emergency exists or is imminent.
(3) Immediately after a declaration of a state of emergency is made, the
minister must cause the details of the declaration to be published by
a means of communication that the minister considers most likely to
make the contents of the declaration known to the majority of the
population of the affected area.
(4) A declaration under subsection (1) expires 14 days from the date it is
made, but the Lieutenant Governor in Council may extend the
duration of the declaration for further periods of not more than 14
days each.
(5) Subsections (2) and (3) apply to each extension under subsection (4)
of the duration of a declaration of a state of emergency.

Powers of minister in declared state of emergency
10

(1) After a declaration of a state of emergency is made under section 9
(1) and for the duration of the state of emergency, the minister may
do all acts and implement all procedures that the minister considers
necessary to prevent, respond to or alleviate the effects of an
emergency or a disaster, including any or all of the following:
(a) implement a Provincial emergency plan or any Provincial
emergency measures;
(b) authorize a local authority to implement a local emergency
plan or emergency measures for all or any part of the
jurisdictional area for which the local authority has
responsibility;
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require a local authority for a municipality or an electoral
(c) area to implement a local emergency plan or emergency

measures for all or any part of the municipality or electoral
area for which the local authority has responsibility;
(d) acquire or use any land or personal property considered
necessary to prevent, respond to or alleviate the effects of
an emergency or disaster;
(e) authorize or require any person to render assistance of a
type that the person is qualified to provide or that otherwise
is or may be required to prevent, respond to or alleviate the
effects of an emergency or disaster;
(f) control or prohibit travel to or from any area of British
Columbia;
(g) provide for the restoration of essential facilities and the
distribution of essential supplies and provide, maintain and
coordinate emergency medical, welfare and other essential
services in any part of British Columbia;
(h) cause the evacuation of persons and the removal of
livestock, animals and personal property from any area of
British Columbia that is or may be affected by an emergency
or a disaster and make arrangements for the adequate care
and protection of those persons, livestock, animals and
personal property;
(i) authorize the entry into any building or on any land, without
warrant, by any person in the course of implementing an
emergency plan or program or if otherwise considered by
the minister to be necessary to prevent, respond to or
alleviate the effects of an emergency or disaster;
(j) cause the demolition or removal of any trees, structures or
crops if the demolition or removal is considered by the
minister to be necessary or appropriate in order to prevent,
respond to or alleviate the effects of an emergency or
disaster;
(k) construct works considered by the minister to be necessary
or appropriate to prevent, respond to or alleviate the effects
of an emergency or disaster;
(I) procure, fix prices for or ration food, clothing, fuel,
equipment, medical supplies or other essential supplies and
the use of any property, services, resources or equipment
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within any part of British Columbia for the duration of the
state of emergency.
(2) After a declaration of a state of emergency is made under section 9
( 1)'

(a) the director or such other person as the minister may
appoint is responsible for the coordination and
implementation of necessary plans or programs prepared
under this Act, and
(b) all persons and agencies involved in the coordination and
implementation are subject to the control and direction of
the director or the other person appointed by the minister.
Cancellation of declaration of state of emergency
11

(1) When, in the opinion of the minister or the Lieutenant Governor in
Council, an emergency no longer exists in an area in relation to which
a declaration of a state of emergency was made under sect ion 9 (1),
the minister or the Lieutenant Governor in Council must make an
order cancelling the declaration of a state of emergency in respect of
that area.
(2) Immediately after an order is made under subsection (1) or a
declaration of a state of emergency expires under section 9 ( 4), the
minister must cause the details of the cancellation or expiry of the
declaration of a state of emergency to be published by a means of
communication that the minister considers most likely to make the
contents of the cancellation order or the fact of the cancellation or
expiry known to the majority of the population of the affected area.

Divi sion 3 - Declaration of Local Emergency
Declaration of state of local emergency
12

(1) A local authority or, if a local authority consists of more than one
person, the head of the local authority, may, at any time that the
local authority or the head of the local authority, as the case may be,
is satisfied that an emergency exists or is imminent in the
jurisdictional area for which the local authority has responsibility,
declare a state of local emergency relating to all or any part of the
jurisdictional area.
(2) A declaration of a state of local emergency under subsection (1) must
identify the nature of the emergency and the part of the jurisdictional
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area in which it exists or is imminent, and the declaration must be
made
(a) by bylaw or resolution if made by a local authority, or
(b) by order, if made by the head of a local authority.
(3) The head of a local authority must, before making a declaration under
subsection (1), use best efforts to obtain the consent of the other
members of the local authority to the declaration and must, as soon
as practicable after making a declaration under subsection (1),
convene a meeting of the local authority to assist in directing the
response to the emergency.
(4) Immediately after making a declaration of a state of local emergency,
the local authority or the head of the local authority, as the case may
be, must
(a) forward a copy of the declaration to the minister, and
(b) cause the details of the declaration to be published by a
means of communication that the local authority or the head
of the local authority, as the case may be, considers most
likely to make the contents of the declaration known to the
population of the affected area.
(5) Subject to section 14 (3), a declaration of a state of local emergency
expires 7 days from the date it is made unless it is earlier cancelled
by the minister, the Lieutenant Governor in Council, the local
authority or the head of the local authority.
(6) Despite subsection (5), the local authority may, with the approval of
the minister or the Lieutenant Governor in Council, extend the
duration of a declaration of a state of local emergency for periods of
not more than 7 days each.
(7) Subsections (2) and (4) apply to each extension under subsection (6)
of the duration of a declaration of a state of local emergency.
Powers of local authority in declared state of local emergency
13

(1) After a declaration of a state of local emergency is made under
section 12 (1) in respect of all or any part of the jurisdictional area
for which a local authority has responsibility and for the duration of
the state of local emergency, the local authority may do all acts and
implement all procedures that it considers necessary to prevent,
respond to or alleviate the effects of an emergency or a disaster,
including any or all of the following:
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(a) implement its local emergency plan or any local emergency
measures;
(b) subject to this section, exercise, in relation to the part of the
jurisdictional area affected by the declaration, any power
available to the minister under section 10 (1) (d) to (I);
(c) subject to this section, authorize, in writing, any persons
involved in the operation of a local emergency plan or
program to exercise, in relation to any part of the
jurisdictional area affected by a declaration, any power
available to the minister under section 10 (1) (d) to (I).
(2) If a state of local emergency has been declared under section 12 (1),
the minister may order a local authority to refrain or desist, either
generally or in respect of any matter, from exercising any one or
more of the powers referred to in subsection (1) (b) or (c).
(3) Immediately after making an order under subsection (2), the minister
must cause the details of the order to be communicated to the local
authority affected by the order and to any other persons the minister
considers appropriate.
(4) Immediately after the details of an order are communicated to a local
authority under subsection (3), the local authority referred to in the
order must comply with the order and must direct every person under
its direction or control to refrain or desist from doing any act that the
local authority is ordered to refrain or desist from

doing.

(5) For the purposes of subsections (3) and (4), the details of an order
are communicated to a local authority when those details are
communicated to any one of the members of the local authority.
(6) The local authority of a municipality or electoral area may, during or
within 60 days after declaring a state of local emergency, by bylaw
ratified by the minister responsible for the administration of the

Community Charter , but without obtaining the approval of the
electors or the assent of the electors, borrow any money necessary to
pay expenses caused by the emergency.
Cancellation of declaration of state of local emergency
14

(1) The minister or the Lieutenant Governor in Council may cancel a
declaration of a state of local emergency at any time the minister or
the Lieutenant Governor in Council considers appropriate in the
circumstances.
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The local authority or the head of the local authority must, when of
(2) the opinion that an emergency no longer exists in the part of the
jurisdictional area in relation to which a declaration of a state of local
emergency was made,
(a) cancel the declaration of a state of local emergency in
relation to that part
(i) by bylaw or resolution, if the cancellation is effected
by the local authority, or
(ii) by order, if the cancellation is effected by the head of

the local authority, and
(b) promptly notify the minister of the cancellation of the
declaration of a state of local emergency.
(3) A declaration of a state of local emergency made in respect of a part
of a jurisdictional area ceases have of any force or effect on the
making of a declaration of a state of emergency by the minister or
the Lieutenant Governor in Council relating to that part of the
jurisdictional area.
Notification of termination of declaration of state of local emergency
15

(1) Immediately after the termination of a declaration of state of local
emergency, the local authority having responsibility for the area in
respect of which the declaration was made must cause the details of
the termination to be published by a means of a communication that
the local authority considers most likely to make the contents of the
termination or the fact of the termination known to the majority of
the population of the affected area.
(2) For the purposes of subsection (1), a declaration of a state of local
emergency is terminated when
(a) it expires under section 12 (5) or (6),
(b) it is cancelled by the minister or the Lieutenant Governor in
Council under section 14 (1),
(c) it is cancelled by bylaw, resolution or order under section 14
(2), or
(d) it ceases to have any force or effect under section 14 (3) as
a result of the making of a declaration of a state of
emergency under section 9 (1).

Part 4 - General
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Expenditures
16

(1) Any expenditures under this Act considered necessary or advisable by
the minister to make payments or grants under section 4 (2) (c)

or

(d) or to implement a Provincial emergency plan or Provincial
emergency measures under section 7 or 10 (1) (a) may be paid out
of the consolidated revenue fund without an appropriation other than
this section.
(2) Nothing in subsection (1) authorizes the minister to make a payment
for disaster financial assistance out of the consolidated revenue fund.

Recovery of costs
17

(1) If an emergency or a disaster is threatened or caused in whole or in
part by the acts or omissions of a person and expenditures are made
by the government or a local authority to prevent, respond to or
alleviate the effects of the emergency or disaster, the person must,
on the request of the minister or head of a local authority, pay to the
Minister of Finance or the local authority the lesser of
(a) the portion of the expenditures that is equal to the portion of
the liability for the occurrence of the emergency or disaster
that is attributable to the person, and
(b) the amount demanded by the minister or head of a local
authority.
(2) Nothing in subsection (1) relieves a person from any other liability.

Exemption from civil liability
18

No person, including, without limitation, the minister, the other members
of the Executive Council, the director, a local authority, the head of a
local authority, a member of a local authority, a volunteer and any other
person appointed, authorized or required to carry out measures relating
to emergencies or disasters, is liable for any loss, cost, expense, damage
or injury to person or property that results from
(a) the person in good faith doing or omitting to do any act that
the person is appointed, authorized or required to do under
this Act, unless, in doing or omitting to do the act, the
person was grossly negligent, or
(b) any acts done or omitted to be done by one or more of the
persons who were, under this Act, appointed, authorized or
required by the person to do the acts, unless in appointing,
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authorizing or requiring those persons to do the acts, the
person was not acting in good faith.
Compensation for loss
19

(1) Despite section 18, if as a result of the acquisition or use of a
person's land or personal property under section 10 (1) (d) or 13 (1)
(b) or (c), the person suffers a loss of or to that property, the
government or the local authority that acquired or used or directed or
authorized the acquisition or use of the property must compensate
the person for the loss in accordance with the regulations.
(2) Despite section 18, if a person suffers any loss of or to any land or
personal property as a result of any other action taken under section
7, 8 (1), 10 (1) or 13 (1), the government or the local authority, as
the case may be, that took or authorized or directed the taking of the
action may compensate the person for the loss in accordance with the
regulations.
(3) If any dispute arises concerning the amount of compensation payable
under this section, the matter must be submitted for determination
by one arbitrator or 3 arbitrators appointed under the Arbitration Act
and
(a) the person who is to be compensated must, in a notice
served on the minister, elect whether one or 3 arbitrators
are to be appointed, and
(b) the Arbitration Act applies to the dispute.

Disaster financial assistance
20

(1) The Lieutenant Governor in Council may, by regulation, establish
criteria by which the eligibility of a person to receive disaster financial
assistance is to be determined.
(2) The Lieutenant Governor in Council or the minister may provide
disaster financial assistance in accordance with the regulations to
persons who suffer loss as a result of a disaster.

Appeals to director on eligibility for disaster financial assistance
21

(1) A person may, by delivering to the director a written notice of appeal
within 60 days after receipt of notice that the person was determined
not to meet the eligibility criteria set under section 20 (1), appeal
that determination.
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If a written notice of appeal is not received by the director within the
time limited for an appeal under subsection (1), the person in respect
2
C ) of whom the determination was made may not appeal the
determination.
(3) If a written notice of appeal is received by the director within the time
limited for an appeal under subsection (1), the director must review
the appellant's eligibility for disaster financial assistance in
accordance with the information contained in the notice of appeal and
may, but need not, do one or both of the following in conducting that
review:
(a) request additional information from the appellant;
(b) convene a hearing.
(4) After conducting a review under subsection (3), the director

may

(a) confirm the determination, or
(b) overturn the determination and direct that the person be
considered to be eligible to receive disaster financial
assistance.
(5) The director must inform the appellant of the decision reached under
subsection (4).
(6) A decision under subsection (4) is final and conclusive and is not open
to question or review in a court on any grounds.

Appeals to director on amounts of disaster financial assistance
22

(1) A person may, by delivering to the director a written notice of appeal
within 60 days after receipt of disaster financial assistance provided
under section 20, appeal the amount of that disaster financial
assistance.
(2) If a written notice of appeal is not received by the director within the
time limited for an appeal under subsection (1), the person is deemed
to have accepted the sum paid by way of disaster financial assistance
in full settlement of the person's loss, and no proceedings to
determine or seek an increase in the amount of the disaster financial
assistance provided for that loss may be brought by that person.
(3) If a written notice of appeal is received by the director within the time
limited for an appeal under subsection (1), the director must review
the amount of disaster financial assistance in accordance with the
information contained in the notice of appeal and may, but need not,
do one or both of the following in conducting that

review:
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(a) request additional information from the appellant;
(b) convene a hearing.
(4) After conducting a review under subsection (3), the director may
confirm, increase or decrease the amount of the disaster financial
assistance and must inform the appellant of the decision.
(5) A decision under subsection (4) is final and conclusive and is not open
to question or review in a court on any grounds.
Repealed
23

[Repealed 2003-7-14.]

Variation of disaster financial assistance
24

+-

(1) If a person is, under section 22, determined to be entitled to disaster
financial assistance in an amount that is greater than the disaster
financial assistance, if any, provided to the person under section 20,
the government must promptly provide to the person the additional
amount of disaster financial assistance decided by the director.
(2) If the director determines, under section 22, that a person is entitled
to an amount of disaster financial assistance that is less than the
amount of disaster financial assistance provided to the person under
section 20, the person must repay to the government the amount of
the disaster financial assistance that was an overpayment within 60
days after being informed of the director's decision under section 22.

Mandatory assistance
25

(1) If a person who is authorized to do so under section 10 (1) (e) or 13
(1) makes an order requiring a person to provide assistance, the
person named in the order must provide the assistance required by
the order.
(2) A person's employment must not be terminated by reason only that
the person is required to provide assistance under this section.

Conflict
26

Unless otherwise provided for in a declaration of a state of emergency
made under section 9 (1) or in an extension of the duration of a
declaration under section 9 ( 4), if there is a conflict between this Act or
the regulations made under this Act and any other Act or regulations,
this Act and the regulations made under this Act prevail during the time
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that the declaration of a state of emergency made under section 9 (1)
and any extension of the duration of that declaration is in effect .

Offence
27

(1) A person commits an offence who
(a) contravenes this Act or the regulations, or
(b) interferes with or obstructs any person in the exercise of any
power or the performance of any duty conferred or imposed
under this Act.
(2) A person who commits an offence under subsection (1) is liable to
imprisonment for a term of not more than one year or to a fine of not
more than $10 000 or to both imprisonment and fine.

Power to make regulations
28

(1) The Lieutenant Governor in Council may make regulations referred to
in section 41 of the

Interpretation Act .

(2) Without limiting subsection (1), the Lieutenant Governor in Council
may make regulations as follows:
(a) assigning responsibility to ministries, boards, commissions
or government corporations or agencies for the preparation
or implementation of all or any part of plans or
arrangements to deal with emergencies or disasters;
(b) delegating to any person or committee appointed under this
Act or to any one or more members of the Executive Council
any of the powers vested by this Act in the minister or the
Lieutenant Governor in Council, except the power to make
an order for a declaration of a state of emergency or to
make regulations;
(c) respecting the assessment of damage or loss caused by an
emergency or disaster, the processing of claims for
compensation for the damage or loss and the payment of
compensation for the damage or loss;
(d) respecting eligibility for, the processing of claims for and the
payment of disaster financial assistance;
(e) governing the sharing of costs incurred by the government
or by a local authority in conducting emergency operations;
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respecting the registration, responsibilities and training of
and training exercises for volunteers and volunteer
(f) agencies;
(g) requiring persons to develop plans and programs in
cooperation with one or more local authorities, designated
ministries and government corporations and agencies to
remedy, alleviate or meet any emergency that might arise
from any hazard to persons or property and that is or may
be created by
(i) the person engaging in any operation,
(ii) the person utilizing any process,
(iii) the person using property in any manner, or
(iv) any condition that exists or may exist on the person's
land;
(h) respecting the form and content of emergency plans;
(i) in respect of any power available to a local authority under
section 13 (1);

(j) respecting the form and content of any notice of appeal
delivered to the director under section 21 (1) or 22 (1).
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Financial Assistance for
Emergency Response and Recovery Costs
A Guide for BC Local Authorities and First Nations

1. Introduction
The BC Provincial Emergency Program (PEP) leads the province in response to and
recovery from major emergencies and disasters, such as floods, earthquakes, wildland
urban interface fires, landslides, and severe storms.
Among other programs, PEP administers provincial legislation designed to minimize
loss of life, reduce suffering, safeguard public health, protect property and the
environment, and reduce economic and social impacts to the citizens of British
Columbia.
Under the Emergency Program Act and the Compensation and Disaster Financial
Assistance Regulation, local authorities can receive financial assistance for eligible
emergency response costs incurred during a disastrous event, and assistance for some
post-disaster recovery costs expended to repair or restore public works and facilities
that are essential to their operation.
Local authorities are defined by the BC Emergency Program Act to include:
• For a municipality, the municipal council
• For an electoral area in a regional district, the board of the regional district
• For a national park, the park superintendent or the park superintendent's
delegate if an agreement has been entered into with the government of Canada
under section 4 (2) (e) in which it is agreed that the park superintendent is a
local authority for the purposes of this Act
The Nisga'a government and other First Nations are also eligible under federal
legislation to receive financial assistance for eligible response and recovery costs.
This guide provides local authorities and First Nations in British Columbia with
information on the procedures required to maximize claims for financial assistance with
the costs of both response and recovery.
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Provincial Legislation
PEP's mandate includes minimizing the economic and social impact from emergencies
and disasters. To accomplish this, PEP administers the BC Emergency Program Act
and the Compensation and Disaster Financial Assistance Regulation (C & DFA
Regulation). Under this legislation, PEP is authorized to assist local authorities with
eligible costs for response and recovery, providing there is sufficient documentation.
Figure 1 illustrates that assistance with response and recovery expenditures is provided
through the Compensation and Disaster Financial Assistance Regulation (C&DFA Reg).

BC Emergency
Program Act

•
Compensation and
Disaster Financial
Assistance Regulation

Response Costs

Local Authority
Recovery Costs

Figure 1. Legislation for Assistance of Response and Recovery Costs

Assistance for First Nations
First Nations in BC qualify for federal assistance. The Government of Canada and the
Province of BC have agreed to work together in assisting First Nations for eligible
expenditures.
Through an agreement with Indian and Northern Affairs Canada, claims and payments
are administered through PEP for First Nations in the same manner as for local
authorities. The same eligibility and documentation requirements for disaster financial
assistance in BC that apply to local authorities also apply to First Nations.
First Nations are required to prepare and submit their own claims to PEP, even if they
participate with a local authority in response. Local authorities are not responsible for
claiming costs incurred by First Nations, even if they share emergency operations.
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Comprehensive Emergency Management
As many local governments know first-hand, emergencies can be expensive. The cost
of responding to events can quickly reach tens or hundreds of thousands of dollars.
Safeguarding the public, protecting property, and implementing other response
objectives can require substantial short-term expenditures that may present a financial
challenge for local governments.
Financial impacts can lead to a secondary crisis, especially where a facility that is
critical to a public service has been impacted. Not only may local authorities be hit by
major response costs, they may be required to invest immediately in costly repairs or
replacement.
Provincial legislation and policies are designed to assist local governments that face
substantial expenditures caused by an emergency or disaster. Although not all losses
qualify for financial assistance, the province may make some funds available.
In this context, it would help to define the terms "response" and "recovery." Different
legislated programs apply to these phases of an emergency, and it is important to
distinguish between them.
Figure 2 shows the approximate relationship between response and two types of
recovery for local authorities, and suggests these phases may overlap in time.

Level of
Effort

Business as Usual

Community Recovery

Time

Figure 2. Comprehensive View of Emergency Management for Local Authorities

This comprehensive view of emergency management highlights the following categories
of response and recovery costs:
Local Authority Response Costs - Response means all efforts to save lives,
reduce suffering, protect property, and other immediate objectives to reduce
Provincial Emergency Program
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threats from emergencies. Response may begin before impact if early
information warns of an imminent event, and may continue as long as the event
is in progress or the imminent threat exists. Examples of response costs include
flood fighting and evacuation activities.
PEP is permitted under the C & OFA Regulation to assist a local authority with
100 percent of eligible response costs. For example, a local authority may
receive financial assistance for paid overtime costs of local authority staff while
responding to an emergency with the submission of approved time sheets. On
the other hand, a local authority will not receive assistance for ineligible costs,
such as base salaries or wages for regular staff, or expenditure claims that are
not supported by documentation.
Local Authority Recovery Costs - Recovery involves efforts to return local
authority infrastructure to pre-disaster condition. Local authority recovery applies
to the repair or replacement of structures, equipment and materials that are
essential to the local authority's functions and operations.
Under the C & OFA Regulation, PEP is allowed to assist local authorities with
80 percent of eligible costs required to repair or restore public facilities and
replace materials, including costs associated with Community Recovery, on the
amount of accepted claim that exceeds $1,000 per event. To qualify for such
payments, the local authority must follow a defined set of steps in planning and
documentation, outlined in Section 3.0 of this Guide.
Local authorities may claim recovery costs incurred to repair and/or restore to predisaster condition any public facilities or materials that are essential to local
authority functions and operations .
A local authority will not receive assistance for recovery costs that are not eligible
under the Regulation. For example, PEP will not assist a local authority with
stockpiling supplies or with replacing equipment that may have been damaged by
incidents other than the event.
General administrative costs associated with individual recovery projects may
qualify for financial assistance for amounts up to 10 percent of eligible costs
incurred, as deemed appropriate by PEP.
Community Recovery Costs - The Emergency Program Act also allows
financial assistance for local authority efforts to support community recovery.
Local authorities may qualify for up to 80 percent of eligible costs, including
efforts to coordinate local recovery organizations and service providers.
Business Interruption Losses - This category of loss by local authorities does
not qualify for financial assistance under BC legislation. This includes local
authority costs and interrupted revenues that may not be immediately obvious,
including lost income from public facilities and lost tax base. These loss types
Provincial Emergency Program
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may arise from other impacts, such as public works and facilities damage, or the
commitment of key local authority personnel to the emergency event.

Overview of Eligible Response and Recovery Costs
Figure 3 summarizes the ratios of provincial financial assistance available for eligible
costs for the expense types noted above.
I

Expense Type

% of Eligible Costs

Local Authority Response

100 %

Local Authority Recovery (accepted
claim that exceeds $1,000)

80%

Community Recovery (accepted
claim that exceeds $1,000)

80 %

Recovery Administration

10 %

Business Interruption

No eligible costs

Figure 3. Summary of Assistance Ratios by Expense Type

Figure 3 illustrates that local authorities may receive financial assistance from the
province for 100 percent of eligible response costs. Under provincial regulation, local
authorities may receive 80 percent of recovery and/or Community Recovery costs that
exceed $1,000 in total per event. Local authorities are responsible for the remaining 20
percent of eligible costs and all response and recovery costs that are not eligible for
financial assistance from the province.
Two criteria are common to all categories to qualify for financial assistance:
1) Costs must be eligible, and
2) Costs must be documented.
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Local Authority Response
BC's Compensation and Disaster Financial Assistance Regulation defines response
measures as the wide array of efforts needed to remove hazards, rescue persons, and
reduce the extent of damage during an emergency. Response may include actions to:
• Determine the area and extent of the disaster
• Contain the disaster, including protective works
• Remove assets from the area of immediate risk
• Implement special security measures
• Provide emergency medical care to casualties of the disaster
• Provide transportation, food, shelter, clothing, and health care for evacuated
persons
• Shelter and feed livestock (see Glossary for definition)
• Operate special communications, inquiry, control,
and health and sanitation facilities
Supplier Invoices
Local Authority

Refer to Schedule 5 section 1(d) of the C & OFA
Regulation for exact wording.
Local authorities should keep in mind these critical
concepts in preparing a successful request for
assistance with response expenditures:
•

Eligibility - Response costs must be eligible.
The province applies specific principles in
determining eligibility.

•

Evidence - Assistance will only be approved if
the local authority provides proper
documentation.

Said another way, local authorities must demonstrate
with clear evidence that they incurred response
expenditures that are eligible for financial assistance.
The onus of proof is on the local authority.
Local authorities are expected to pay response
costs first, then to submit claims to PEP for
processing, as shown in Figure 4.

Local Authority
Pays Supplier

Local Authority
Submits Claim
to PEP

PEP Assists Local
Authority with
Eligible Expenses

Figure 4. Local Authorities Pay Suppliers
Before Submitting Claims
Provincial Emergen cy Program
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There is another reason for municipalities and regional districts to carefully track their
costs in emergency response. Local authorities are permitted under Section 17 of the
Emergency Program Act to seek recovery of response costs from persons that cause
emergencies. To make such a claim, the local authority would need a detailed
accounting of its response expenditures.

Eligibility of Response Costs
Eligibility is such an important factor in successful claims for local authority response
expenditures it is worth examining in some detail. Eligibility depends on a number of
factors, shown in Figure 5 and addressed in the following paragraphs.

Figure 5. Factors Considered in Response Eligibility

Type of Event
Most disasters caused by natural hazards may be
considered for financial assistance under BC
legislation, including floods, severe winter storms,
landslides and mudslides, and some wildfire
situations. However, not all emergencies or
disasters will qualify for financial assistance.

Event Size or Magnitude
Most emergency events a local authority may face
will be small in size and require relatively little
response effort. The province reserves the right to
refuse claims from local authorities. Minor floods or
snow storms, for example, would not automatically
trigger provincial assistance for response costs. If
in doubt about a specific incident, contact your
PEP Regional Manager for advice.

Will Response Costs Be
Eligible for Assistance?
It Depends on...
Type of Event

Event Size or Magnitude

Nature of Expenditure

Contract and Equipment
Rates

Compensation Through
Other Means

Nature of Expenditure
The nature of the response expenditure is an
important factor to consider. Only response expenses and staff time over and above
normal day-to-day costs are eligible for assistance.
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Also, eligibility pertains to response costs for efforts needed to preserve public safety
related to a specific event. This means that other non-event objectives, such as
promoting tourism to protect the local economy, are not eligible.
In general, a local authority will be able to claim most of the costs involved with
emergency response, including:
• Site costs
• Emergency Operation Centre costs
• Emergency Social Services costs
There are exceptions, however, and it is important that each local authority understand
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 neighbourhoods

•

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 an earthquake

In addition to site-related costs, response costs could also include site-support actions
that take place at the Emergency Operations Centre (EOC) or other facility, including
these examples:
•

Renting rooms and furniture for EOC facilities

•

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

•

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

•

Service charges for connecting telephones and data lines

•

Purchasing food and water for EOC personnel

•

Contract charges for paid EOC personnel

•

Overtime costs for local authority staff supporting emergency response

•

Travel and accommodation charges for EOC personnel

•

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

Provincial Emergency Program
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Contract and Equipment Rates
There are, of course, no provincial limits on what a local authority may pay for service
contracts and equipment rentals during response. However, there are limits on the rates
eligible for financial assistance from the province.
Contractors come with a wide range of fees, depending on the uniqueness of their skills.
Most contractors will charge their standard hourly or daily rates for work during
emergencies. If in doubt, talk with your PEP Regional Manager to verify if the province
will assist with the full amount of the contract.
Contracts should also specify either provincial Group 1 or Group 2 rates for meal
allowances, travel, and accommodation.
The province will only assist a local authority with equipment rental costs up to the rates
accepted by the province. These rates are readily available in the Blue Book Equipment Rental Rate Guide, including values for a wide range of heavy equipment.
The Blue Book is available from this web site:
http://www.roadbuilders.bc.ca/bluebook.php
Refer to the Glossary for more information on contracts.

Compensation through Other Means
If the local authority has access to funds for response expenditures through other
means, the province may reduce or forego payment to the local authority. For example,
if the local authority seeks legal compensation from a person who caused an
emergency under the BC Emergency Program Act, the province will account for such
claims in calculating the amount of provincial assistance to the local authority.

Provincial Emergency Program
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Examp es of El1' m"ble Response COStS
Figure 6. Examples of Eligible and Ineligible Response Costs
(This table presents examples only and is not comprehensive. Refer to the C & DFA Reg for exact wording.)
Response
Item

Not Eligible

Eligible

Animal
Evacuation
and Rescue

• Evacuation, shelter and feeding for livestock and
poultry, including the restoration of facilities used for
those purposes

• Evacuation and rescue costs for pets,
backyard or hobby animals

Assets

• Assets under $100 (e.g., white boards)
• Assets over $100 pre-approved by PEP through use of
an Expenditure Authorization Form (EAF)

• Purchases where there is no approved EAF
• Assets where there is a suitable rental
alternative

Backfilling
Positions

• Backfilling positions to temporarily cover full-time staff
coordinating emergency response

• Regular wages I benefits of employees
• Compensatory lime off (CTO) or banked time

Civil
Litigation

• Response costs not reimbursed through civil litigation
award

• Assistance may be withheld pending outcome
of proceedings, or amount must be refunded

Clean-up

• Clean-up necessary to ensure public safety or is
essential for public works

• Clean-up that is not essential to public safety
or for public works

Damaged
Equipment

• Equipment damaged during eligible response activities
may be considered as a recovery cost item

• Equipment damaged by events other than the
emergency or disaster incident

Debris
Removal

• Costs of debris removal necessary to ensure public
safety or essential for public works
• Necessary clearance from channels, streams, intakes
& outfalls of sewers & storm drains, water supply
reservoirs

• Debris removal that is not essential to public
safety or for public works

Emergency
Operations
Centre

•
•
•
•
•
•
•

• EOC assets over $100, except where PEP
pre-approves the purchase through use of an
Expenditure Authorization Form (EAF)
• Telephone or data services in place prior to
EOC activation, and emergency installs that
are not removed upon EOC deactivation

Facility rental if other than local authority facility
EOC assets under $100 (e.g., white boards)
Equipment rental
Cost of feeding EOC staff during an emergency
Contractors serving in support capacities
EOC materials and supplies
Telephone and data services, including installation and
operation while EOC is active

•
Emergency
Response
Measures

After-action debrief costs, pre-approved by PEP
• Establishment, operation of communication facilities
• Establishment of registration, inquiry services,
emergency control headquarters
• Determining the areas and extent of the disaster
• Human rescue, transport & emergency health activities
• Food, clothing and shelter for evacuees
• Medical care to casualties and transportation, moving
patients or casualties, their return after the disaster
• Protective health and sanitation facilities
• Remove hazardous materials, chattels, assets, and
related storage and transportation costs
• Protection of publicly-owned institutions, utilities
including equipment, materials, and labour

•

• Normal operating costs of government owned
equipment
• Purchase of special, additional equipment to
fight the disaster

•

Costs incurred as a result of a disaster that
are recovered from agencies such as the
Canadian Disaster Relief Fund or from
disaster fund raising drives

Shelter and feeding for livestock, including the
restoration of facilities used for those purposes

Provincial Emergency Program
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Figure 6. Examples of Eligible and Ineligible Response Costs
(This table presents examples only and is not comprehensive. Refer to the C & DFA Reg for exact wording.)
Response
Item

Eligible

Not Eligible

Emergency
Social
Services

• Non-government owned facility rental if serving as a
reception centre
• Materials, supplies required to operate reception
centres
• Transportation of evacuees, including those in need of
medical care, to a reception centre or other lodging
and return home from same.

Environment
al Protection

• Actions needed during response to protect potable
water supplies, essential public lands, and healthrelated air quality

• Response activities intended to protect other
environments

Equipment

• Equipment under $100 (e.g., shovels)
• Equipment if justified by cost efficiencies of purchase
over rental or lease options, or if rentals are not
available. Must be pre-approved by PEP through use
of an EAF

• Equipment over $100, except where PEP preapproves
• Normal operating costs or usage charges of
local authority-owned equipment
• Purchase of special, additional equipment

Equipment
Rental

• Equipment needed during response to support
objectives
• Costs of rented equipment in feeding staff during an
event

• Equipment rented to conduct normal
operations
• Rental equipment rates that exceed BC

Evacuation

• Food, shelter, clothing for persons evacuated
• Evacuation costs for other populations at risk (e.g.,
elderly in care home) as determined by the EOC and
PREOC

• Evacuation costs before an Evacuation Order
is issued or after an order has been rescinded
(e.g., costs of transporting evacuees)

Facility
Rental

• Rental of non-local authority community hall or facility
• Incremental janitorial and utilities
• Facility damage due to occupation

• Hall, facility rental to own community(selij or
loss of use charges

Fire Services

• Costs of special fire protection of local authority
facilities (e.g., external sprinklers) not otherwise
reimbursed
• Use of fire vehicles outside local authority jurisdiction
under conditions of PEP Policy Bulletin 00-11

• Costs of fire protection of private facilities
• Fire service charges reimbursed through the
Office of the Fire Commissioner

Fuel, Oil,
Lubricants

• Incremental costs related to the response efforts
during the event

• Normal consumption of fuel, oil, lubricants for
non-emergency activities

Fundraising

• Not Applicable

• Expensesthat are recovered from agencies,
such as Canadian Disaster Relief Fund, or
from disaster fundraising drives

Goods and
Services Tax

• GST for the portion not recoverable by GST rebate. All
local authorities are eligible, except municipalities and
regional districts.

• GST that is recoverable by rebate
• GST paid by municipalities and regional
districts

Inventory

• Supplies related to the response operations in support
of public safety

• Stockpiling of inventory by the local authority

Materials

• Materials needed during response to protect public
safety
• Costs of materials in feeding response personnel

• Materials used to conduct normal operations

Provincial Emergency Program
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Figure 6. Examples of Eligible and Ineligible Response Costs
(This table presents examples only and is not comprehensive. Refer to the C & DFA Reg for exact wording.)
Response
Item

Eligible

Not Eligible

Medical
Care, Health
Services

• Medical care to casualties, moving patients, and their
return following the disaster
• Protective health and sanitation facilities

• Normal medical care and health service
operational costs
• Purchase of special, additional medical or
health care equipment to assist response

Mutual Aid
Costs

• Resources (personne,lequipment, materials) needed
during response at site or site support to protect public
safety

• Costs associated with backfilling personnel by
the lending jurisdiction

Office
Supplies

• Related to the operation of special communication
facilities, emergency control headquarters, reception
centres

• Stockpiling of office supplies by the local
authority

Overtime
Wages

• Incremental costs related to the event, plus reasonable
benefits

• Overtime wages that cannot be attributed to
event
• Regular wages, benefits of employees
• Base operating costs, such as salaries or
regular wages of employees, Compensatory
Time Off (CTO) or banked overtime
• Excessive overtime and benefit rate
payments

Police
Services

• Costs of police protection and security to enhance
public safety, including mutual aid from other municipal
police forces, e.g., patrols of hazardous areas,
evacuated areas
• Evacuation costs and resources when evacuation
order in place, including mutual aid

• Costs of police protection of private facilities
• Mutual aid charges from RCMP sources
under provincial contract

Preventative
Works and
Mitigation

• Protection of publicly-owned institutions and utilities
from the current threat, including equipment, materials,
and labour

• Works undertaken as preventative measures
to guard against future disasters without prior
approval from PEP
• Damage to local authority facilities if prior
assistance was not used for the preventative
work as required

Provincial
Sales Tax

• All PST

• Not Applicable

Public Works

• Emergency repairs to public works required to support
response objectives

• Repair or replacement of public works may be
eligible under recovery
• Costs to enhance public works to better than
pre-disaster condition

Scalping of
Gravel Beds

• Scalping when there is an unusually heavy disasterrelated deposition, and then only the cost of removing
the deposition

• All other scalping of gravel beds

Search and
Rescue

• Rescue, transportation, emergency health
arrangements

• SAR services not related to the event

Service
Contracts

• Contracts directly related to the response efforts

• Contracts not related to the event

Provincial Emergency Program
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Figure 6. Examples of Eligible and Ineligible Response Costs
(This table presents examples only and is not comprehensive. Refer to the C & DFA Reg for exact wording.)

Response
Item

Eligible

Not Eligible

Staffing
Expenses

• Paid overtime costs and benefits
• Feeding emergency response staff during an event
that would not usually be provided

• Regular wages, benefits of employees
• Base operating costs, such as salaries or
regular wages of employees, Compensatory
Time Off (CTO) or banked overtime
• Excessive overtime and benefit rates

Supplies

• Supplies from local government stores consumed in
response

• Stockpiling costs, materials, equipment or
other costs related to these activities

Telephone
Charges

• All telephone charges if rented or leased for event
• Airtime charges only if not rented for event (volunteer
or staff private phone)

• Telephone charges and equipment used for
normal operations

Temporary
Wages

• Costs of backfilling a regular position with a temporary
employee due to incident

• Base salaries or regular wages of regular
employees

Travel

• Incremental costs related to the event

• Travel costs that cannot be attributed to event

Tree
Pruning,
Removal
Vehicle
Repairs

• Pruning or removal of trees that constitute an imminent
threat to public safety

• Landscaping not essential to the public
welfare

• Reimbursement for repair or replacement for damage
to or loss of vehicles and related equipment will be
limited to the lesser of the insurance deductible or
$1,000.

• Cost of maintaining vehicles used in
response, including extraordinary
maintenance attributable to emergency
conditions (e.g., smoke, dust, surface debris)

Volunteer
Expenses

• Volunteer expenses that are attributable to the event
(e.g., mileage, meal reimbursement, phone charges) in
accordance with PEP Policy rates

• Volunteer expenses that cannot be attributed
to event
• Loss of volunteer personal equipment (e.g.,
eyeglasses, clothing, computer equipment)
reimbursed directly from PEP under policy.
Volunteer may submit claim.

Wages

• Paid overtime costs and benefits

• Regular wages, benefits of employees
• Base operating costs, such as salaries or
regular wages of employees, Compensatory
Time Off (CTO) or banked overtime
• Excessive overtime and benefits rates

For more information on eligible and ineligible response costs, refer to Schedule 5 of the
C & OFA Regulation, and Part 3 of the Regulation, which can be viewed at the PEP
website (www.pep.bc.ca).
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EOG Procedures
Some local authorities may work through an Emergency Operations Centre (EOC) in
managing their financial requirements, rather than relying on busy personnel at the site
of an emergency or on support personnel at headquarters that may be distant from the
required information sources.
To be most effective, the Finance & Administration (F&A) Section of an EOC should be
operating as soon as possible in an emergency that generates local authority response
costs. The F&A Section is responsible for tracking cost information, and ensuring
accurate data make their way into daily summaries and event totals, and into
subsequent local authority requests for financial assistance .
Financial tracking means more than simply being accountable to the local authority
taxpayers. It may mean significant dollars in response expenditures are returned to the
local government. If multiple local authorities are working together in a coordinated
response, each requires separate financial tracking systems for response claims.
Even if the local authority requires resources for which the province will not provide
assistance, the local authority is usually expected to keep their Policy Group (elected
officials or senior administrators) informed as to costs that the organization may be
required to absorb.
From the perspective of an Emergency Operations Centre, the local authority should
undertake four activities to assist with later claims for response costs. These four
activities include:
•
•
•
•

Obtain a PEP Task Number
Submit Expenditure Authorization Forms, where required
Submit Daily Expense Reports
Submit Resource Requests

All four activities involve direct communication with the Provincial Regional Emergency
Operations Centre (PREOC) serving the local authority, as illustrated in Figure 7.
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PREOC
Director

Operations
Section

Planning

Logistics
Section

Section

Finance / Admin
Section

Obtain PEP Task
Number

Expenditure
Authorization
Form (EAF)

Submit Resource
Requests

EOC
Director

Operations
Section

Planning
Section

Daily Expense
Report

Logistics
Section

Finance / Admin
Section

Figure 7. EOC Activities That Support Response Expenditure Claims

Each activity is described in the paragraphs that follow.

Activity 1 - Obtain PEP Task Number
The Provincial Emergency Program issues "task numbers" to manage information about
emergencies that occur in the province.
All local authorities engaged in an emergency should request a Task Number from PEP,
either by telephone to the Emergency Coordination Centre in Victoria, or through their
PEP Regional Manager. Every supplier and contractor, all staff members working
overtime, and all volunteers should record and reference the PEP Task Number in
tracking their hours and costs.

Activity 2 - Submit Expenditure Authorization Forms to PREOC
In spite of the eligibility list presented earlier, there is room for interpretation of the
provincial financial assistance guidelines under the legislation. This provides the
flexibility needed to allow the legislation to work as intended - that is, to help those most
in need.

Provincial Emergency Program
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It is, therefore, in the interest of every local authority to check assumptions about the
response costs the province will consider eligible and the costs the local authority will be
covering, especially when dealing with large cost items.
After referring to this Guide and C & OFA Regulation, the best way to confirm if the
Province will help with specific response expenses is to prepare and submit an
Expenditure Authorization Form (EAF) to the PREOC. This form is usually prepared
in the local authority's EOC to confirm eligibility of particular response costs for actions
being considered by the local authority. Finance Section personnel in a local authority
EOC are encouraged to contact their counterparts in the PREOC to discuss eligibility
and the requirements of the EAF.
A blank Expenditure Authorization Form (EOC Form 530) is presented under "Forms for
Response" in this section.
Once an EAF has been authorized by the PREOC, the local authority is assured the
province will provide assistance to the dollar limit identified, as long as the local
authority provides the proper documentation with the claim. If circumstances require an
increase in the estimate, the local authority should prepare an addendum to the EAF
and seek authorization from PEP through the PREOC.

Activity 3 - Prepare Daily Expense Report
Local authority decision-makers will want to make response decisions with full
knowledge of the cumulative costs to date. Likewise, the PREOC will monitor local
authority costs for which the province may be expected to provide financial assistance.
To accomplish such monitoring, the local authority prepares a daily expense report and
submits it to the PREOC. The EOC Form 532 (EOC Daily Expenditures) is
recommended for this purpose.
With the daily totals, the local authority will also want to record the total cost amount
committed to the entire event to date. The EOC Form 534 "Expenditures Event Totals"
serves this function. See "Forms for Response" in this section for these forms.
Additional tips on preparing the daily expense report include:
•
•
•

Enter each expense item in a daily expenditure spreadsheet.
Make a photocopy of each invoice and relevant paper work and file the invoice.
Send originals to the financial officer of the local government for payment.

Local authorities should advise all personnel, contractors, service providers and
volunteers that they should track their time and costs, and include the PEP Task
Number and date on each document they produce.
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The local authority should also maintain a daily overtime spreadsheet to estimate
overtime payments for local authority staff. Consider these tips on procedures: A
sample template is presented under "Forms for Response" in this section.
•
•
•
•

Ensure all local authority staff complete an individual timesheet daily.
Enter the staff time on the "master" spreadsheet (a sample template is presented
under "Forms for Response" at the end of this section).
Calculate the cost of overtime (daily) for each employee then transfer total daily
cost to EOC Form 532 (using one line only for the daily total).
For missing timesheet information, consult the EOC's "Check In/Check Out
Sheet" (EOC Form 511) or obtain the staffing schedules from EOC supervisors.

Activity 4 - Submit Resource Requests to PREOC
Under the BC Emergency Response Management System (BCERMS), the local
authority is responsible for using local resources to fill immediate needs to the greatest
extent possible. Resources mean material goods, equipment, or personnel required to
assist response objectives.
If locally available resources are insufficient for operational needs, the local authority
may request assistance through another local authority or through the PREOC (EOC
Form 514 is recommended). For example, the local authority may request additional
sandbags or sandbag filling machines from the PREOC to be delivered to the site of
flooding.
Using the Resource Request Form 514 helps ensure the PREOC devotes due attention
to requests from multiple local authorities and critical requests are not lost. See the
"BCERMS Overview and Site Support Guidelines" available through the PEP website
for more information on the resource request process.
The Forms for Response section offers information on how to fill out a Resource
Request. Sample form 514.
Some Resource Requests will require the local authority to initially pay the supplier,
although the PREOC may arrange for the resources. For such Resource Requests with
financial impacts, the local authority should ensure the proper codes are noted on the
Resource Request Form and on all invoices to support a claim for financial assistance.
These codes include:
•
•

PEP Task Number
Expenditure Authorization Form number, if applicable

The local authority is responsible for ensuring that each Resource Request Form
includes the justification for the request, as well as all other pertinent information,
including a signature by the EOC Director.
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Response Claim Procedures
This section addresses the steps local authorities should follow in seeking financial
assistance for response costs.
During the response phase, the local authority should take specific steps to seek
assistance from the province for response expenditures, as summarized in Figure 8 and
in the paragraphs that follow.
Attention to detail is important to ensure accuracy of the local authority claim. The local
authority will want to maximize their claim amount by including all eligible expenses, and
to avoid the inadvertent inclusion of ineligible items that may substantially delay the
approval process.
Figure 8. Res onse Claim Ste s

Step 1 - Document Rationale for Response
Expenditures
A successful request for financial assistance must include
evidence that supports the claim. The local authority must
provide documentation that verifies several aspects of each
cost item:
•
•
•
•

The cost amount of the item
The date the materials or service was used
Evidence of the purpose of the goods or services
Proof that the local authority paid the supplier or
contractor

Most of these requirements can be met by providing clear
receipts and invoices, and referencing the supporting
documentation. The local authority should have recorded
the purpose and rationale for each response expenditure
identified in a claim at the time of commitment. If required,
prepare a brief written rationale for expenditures by
consulting the local authority decision-makers, such as the
EOC Director.

Step 1 - Document Rationale for
Response Expenditure

!
Step 2 - Pay Invoices

!
Step 3 - Collect and Organize
Documentation

!
Step 4 - Prepare Response
Claim

!
Step 5 - Submit Completed
Response Claim

Step 2 - Pay Invoices
Before claiming response expenditures, the local authority must ensure that all
contractors, personnel, and other suppliers have been paid. Invoices are usually
received by the local authority via mail or directly from suppliers.

Provincial Emergency Program

Page 18

2. Assistance for Local Authority Response Costs

Some tips to keep in mind when paying invoices
•
•
•
•
•
•

include:

Ask each supplier to identify the event name and nature of goods or services on
their invoice.
Stamp each invoice with "Goods and Services Received," and obtain a signature
from a local authority representative who can verify receipt.
At the top of each invoice, print the PEP Task Number, and the EAF Number, if
applicable.
Verify the sums calculated on the invoice, and identify any GST charges.
Contact the supplier to obtain any missing information or signatures.
Pay service providers promptly to ensure their continued service

Step 3 - Collect and Organize Documentation
In the third step, the local authority assembles all documents related to response
expenditures and organizes them for presentation to PEP. This includes making
photocopies of all paid invoices and receipts, as well as documenting evidence that the
local authority paid for the goods or services used in response . These actions will likely
take place in the local authority EOC.

)

Organizing these important documents helps PEP quickly find and verify claims. Local
authorities may want to consider organizing expense items by date incurred, by
response objective, or by type of goods or services. Some tips include:
•
•
•

Ensure there are no missing receipts, or explain in a brief statement why a
receipt is not available.
Obtain evidence of payment, such as a photocopy of a charge against the local
authority's general ledger.
Avoid jargon. Spell out acronyms and explain technical terms.

Step 4 - Prepare a Response Claim
With the evidence gathered in Step 3, the local authority prepares a response claim for
submittal to PEP. Using the Response Claim Submission Spreadsheet, identify each
expense item for which there is documentation, and calculate the summary information
indicated. PEP recommends that local authorities use spreadsheet application software
(such as MS Excel) with the headings noted in the sample provided under "Forms for
Response."
In addition, consider numbering all pages or using another organization system that
helps PEP check if they have received everything you submitted. Ensure the local
authority submittal contains all pages in order .
Each local authority is responsible for submitting its own claim. First Nations that have
incurred response expenses should submit their individual claims. However, a local
Provincial Emerg ency Program
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authority that has incurred costs on behalf of First Nations (such as evacuation
expenses) may include these costs in the local authority claim, as long as First Nations
costs are identified separately.
Note that some response organizations may not claim costs through the local author ity,
including these examples:
Search and Rescue operations will collect and submit claims directly through
the PEP regional offices.
RCMP costs where resources are managed through the provincial contract will
submit claims for response costs through the Police Services Division in the
Ministry of Public Safety and Solicitor General.
Local authorities should also make note of these additional requirements:
Overtime Wage/ Benefit Costs - You must submit copies of time sheets to
verify dates and hours of overtime; payroll records to demonstrate calculation (in
accordance with your employment agreement) of overtime hours, rates, benefits
and total costs; and financial reports to verify payments. Documentation should
include whether employee is casual or full-time, pay rate, type of work, regular
hours per day, days per week in a daily overtime master spreadsheet so that
overtime is evident. If a regular employee is assigned to the incident, backfilling
the regular position with a temporary employee is an eligible expense, if required
and there is clear documentation of the need. Banked overtime cannot be
claimed as an eligible cost. Base salaries or regular wages are not eligible.
Materials, Supplies and Rented Equipment - Provide copies of invoices
complete with a purchase requisition that includes justification why the purchase
was essential to the incident, and financial reports to verify payment. Capital
asset purchases may be considered for financial assistance if justification is
provided, showing cost efficiencies (i.e., purchase cost is less than rental or
lease cost). Prior approval must be obtained from the PREOC for financial
assistance with capital assets valued over $100 per item.
Travel and Food - Provide copies of invoices for food and travel. Costs for staff
travel will be calculated in accordance with their employment agreement. For
volunteer reimbursement , please consult PEP Policy 00-12 and procedures
provided for volunteers.
Local Government Owned Equipment Operating Costs - The cost of fuel, oil
and lubricants consumed to operate local government-owned equipment is
eligible for recovery, with receipts. Usage charges for equipment owned and
operated by the local government are not eligible. Equipment damage caused
while undertaking the eligible response work may be considered as a recovery
cost. Prior to replacement or repair of damaged equipment, written authorization
should be obtained from the PREOC.
Provincial Emergency Program
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Supplies from Local Government Stores - Supply a copy of the invoice to
replenish stock and copies of inventory records to verify items consumed.
Service Contracts - Submit a copy of the contract, complete with invoices for
time and expenses, and a financial report verifying payment.
Landscaping and Stockpiling Costs - Costs for materials, equipment or other
costs related to these activities are not eligible.

Step 5 - Submit Completed Response Claim
In the final step of claiming response costs, the local authority sends the completed
forms and documentation to PEP for processing.
Response Claim Submissions must include:
•

•

•

•
•

Summary Sheet - Include a summary sheet for costs claimed on each
submission . Identify a sub-total by PEP Task Number if submission contains
invoices for more than one incident. A sample template is provided under "Forms
for Response" at the end of this section.
Invoices - Submit invoices for all goods and services being claimed, complete
with a purchase requisition that includes justification why the purchase was
essential to incident response, and the PEP Task Number.
Proof of Payment- Include financial reports (i.e., general ledger detail or list of
expenses claimed complete with copies of cheques issued) that verify all invoice
and payroll costs.
GST Calculations - Claim only the portion not recoverable by GST rebate.
Accounts - Separate accounts must be maintained for each Task Number
assigned.

Remember: Mail and courier packages can be lost. Retain a copy of the claim and
all back-up documents . Be sure to provide the name, telephone number, and email
address of one person in the local authority organization who can answer questions
about the claim.
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Tips on Maximizing Financial Assistance for Response
This section briefly summarizes a handful of key tips on maximizing the amount of
assistance for response expenditures.
1. Activate the EOC Finance Section Early - Maximizing financial assistance
for response costs depends on the early establishment of EOC policies and
procedures. The Finance/Administration section of the local authority EOC
should be activated soon after activation. Finance officers who have been trained
in the principles of eligibility and documentation procedures should advise site
and site support staff on specific actions needed to protect the local authority's
financial interests.
2. Do Not Delay Critical Decisions - It is important to note that your
organization may be uncertain about eligibility for some response cost items. Do
not let this concern for costs unduly impede response actions while lives or
critical facilities are at stake.
3. Provide the Evidence - Careful tracking of response expenditures relating to
an event will enable the local authority to maximize financial assistance from the
province. The provincial government requires sufficient detail to support the local
authority claim. A local authority must demonstrate that the expenditures are
directly related to the event.
4. Understand Eligibility - Take the time to understand what is eligible and
what is not. Make sure to include all eligible costs, but do not include items that
are clearly ineligible. If in doubt about the eligibility of a specific item, contact
PEP with specific questions.
5. Speed Your Claim - Make all efforts to speed your claim while doing a
thorough job. If required, you will be able to add items that come to your attention
later for consideration by PEP.
6. Prepare Ahead of Time - Knowing the importance of documentation in
maximizing your response claims, it makes sense to prepare for financial
assistance ahead of the need. Here are some ideas on steps to take to enhance
financial preparedness:
• Identify the personnel who will be responsible for preparing Resource
Requests and Expenditure Authorization Forms and provide them with
EOC training ahead of time.
• Ensure your elected officials are aware of the intent of the BC Emergency
Program Act and the C & OFA Regulation, and understand the legislation
before an emergency strikes.
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Frequently Asked Questions on Response
1. How much financial assistance is available to local authorities for emergency
response?
In the event of a disaster in British Columbia, the provincial government is allowed
under the Emergency Program Act to provide some financial assistance to local
authorities. Such assistance is designed to help relieve the burden associated with
response and recovery, but cannot provide full compensation for all losses. Local
authorities are responsible for responding to emergencies.
2. How can we tell if an expense falls under the "response" or "recovery"
category?
Response costs are those incurred by a local authority to protect lives, property,
animals, and the environment from an active threat of injury or damage. This
includes efforts related to evacuation, such as ESS Reception Centre operations,
and all functions coordinated through the Emergency Operations Centre. Some
emergency and temporary repairs of critical infrastructure fall into this category when
such actions reduce further damage and loss from the same event.
Recovery costs are related to repairing or replacing, to pre-disaster condition, local
authority facilities or public works that have been damaged by an emergency or
disaster.
Consult Figure 6 for examples of response costs and Figure 9 for recovery costs, or
contact PEP.
3. Does a local authority need approval of an Expenditure Authorization Form
before taking response actions?
No. The local authority should take action, if appropriate, to reduce the immediate
threat of injury or loss. Such action does not require approval of expenditures by the
Province. However, local authorities are advised to obtain authorization of financial
assistance to check assumptions about which response costs the province
considers eligible for financial assistance, especially when dealing with large cost
items.
4. When should a local authority submit claims for financial assistance with
response costs?
The sooner, the better. Requests for financial assistance should be submitted after a
local authority receives confirmation of payment for response costs. Interim claims
are acceptable , if initial claims are incomplete.
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5. Should local governments include First Nations response costs in applying for
financial assistance?
First Nations should apply separately for the costs they incurred during

response.

However, if your government organization expended funds on behalf of First
Nations, such as hiring buses to transport First Nations evacuees, you should claim
these costs by distinguishing these expenditures from other costs related only to
your local authority .

6. Does the local authority or the Province have to declare a state of emergency
to allow disaster financial assistance?
No. Eligibility for financial assistance does not depend on a declaration of a state of
emergency by the province or by a local authority.

7. If response equipment and supplies, such as fire pumps and hose, are
damaged during emergency response, should we claim these under the
category of response or recovery?
Claims for damage to local authority equipment caused by the emergency event
should be considered recovery costs. Vehicles are not eligible if they are otherwise
insured.

8. Are emergency response costs related to pets and commercial animals
eligible for financial assistance?
The C & DFA Regulation includes as eligible any costs required to shelter or feed
livestock during an emergency event, including the restoration of facilities used for
those purposes. However, the Regulation does not provide financial assistance for
costs related to the rescue, relocation, or evacuation of pets. Pet owners are
responsible for caring for their animals, and may choose to apply the incidentals
amount of evacuee living assistance for feeding and sheltering their pets.
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Forms for .Response
1.

EOC Form 512 - PEP Task Registration Form

2.

EOC Form 514 - Request for Resources or Assistance

3.

EOC Form 530 - Expenditure Authorization Form

4.

Daily Overtime Spreadsheet - Master

5.

EOC Form 532 - EOC Daily Expenditures

6.

EOC Form 534 - Expenditures - Event Totals

7.

Sample Response Claim Submission Spreadsheet

)
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EOC Form 512 - PEP Task Registration Form
Event:
PEP Task No.:

Print Your Name
(Last, First)

Date:
Facilit Location:

Your Address

Your Home
Telephone
Number

Name and Phone
Number
of Next-of-Kin

Your Signature

EOC Logistics Section Signature:
Page

of

I certify that the persons identified above attended this task.
Date:
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EOC Form 514 -Request for Resources or Assistance

Precedence Level:

I Request No.:
I

I Date:
I Time:

Event:
PEP Task No.:

D Emergency

D Priority

D Routine

Staff/Aqency requestinq:
Contact person's name and position:
Contact telephone number:
Brief description of problem or task to be
accomplished:
Specific resource requested and number
required:
Potential substitute:
Capacity (size, voltaQe, etc.):
SuooortinQ equipment, fuel, water, etc.:
Personnel required to operate/support:
Transportation required:
How long resource is needed:
Where to deliver or report:
Report to whom (name, title, agency,
phone):
Resource Request completed by
(name and position):

Resource Request Approved by EOC
Operations Chief:

Resource Request Approved by EOC Director:

Name and Signature

Name and Signature

Time and Date

Time and Date

Distribute Completed Form To:
• EOC Director
• Operations Section
• Planning Section
• Other

• Logistics Section
• Finance / Admin Section
• PREOC Operations Section

Response to Resource Request (Completed by Loqistics Section)
# of Resources Deployed:
D Yes D No
Resource Available?
Time of Deployment
Request filled by:
(Name and Siqnature)
Estimated Time of Arrival
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EOC Form 530 - Expenditure Authorization Form
E_v ent_:_ ---------11-D-_a_t_e_:-------------11EAF #:
PEP Task No.:
. Time:
.

Requesting Authorized Person / Agency:
Location/ Tel/ Fax:
Incident Description:
(include date, time, location and nature of
response activity or service being provided)

Amount Requested:
Expenditure Authorized "Not to Exceed"

Expenditure Request Approved by EOC Finance/
Admin Section Chief:

Expenditure Request Approved by EOC Director:

Name and Signature

Name and Signature

Time and Date

Time and Date

Tel:

Signature of Designated Authorizing Person
(PREOC Director or designated principal PREOC staff)

Distribute Completed Form To:
• EOC Director
• Planning Section
• PREOC Director
• Other

Date Approved

Fax:

• Finance / Admin Section
• Originator of Request

-----------
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DAILY OVERTIME SPREADSHEET - MASTER
Date:

Jane Doe
J. Smith

Full Time
Casual

I$
$

I

20.9270M-F; 8 hrs./day
19.9500
as & when req'd.

Provincial Emergency Program

8:00 AM
n/a

4:00 PM
n/a

5.0
13.0

188.34
339.15

Total Overtime! $
Total Overtime includin Benefits (23%)1 $

527.49
648.82

8.0

2.0
2.0

I$

3 .0
3.0 $

4:00 PMI 9:00 PM
8:00 AM 9:00 PM
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EOC Form 532 - EOC Daily Expenditures
E_ _ve_t:n__-----------+1-D-_a_t_e_:
PEP Task No.:
. Time:

Time

Payee

Invoice
Number

---------al

Wages

EOCName :

.

Travel

Supplies/
Materials

Contracts

Total

•

Page_of
Daily Expenditures completed by
(Name, Position, Tel):
Distribute Completed Form To:
• EOC Director
• Planning Section
• Other

I

• Finance/ Admin Section
• PREOC Finance / Admin Section

----------
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)

EOC Form 534 - Expenditures - Event Totals
E_v_e_-n_t_: -----1-1-_
_
a_t_e:
PEP Task No.:
. Time:
Date

Wages

-11 EOC Name:
.
Supplies/
Materials

Travel

Contracts

Total

Page_of_
EOC Event Totals completed by
(Name, Position, Tel):
Distribution List:
Distribute Completed Form To:
• EOC Director
•

Planning Section

I
• Finance / Admin Section
•

PREOC Finance/ Admin Section

• Other

)
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SAMPLE RESPONSE CLAIM SUBMISSION - Town XYZ - Event Name
Local Government Name:

DFA Event/Task#:
D YES

Is this the final claim?

RESPONSE COSTS

......

D NO

Emergency
Management I

rumi,1
.1
cni l \l"'"

"Response" (1) costs incurred in the immediate disaster period related to the rescue. transportation, emergency health arrangements, emergency feeding, shelter, clothing and transportation of persons evacuated; (2)
shelter and feed for livestock. including the provision and restoration of facilities used for those purposes; (3) measures taken to reduce the extent of damage by the removal of valuable chattels/assets/hazardous materials
from the area of immediaterisk. including the provision of storage space and transportation costs; (4) measures to determine the area and extent of the disaster, (5) containment of the disaster. including the provision of essential

services, equipment, material and labour for protective works for individual protection and that of publicly owned instiu
t tions and utilities; (6} provision of emergency medical care to casualties of the disaster,
inc lud ing the transportation of casualties from an apprehended disaster area, or of regular patients to make way for casualties. and their return following the disaster, (7) the establishmenVimplementa tion of special security
measures: and 18) the establishmenVooeration of anv one or more s ecial communications facilities soecial reqistration and enauirv services. emeraenc control headauart ers and orotective health and sanitation facilities.

Site

Vendor

Invoice#

Invoice or
bill of
sale date

Downtown
Core

ABC Traffic
Service Ltd.

5444-03

June 30,
2005

Date Goods or
Services Received
(if different from
date of invoice)

Purpose

May 1 - 2, 2004

Traffic control to
keep public from
dansier

(A)
Net
Invoiced
Costs (net
of taxes)

(B)
PST

Gross
GST

Gross
Invoice
Total

(C)
Eligible
GST

Total Eligible =
Columns A+B+C

$ 1,875.00

$

-

$ 131.25

$2,006.25

$

-

$1,875.00

$ 1,875.00

$

-

$131.25

$2,006.25

$

-

$1,875.00

NOTE: *GST is reimbursed at the portion not recoverable by the GST rebate, as
per the Public Service Body Rebate (GST) Regulations - municipalities 0%, public
hospitals 17%, schools 32%, and universities/public collesies 33%.
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3. Assistance for Local Authority Recovery Costs
Local Authority Recovery
Eligibility for financial assistance with recovery costs does not depend on a declaration
of a state of emergency either by the province or by the local authority. It does,
however, require the authorization of the Executive Director, PEP.
Depending on the nature of the threat, a disaster may directly impact local authority
buildings, improvements, structures, dams, pipelines, equipment, materials and other
public works or facilities that are critical to local authority operations. Efforts to repair or
replace such tangible items are included in the recovery effort. Some important
definitions to consider in recovery are:
Eligible local authority materials, in relation to a local authority, means
equipment and materials essential to the functions and operation of the local
authority including , without limitation, essential office and institutional furnishings
Eligible local authority structure, in relation to a local authority, means a
structure that is essential to the functions and operations of the local authority
including, without limitation, government and public buildings, police stations, fire
stations, and structures essential to the operation of public recreational facilities
such as parks
Eligible public works includes streets, roads, bridges, dams, breakwaters,
wharves, dikes, levees, drainage facilities, flood control and irrigation systems
and publicly owned sewer and water utilities
Public facility means an eligible local authority structure or any one of the
eligible public works
Actions taken to repair or replace damaged facilities can be costly and time-consuming,
and may require major projects over several phases of effort. Some of the more
expensive tasks required in facility repair include hiring experts to:
•

Assess damage

•

Clean-up and remove debris

•

Prepare project plans and engineering drawings

•

Repair damaged facilities

•

Replace essential components

•

Test facilities prior to operation

These and other related recovery expenditures may be eligible for financial assistance
under BC's Compensation and Disaster Financial Assistance Regulation.
Provincial Emergency Program
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Recovery Administration
There may be significant administrative costs associated with an emergency event,
including managerial and staff time to develop projects to repair public facilities and
works, to prepare recovery plans, and to alert the province to the need for financial
assistance.
A local authority that is eligible for assistance , for example, must submit a recovery plan
to the Provincial Emergency Program (PEP) detailing the various projects it intends to
undertake for cleanup and restoration. A local authority should acknowledge the time
required for these important administrative efforts and dedicate the appropriate
personnel.

Community Recovery
In addition to repairing local authority facilities, recovery also includes helping key
elements of a community return to normal operations. This may be a role of local
authorities and First Nations where coordination of a wide range of recovery services
can speed a return to pre-disaster conditions.
Large-scale community recovery typically requires coordination among multiple
stakeholders, including various local authorities, commercial operations, service
providers, and volunteer groups. Costs may be incurred to:
•

Hire damage assessment assessors , engineers, and other experts

•

Rent large public halls for presentations on elements of community

•

Rent office equipment for a Recovery Centre

•

Let service contracts and pay overtime wages for recovery personnel, including a
Recovery Director

•

Rent warehouse space and hire transportation to manage donated goods

•

Advertise recovery activities in local news media

•

Compensate for private land or property acquired in the course of response

recovery

Eligibility of Recovery Costs
Under the Compensation and Disaster Financial Assistance (C & OFA) Regulation, PEP
is authorized to help local authorities rebuild and restore communities after an
emergency or disaster. Local authorities may only claim recovery costs that are eligible.
Three factors determine eligibility:
• Ownership
• Type of Item
• Type of Action

Provincial Emergency Program
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Ownership
A local authority may only receive assistance for recovery costs related to public
facilities and materials that it owns and for which it can demonstrate ownership. In
summary, there are two categories to consider:
Eligible - Reconstruction or replacement of structures, equipment, and materials
for which there is proof of local authority ownership, including any titles, rights, or
privileges assigned by way of a lease or permit.
Not Eligible - Facilities and materials that are not owned directly by the local
authority, or where the local authority can provide no proof of ownership, title,
right, or privilege assigned by way of lease or permit.

Type of Item
Eligible recovery costs pertain to rebuilding or restoring public facilities, structures and
public works or replacing materials that are essential to the functions and operation of
the local authority. Examples include:
Eligible Structures
• Fire stations
• Government and public buildings
• Police stations
• Recreational facilities (e.g., parks)
Eligible Public Works
• Breakwaters and wharves
• Bridges
• Drainage facilities
• Sewer utilities
• Streets and roads
• Water utilities
Eligible Materials
• Construction or other materials needed to repair damage when not used
for normal operations/work (proof of inventory/replenishment/
consumption)
• Equipment damaged while undertaking eligible response efforts may be
considered as a recovery cost
• Office furnishings
• . Replacement of local authority materials or stores that have been
damaged or destroyed in responding to emergency or in repairing public
facilities
• Supplies or inventories from local government stores

Provincial Emergency Program
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Not Eligible - Recovery costs for repairing, rebuilding or replacing public works
that cannot be considered essential to the public welfare including, without
limitation, non-public roads and bridges or landscaping.

Type of Action
The C & DFA Regulation is also clear about the types of recovery actions for which
financial assistance is available. Even for structures that would otherwise be eligible, the
province can only assist with these actions:

Restoration to Pre-Disaster Condition - Recovery costs are eligible when
repairing or replacing facilities to conditions that existed before the disaster.
There is no allowance for betterment unless it is required to meet a new building
code or law. However, the local authority may choose to claim for amounts that
would return a facility to pre-disaster conditions and pay the difference required
to upgrade certain qualities of the replacement facility. The local authority should
coordinate with PEP prior to taking such action.
Pre-Emptive Protection - Efforts to protect local authority assets from damage
during an event are eligible. In other words, protective actions are eligible if they
are taken immediately before, during, or after an event to reduce losses from a
single , current threat.
Not Eligible - Loss prevention measures designed to protect local authority
assets from a potential future emergency. Also, the local authority cannot link
several disastrous events in a given year or in other years for the purposes of
their recovery claim.

Provincial Emergency Program
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I

Examples of Eligible Recovery Costs

Figure 9. Examples of Eligible and Ineligible Recovery Costs
(This table presents examples only and is not comprehensive. Refer to the C & DFA Reg for exact wording.)

Recovery
Item
Administrative
Costs

Eligible

Not Eligible

• Incremental costs related to recovery plan
projects (financial assistance up to 10% of
eligible costs as deemed appropriate by PEP)

• Base operating costs

Appliances

• Repair to pre-disaster condition or replacement
only of the value of basic models

• Repair or replacement to the value of enhanced
models

Appraisals,
Inspections

• Inspection, planning, or design to determine
costs of restoration or replacement

• Base or normal operating costs of local authority
staff

Backfilling
Positions

• Backfilling positions to temporarily cover full-time
staff conducting disaster assistance surveys and
assessments, if supporting documentation is
provided

• Backfilling positions for staff doing non-disaster
related work

Books, Paper,
Records

• Books, papers, records essential to local
authority functions and operations

• Books, papers, records that are not essential to
local authority functions and operations

Bridges

• Repair or replacement of bridges that are
essential for local authority functions and
operations to pre-disaster condition *

• Repair or replacement of non-essential bridges
• Costs to enhance bridge to better than predisaster condition

Buildings,
Facilities

• Repair, replacement of public facilities that are
essential to local authority functions to predisaster condition *
• Removal of damaged buildings that constitute a
threat to public safety

• Repair or replacement of non-essential buildings,
facilities
• Costs to enhance buildings, facilities to better
than pre-disaster condition

Business
Interruption

• Not Applicable

• Loss of operational income, loss of revenue,
cancellation of work projects, or other business
interruption losses

Civil Litigation

• Recovery costs not reimbursed through civil
litigation award

• Recovery costs that are reimbursed through civil
litigation (amount must be refunded to the
Province)

Clean-up

• Clean-up necessary to ensure public safety or
essential for public works

• Other clean-up costs

Provincial Emergency Program
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Figure 9. Examples of Eligible and Ineligible Recovery Costs
{This table presents examples only and is not comprehensive. Refer to the C & DFA Reg for exact wording.)

Recovery
Item

Eligible

Not Eligible

Community
Recovery
Support

• Overtime costs and benefits for local authority
staff devoted to community recovery
• Backfilling positions to temporarily cover full-time
staff coordinating emergency response
• Facility rental to support community recovery, if
other than local authority facility
• Recovery Centre assets under $100
• Contractors serving in support capacities
• Telephone and data services, including
installation and operation while Recovery Centre
is active
• Costs of materials, supplies, rented equipment
that would not usually be provided
• Reasonable volunteer expenses (e.g., mileage,
hourly rate, meal reimbursement, phone
charges)

• Base operating costs, such as salaries or regular
wages of employees, Compensatory Time Off
(CTO) or banked overtime
• Local authority donations to disaster victims,
including businesses
• Charges for use of own (local authority) facilities
• Volunteer expenses that cannot be attributed to
event
• Loss of volunteer personal equipment (e.g.,
eyeglasses reimbursed directly from PEP under
Policy Bulletin 00.02. Volunteer may submit
claim.)
• Recovery centre assets over $100

Contents

• Equipment, material, office supplies, institutional
furnishings, books, papers, records essential to
local authority functions and operations

• Contents not essential to local authority functions
and operations

Contractor
Rates

• Contractor rates that do not exceed BC
Equipment Rental Rates Guide

• Contractor rates in excess of BC Equipment
Rental Rates Guide

Damaged
Equipment

• Equipment damaged while undertaking eligible
response may be considered

• Equipment damaged by events outside eligible
response

Damaged
Land, Eroded
Land

• Not Applicable

• Costs related to non-essential access routes and
removal of debris

Dams,
Breakwaters

• Repair or replacement of essential dams and
breakwaters to pre-disaster condition*

• Repair or replacement of non-essential dams,
breakwaters
• Costs to enhance dams, breakwaters to better
than pre-disaster condition

Debris
Removal

• Removal of damaged structures that constitute a
threat to public safety
• pruning or removal of trees that constitute a
threat to public safety
• removal of emergency works and the restoration
of their sites to pre-disaster condition, and
• necessary clearance of debris and wreckage
from channels and streams, intakes and outfalls
of sewers and storm drains and water supply
reservoirs.

• Costs for scalping of gravel beds
• Other debris removal costs that are not a threat
to public safety.

Provincial Emergency Program

Page 38

3. Assistance for Local Authority Recovery Costs

Figure 9. Examples of Eligible and Ineligible Recovery Costs
(This table presents examples only and is not comprehensive. Refer to the C & DFA Reg for exact wording.)

Recovery
Item

Eligible

Not Eligible

Enhancements

• Defined as any change or difference between
pre-event and post-event structural
specifications:
+ change in specifications with no increased
costs
+ building to meet structural specifications due
to application of codes, standards,
requirements, where copies of orders are
provided
• building to accommodate physical changes
where damage reshapes, transforms natural
landscapes causing reconstruction changes

• Enhancements that will result in increased costs
• Works undertaken as preventative measure to
guard against future disasters without prior
approval from PEP

Equipment

• Equipment essential to local authority functions
and operations

• Equipment that is not essential to local authority
functions and operations

Equipment
Rentals

• Equipment needed to repair damage when not
used for normal operations
• Contractor rates that do not exceed BC
Equipment Rental Rates Guide

• Equipment rented for use on normal local
authority operations
• Equipment and contractor rates in excess of BC
Equipment Rental Rates Guide

Eroded Land

• Repair of eroded land for essential access routes

• Repair of eroded land for non-essential access
routes

Facility Rental

• Facility rental of outside community hall or facility

• Hall or facility rental to own local authority
community or loss of use charges

Fixtures

• Repair to pre-disaster condition or replacement
only the value of basic models

• Costs to purchase fixtures to better than predisaster condition or beyond the basic model

Food Services

• Costs of materials, supplies, rented equipment in
feeding staff during recovery operations that
would not usually be provided

• Food service costs that would normally be
provided to staff

Fundraising

• Not Applicable

• Expenses that are recovered from relief agencies
or from disaster fundraising drives

Furniture

• Furniture repair to pre-disaster condition or
replacement only of furniture essential to local
authority functions and operations

• Costs to purchase furniture that is not essential
to local authority functions and operations

Goods and
Services Tax

• GST paid is claimable at the portion not
recoverable by GST rebate

• GST that is recoverable by rebate

Income Loss

• Not Applicable

• Loss of operational income or revenue, or
cancellation of work projects

Institutional
Furnishings

• Institutional furnishings essential to local
authority functions and operations

• Institutional furnishings not essential to local
authority functions and operations

Insurance

• Private insurance deductible amounts

• Insured losses

Inventory

• Inventory that is essential to local authority
functions and operations (proof of inventory,
consumption and replenishment is required)

• Stockpiling costs for materials, equipment, or
other related costs

•
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Figure 9. Examples of Eligible and Ineligible Recovery Costs
(This table presents examples only and is not comprehensiv.eRefer to the C & DFA Reg for exact wording.)

Recovery
Item

Eligible

Not Eligible

Land
Improvement

• Compensation of private land owner for legal
encroachment under state of local emergency

• Costs for illegal encroachment or improvement of
land/property for the purpose of damage
reduction

Landscaping

• Landscaping if essential to public welfare

• Landscaping not essential to public welfare

Linking of
Separate
Disasters

• Not Applicable

• Accumulating recovery costs of two or more
distinct disastrous events

Materials

• Materials needed to repair damage when not
used for normal operations or work
• Replacement of local authority materials I stores
damaged or destroyed in responding to
emergency or in repairing damaged public
facilities
• Material damaged by disaster that is essential to
local authority functions and operations, e.g.,
inventory

• Material that is not essential to local authority
functions and operations
• Construction materials in storage or available for
construction purposes

Mitigation

• Not Applicable

• Works undertaken as preventative measures to
guard against future disasters

Office
Furnishings

• Office furnishings essential to local authority
functions and operations

• Office furnishings that are not essential to local
authority functions and operations

Overtime
Wages

• Paid out incremental costs related to the event,
plus benefits
• CTO paid out

• Overtime wages not attributed to event
• CTO if not paid out
• Excessive overtime rate payments

Ownership

• Reconstruction or replacement of structures,
equipment, and materials for which there is proof
of local authority ownership,including any titles,
rights, or privileges assigned by way of a lease or
permit

• Facilities and materials that are not owned
directly by the local authority, or where the local
authority can provide no proof of ownership, title,
right, or privilege assigned by way of lease or
permit

Project Admin
Costs

• Project administration costs

• Normal operating costs

Provincial
Sales Tax

• All PST

• Not Applicable

Public Works

• Repair or replacement of public works (e.g.
streets, roads, bridges, dams, breakwaters,
wharves, docks, retaining walls) that are
essential to local authority functions and
operations to pre-disaster condition *

• Repair or replacement of non-essential public
works
• Restoration to better than pre-disaster condition

Recreational
Facilities

• Repair, replacement of recreational facilities that
are essential to local authority functions and
operations to pre-disaster condition *

• Repair or replacement of non-essential
recreational facilities
• Costs to enhance recreational facilities to better
than pre-disaster condition
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Figure 9. Examples of Eligible and Ineligible Recovery Costs
(This table presents examples only and is not comprehensive. Refer to the C & DFA Reg for exact wording.)

Recovery
Item
Retaining
Walls

Eligible

Not Eligible

• Repair or replacement of retaining walls that are
essential to local authority functions and
operations to pre-disaster condition *

• Repair or replacement of non-essential retaining
walls
• Costs to enhance retaining walls to better than
pre-disaster condition

Roads

• Repair or replacement of local authority streets
and roads as public works essential to local
authority functions and operations to pre-event
condition*

• Repair or replacement of non-essential roads
• Costs to enhance roads to better than predisaster condition

Salaries

• Salaries for backfilled positions when full-time
staff conduct recovery project assessments and
determination of recovery costs

• Normal, regular salaries and operating expenses
of employees

Scalping of
Gravel Beds

• The cost of removing the unusually heavy eventrelated deposition in confined water courses
Restoration to pre-disaster condition: *

• Other scalping of gravel beds

Structural
Repair

• Restoration to better than pre-disaster condition

• Foundations, footings, seals, slab floors, pilings,
structural walls and attached garages
• Framing, roofing, doors, windows, materia,l wall
coverings, mouldings, fixtures and finishings
• Filling and levelling to restore essential access
• Parking areas, pumps, services/connections,
space and water heating equipment
• Retaining walls as part of the public facility or
essential to sustain land adjacent to, and critical
to a public facility
• Existing protective works designed to protect
banks from erosion
Structure Loss
Destroyed

• Compensation for loss only when costs for
reconstruction exceeds the BC Assessment
Authority replacement value

• Compensation for loss of structure when costs do
not exceed B.C. Assessment Authority
replacement value

Structures Flood Plain

• A public safety facility built or installed in an area
after being designated under Municipal Act as
flood plain, provided that the Ministry of Water,
Land and Air Protection or the Canadian
Mortgage & Housing Corporation determine it to
have been properly flood protected

• Structures in flood plains that are not properly
flood protected

Structures
Depreciated

• Not Applicable

• Neglect or deterioration of structures prior to
disaster

Supplies

• Supplies needed to repair damage when not
used for normal operations, work (proof of
inventory, consumption, replenishment required)

• Supplies used for normal operation
• Stockpiling supplies

Travel

• Incremental costs related to the event

• Travel costs not attributed to the event

Tree Pruning,
Removal

• Pruning or removal of trees that constitute a
threat to public safety due to the event

• Other pruning or removal of trees

Provincial Emergency Program

Page 41

3. Assistance for Local Authority Recovery Costs

Figure 9. Examples of Eligible and Ineligible Recovery Costs
{This table presents examples only and is not comprehensiv.eRefer to the C & DFA Reg for exact wording.)

Recovery
Item

Eligible

Not Eligible

Unoccupied
Premises

• Unoccupied premises under construction will be
considered occupied with a valid certificate of
occupation for the premises under construction

• Unoccupied government premises under
construction

Vehicle
Repairs

• Not Applicable

• Cost of repairing or replacing vehicles lost or
damaged in a disaster

Volunteer
Expenses

• Volunteer expenses that are attributable to the
recovery (e.g., mileage, phone charges)

• Volunteer expenses not attributed to recovery

Wharves,
Docks

• Repair or replacement of essential public
wharves or docks to pre-disaster condition •

• Repair or replacement of non-essential wharves,
docks
• Costs to enhance wharves, docks to better than
pre-disaster condition

* For other than pre-disaster condition, see "Enhancements."

For more information on eligible and ineligible recovery expenses, refer to the C & DFA
Regulation, accessible through the PEP website (www.pep .bc.ca).
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Recovery Claim Procedures
The province is permitted to assist local authorities with recovery costs under two
conditions: 1) Costs must be eligible under the legislation, and 2) Documentation must
accompany claims.
For eligible recovery costs, the province may help the local authority by providing
80 percent of the total accepted claim that exceeds $1,000 in total recovery costs per
event.
Authority for the province to assist local authorities with recovery costs comes from the
Compensation and Disaster Financial Assistance Regulation. Under this regulation, the
local authority must obtain approval from PEP before submitting a claim, and provide
specific documents with a claim for reimbursement of recovery costs.
Claiming recovery costs requires five steps, illustrated in Figure 10 and summarized in
the paragraphs that follow.

Local Authority
Actions... .

PEP Actions....

Step 1 - Request Disaster
Financial Assistance
j

!

'

Step 2 - Complete "DFA
Registration of Intent to Claim"

Completes DFA
Situation,
Recommendation,
and Authorization
Form

PEP Recovery
Office Forwards to
PEP Executive
Director for DFA
Approval

Notifies Local
Authority of DFA
Authorization

PEP Recovery
Manager approves
Recovery Plan

Notifies Local
Authority of
funding level

Notifies Local
Authority of
payment approval

Processes
payment

Verifies
information, sends
notificationletter,
requests Recovery
Plan

!
Step 3 - Submit "Recovery Plan"
and Documentation

Reviews Recovery
Plan and

recommends OFA

,\;ll

!
Step 4 - Submit "Recovery Claim
Submission" and Documentation

Reviews claim and
supporting
documentation,
approves claim

!
Step 5 - Receive Financial
Assistance

,,

Figure 10. Summary of Local Authority Steps in Claiming Recovery Costs
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Step 1 - Request Disaster Financial Assistance
A local authority should contact the PEP Regional Manager as soon as possible after a
disaster to request disaster financial assistance (DFA) and to confirm details of the
process of claiming recovery costs.
Following submittal of the local authority request, the PEP Regional Manager will
complete a "DFA Situation, Recommendation and Authorization" form, and forward a
copy to the PEP Recovery Office. The PEP Recovery Office will then seek DFA
authorization from the PEP Executive Director and, upon approval, will notify the local
authority that it is authorized to prepare and submit a recovery claim.

Step 2 - Complete and Submit "Local Government Application for DFA"
Form
In the next step, the local authority completes a "Local Government Application for DFA"
form and submits it to the PEP Recovery Office. This form can be accessed through the
PEP website at www.pep.bc.ca . A sample Local Government Application for DFA form
can be found at "Forms for Recovery" at the end of this section.
After reviewing the Local Government Application for DFA form and verifying the
information provided, the Recovery Office will prepare and forward to the local authority
a notification letter, requesting a Recovery Plan and providing the recommended format.

Step 3 - Complete and Submit "Recovery Plan" and Documentation
Next, the local authority prepares the Recovery Plan that addresses repair or
replacement of essential materials, structures and public works. The intent of the
Recovery Plan is to provide PEP with enough detailed information to assess the eligible
DFA costs. A sample Recovery Plan can be found at "Forms for Recovery" at the end of
this section. The local government also may access a template Recovery Plan through
the PEP website.
PEP will then:
• Review the Recovery Plan
• Contact the local authority if additional information is required
• Recommend the eligibility of projects
• Update the plan indicating which projects are eligible or ineligible
• Notify local authority of funding levels

Step 4 - Complete and Submit "Recovery Claim Submission" and
Documentation
Following the completion of recovery work, the local authority prepares and submits a
"Recovery Claim Submission" to account for each cost item.
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PEP recommends that local authorities use spreadsheet application software (such as
Microsoft Excel) with the headings noted in the sample provided under "Forms for
Recove ry." In addition to this information, local governments can access a template
spreadsheet for Recovery Claims Submission through the PEP website
(www.pep.bc.ca).
The local authority provides copies of all support documentation that demonstrates the
costs involved, confirms local authority payments to suppliers, and provides other
information required to justify the claim. Include copies of all paid invoices and receipts,
with proof of payment. Ensure there are no missing receipts, or explain in a brief
statement why a receipt is not available .
Timelines - All claims and invoices must be submitted, at the latest, within 18 months
of the date PEP provides the recovery plan approval notice. If projects cannot be
completed on time, a letter outlining the reasons for the delay must be submitted to PEP
for approval to extend the project completion date.
GST Note - GST is reimbursed for the portion not recoverable by the GST rebate , as
per the Public Service Body Rebate (GST) Regulations. For municipalities,
reimbursement is O % (42.86 % for expenses incurred prior to February 1, 2004)
Upon receiving the Recovery Claim Submission and all supporting documentation, PEP
will:
• Review invoices for eligibility and confirm proof of payment
• Notify the local authority of payment approval
• Arrange for payment

Step 5 - Receive Financial Assistance on Eligible Costs
In most cases, the local authority should receive payment within 60 days of receipt by
PEP of a completed Recovery Claim Submission and all supporting documentation.
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Tips on Maximizing Financial Assistance for Recovery
1. Consider Appraisal/ Assessment Costs - Regular staff wages are not
usually eligible for recovery. However, costs incurred in the immediate post
disaster period for appraising and estimating damage that are additional to the
work carried out by local authority employees are eligible for cost-sharing. This
includes hiring outside appraisers and/or the cost of backfilling positions to
temporarily cover full-time staff conducting disaster assistance assessments,
provided that documentation is available that specifies the positions being
backfilled, persons employed, and actual time spent (contracts, agreements ,
letters of assignment).
2. Verify Overtime - To reflect the incremental costs, the local authority should
submit copies of time sheets to verify dates and hours of overtime; payroll
records to demonstrate calculation of overtime hours, rates, benefits and total
costs (and its relationship to the disastrous event); and financial reports to verify
payment. Documentation should include whether employee is casual or full-time,
pay rate, type of work, regular hours per day, days per week in a daily overtime
master spreadsheet so that overtime is evident. A summary report listing the
employees, their overtime and benefit costs is beneficial. Note: Base salaries or
regular wages of employees, Compensatory Time Off (CTO) or banked overtime
are ineligible unless the CTO is paid out.
3. Verify Payment for Materials, Supplies and Rented Equipment - Copies
of invoices and financial reports to verify payment are required, as well as a brief
written explanation on each invoice describing the expense if it is not already
indicated on an invoice. Ensure expense documentation identifies the project or
sub-project for which costs are incurred, according to the Recovery Plan. Costs
for materials, equipment, or other costs related to landscaping and stockpiling
are not eligible.
4. Document Supplies/Inventories Used from Local Authority Stores Copies are required of the invoice to replace stock or copies of inventory records
to verify amount used and cost. Records must indicate the amount of inventory
before an event, the purchases made, deliveries within the affected area
(eligible) and to other areas (ineligible) , the ending inventory amount, the surplus
(deficit) inventory over the beginning inventory, and the extended price using
weighted average unit cost. Include the dates when inventory was used and
relevant project number.
5. Document Service Contracts - Submit copies of invoices for fees and
expenses, the contract if available, and financial reports to verify payment. This
includes hired equipment. Contracts should clearly indicate what service was
provided and the relevant project number for each contract.
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6. Document Consumables for Local Authority Equipment- The cost of
fuel, lubricants and oil are eligible for assistance, as long as receipts are
submitted. Rental charges for equipment normally owned and operated by a local
authority are ineligible for financial assistance. Any equipment damaged while
undertaking response work is eligible for consideration as a recovery cost.
Ensure dates of damage are clearly identified.
7. Submit All Documentation - The local authority must record on all invoices
charged to a project: 1) The date, 2) PEP Task or Event Number, and 3) the local
authority project number assigned to the project in the Recovery Plan
documentation. If the documentation references more than one project, the
amount applicable to each project should be identified. If it is not possible to
break out the exact amounts, an estimation of the amount applicable will suffice.
The local authority is responsible for providing quality copies of documentation.
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Frequently Asked Questions on Recovery
1. When should a local authority submit claims for recovery costs?
Claims may be made after payment of recovery costs by project or phase as
identified on the recovery plan and within 18 months of receiving PEP approval of
the local authority recovery plan.

2. Can a local authority apply directly to the Canadian federal government for
disaster assistance?
No. The system of disaster financial assistance in place in Canada has clear roles
and responsibilities for the provincial/territorial governments and the federal
government. The BC government delivers disaster financial assistance to the victims
of emergencies and disasters in the province, deciding the amounts and types of
assistance that will be provided. Local authorities in British Columbia may only apply
for financial assistance through PEP.

3. Does the local authority or the Province have to declare a state of emergency
to authorize financial assistance for recovery expenditures?
No. Eligibility for financial assistance for recovery costs does not depend on a
declaration of a state of emergency either by the province or by a local authority.

4. Is financial assistance available to repair a flood-damaged bridge in such a
way that reduces the chance of re-occurrence in the future?
The C & DFA Regulation specifies that there is no allowance for betterment. Eligible
recovery costs do not include "works undertaken as preventive measures to guard
against future disasters," according to the Regulation.
However, the local authority may claim for amounts that would return a facility to pre
disaster conditions, and then pay the difference required to upgrade the replaced
facility to reduce risks of future damage. Coordinate such decisions with PEP prior to
taking action.
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)
Forms for Recovery
1. Local Government Application for Disaster Financial Assistance (DFA)
2. Sample Recovery Claim Submission
3. Sample Recovery Plan
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.l"l_"""

' Emergency

LOCAL GOVERNMENT APPLICATION FOi
DISASTER FINANCIAL ASSISTANCE (DFA)

,, : '. ';, . Management

LOCAL GOVERNMENT BODY: (Legal Name of Applying Local Government Body)

Office Use Only

A Local Government Body is defined in the Compensation and Disaster Financial Assistance Regulation as one of the following types
of bodies. By placing a check mark below in the appropriate square, please indicate which type of body the applying local
government qualifies, and, where possible, provide the corresponding section number (see Definition of a Local Government Body on
page 2-3):
D "Public Body"- section
(a-e) (see definition); OR
D "Local Government Body" - section
(a-q) [see definition); OR
D "Local Public Body" - section _'
(a-d) [see definition); OR
D "Educational Body" - section (a-h) (see definition); OR
(a-h) (see definition]; OR
D "Health Care Body" - section
D "Social Services Body"; OR
D First Nations

APPLICANT INFORMATION
Authorized Contact Name (Last, First)

Mailing Address

Title

Street

Business Telephone Number

City/Town

Cell Phone Number

Province

Facsimile Number

Postal Code

I Email

I

I

Date of Damage/Loss:
DAMAGED PROPERTY INFORMATION
Describe the cause of the damage/loss
Provide a brief description of damage

PRELIMINARY RECOVERY INFORMATION (estimated costs and completion dates)
Infrastructure Recovery (i.e., repair, restore or replace a public facility, or materials essential to local government functions and
operations; clean up and debris removal; deductible amounts for insurance costs; costs for inspections, appraisals, planning or design
to determine the recovery activities; and general administration costs arising out of individual recovery projects)
Estimated repair/replacement costs:

_

Estimated date to complete repair/replacement work:

_

Community Recovery (i.e., rent public halls for presentations/townmeetings; rent warehouse space/equipment and hire
transportation to manage donated goods; advertise community recovery activities in the local media; let service contracts for rent of
equipmenUsupplies of a Recovery Centre ; and, incremental costs (paid overtime, travel) of community recovery personnel)
Estimated repair/replacement costs:

_

Estimated date to complete repair/replacement work:

_

Note: Applications will not be accepted after deadline. The application deadline is 90 days from the date DFA was authorized. Please
check our website www.oeo.bc.ca or call toll free 1-888-257-4777 to verify the application deadline applicable to your weather event.
To apply, please complete and return Page 1 of this form to:
Provincial Emergency Program, PO Box 9201 Stn Prov Govt, Victoria BC V8W 9J1
Fax: (250) 952-5542 Telephone: 1-888-257-4777 (Toll Free)
The Financial Assistance Guide for Local Authorities and First Nations is available for viewing on the Internet at: www.oeo.bc.ca under the
Community Emergency Planning, Response and Recovery tab. The Compensation and Disaster Financial Assistance Regulation is
available for viewing on the Internet at: http://www.go.gov.bc.ca/statreg/reg/E/EmergencyP rogram / l 24 95.htm
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I Emergency
.,;;:,.L :· ';:,. Management BC

LOCAL GOVERNMENT APPLICATION FOR
DISASTER FINANCIAL ASSISTANCE (DFA)

Definition of a Local Government Body:
A public body, local public body, local government body, educational body, health care body, or social
services body within the meaning of the Freedom of Information and Protection of Privacy Act.

Within the meaning of the Freedom of Information and Protection of Privacy Act:
(See http://www.gp.gov.bc.ca/statreg/stat/F/96165 01.h tm)
"public body" means
(a)
(b)
(c)

a ministry of the government of British Columbia,
an agency, board, commission, corporation, office or other body designated in, or added by
regulation to, Schedule 2, or
a local public body

but does not include
(d)
(e)

the office of a person who is a member or officer of the Legislative Assembly, or
the Court of Appeal , Supreme Court or Provincial Court;

"local government body" means
(a)
(b)
(c)
(d)
(e)
(f)
(g)
(h)
(i)
U)
(k)
(I)
(m)
(n)

(o)
(p)
(q)

a municipality,
[Repealed 2003-52-79.]
a regional district,
an improvement district as defined in the Local Government Act,
a local area as defined in the Local Services Act,
a greater board as defined in the Community Charter or any incorporated board that provides similar
services and is incorporated by letters patent,
a board of variance established under section 899 of the Local Government Act or section 572 of the
Vancouver Charter,
the trust council, the executive committee, a local trust committee and the trust fund board, as these
are defined in the Islands Trust Act,
the Okanagan Basin Water Board,
a water users' community as defined in the Water Act,
the Okanagan-Kootenay Sterile Insect Release Board,
a municipal police board established under section 23 of the Police Act,
a library board as defined in the Library Act,
any board, committee, commission, panel, agency or corporation that is created or owned by a body
referred to in paragraphs (a) to (m) and all the members or officers of which are appointed or chosen
by or under the authority of that body,
a board of trustees established under section 37 of the Cremation, Interment and Funeral Services
Act,
the Greater Vancouver Transportation Authority , or
the Park Board referred to in section 485 of the Vancouver Charter,

"local public body" means
(a)
(b)
(b.1)
(c)
(d)

a local government body,
a health care body,
a social services body,
an educational body, or
a governing body of a profession or occupation, if the governing body is designated in, or added by
regulation to, Schedule 3;
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;

-' ;'

1

Emergency
Management1 C

LOCAL GOVERNMENT APPLICATION FOR
DISASTER FINANCIAL ASSISTANCE (DFA)

"educational body" means
(a)
a university as defined in the University Act,
(b)
[Repealed 2003-5-19 .]
(c)
Royal Roads University,
(c.1) [Repealed 2002-35-8.]
(d)
an institution as defined in the College and Institute Act,
(d.1) the Thompson Rivers University,
(e)
[Repealed 2004-33-18.]
(f)
the Open Learning Agency established under the Open Leaming Agency Act,
(g)
a board as defined in the School Act, or
(h)
a francophone education authority as defined in the School Act;
"health care body" means
(a)
(b)
(c)
(d)
(e)
(f)
(g)
(h)

a hospital as defined in section 1 of the Hospital Act,
a Provincial auxiliary hospital established under the Hospital (Auxiliary) Act,
a regional hospital district and a regional hospital district board under the Hospital District Act,
a local board of health as defined in the Health Act,
a metropolitan board of health established under the Health Act,
a Provincial mental health facility as defined in the Mental Health Act, or
a regional health board designated under section 4 (1) of the Health Authorities Act,
[Repealed 2002-61-17.]

"social services body" means
Community Living British Columbia established under the Community Living Authority Act

Revised November 2007
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SAMPLE RECOVERY CLAIM SUBMISSION - Town XYZ - Event Name
Local Government Name:
Is this the final claim?

D YES

7.0

Vendor

Bob's Trucking

D NO

Invoice
#

ab1122

Invoice
or bill
of sale
date

Date Goods or
Services Received (if
different from date of
invoice)

30Aug-04

2-Aug-04

m
m

Purpose

=

r'

Heavy equipment for
debris removal

(A)
Net
Invoiced
Costs (net
of taxes)

(B)
PST

Gross
GST

Gross
Invoice
Total

$12,025.00

$841.75

$841.75

$13,708.50

$12,025.00

$841.75

$841.75

$13,708.50

(C)
Eligible
GST

Revised August 2007

Total
Eligible=
Columns
A+B+C

$

-

$12,866.75

$

-

$12,866.75

Less
first
$1,000
Eligible
recovery
payable
@80%

NOTE: *GST is reimbursed at the portion not recoverable by the GST rebate, as
per the Public Service Body Rebate (GST) Regulations - municipalities 0%
(42.86% prior to Feb. 1, 2004), public hospitals 17%, schools 32%, and
universities/public colleqes 33%.

Provincial Emergency Program

Emergency
Management oC

Recovery costs are defined as: Costs incurred to restore/replace disaster related damage to pre-disaster condition; begins as soon as a
reduction in critical response activities permits the re-allocation of resources to longer term recovery activities. Eligible costs as defined in Part
3 and Schedule 5, Sections 1(a)-(c and (e)-(i) of the Compensation and Disaster Financial Assistance Requlation.

RECOVERY COSTS

Project#

....

RIIITl .SII
C n l U.\IN ,\

DFA Event/Task#:

$11,866.75

$ 9,493.40
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SAMPLE RECOVERY PLAN - Town of XYZ - Freshet 2004 Event

•
-

1.0

..

.·........--·

1234 Main
St. Town
Hall
July 16,
2004

What
infrastructure
was damaged?

Town Hall
parking lot

What caused the
damage?

Describe the
damage

Describe the
materials,
including
quantities and
measurements, of
damage
infrastructure

River boulders, trees
and debris
overflowed banks
flowing over area

Several sink holes in
town hall parking lot

Asphalt surface - 25
m3

Curbing smashed by
boulders/undermined
by current

Asphalt curbs 20 !in.
ft.

Debris deposit
making parking lot
unusable
Culvert beside
lot

2.0

I 1256 Main

3.0

I

4.0

I

St.
Town Hall
Arena
July 15,
2004
Riverside Dr.
July 15,
2004

Riverside Dr.
July 15,
2004

I Torrent from river

I Current undermined
and swept culvert
away

Describe the
repair work

Repair 3 sink
holes by
excavating,
adding clean fill
and patchinq
Restore asphalt
curbing

30 mm x 12 ft
galvanized culvert

Replace old 30
mm culvert with
50mm.
(Enhancement
costs not
included)

Debris torrent flowed
down the creek

Blocked culvert and
overflowed into area
undermining wall

Poured concrete

Rebuild retaining
wall

Berm

High velocity flows of
river

Scoured out areas of
berm

Class 3 riprap

Replace rip rap
on berm

System
Storm sewer system
overwhelmed/filled
filled by debris
with flood waters
carryinq debris
NOTE: This is an illustration only of the type of information required in the recovery plan
description of losses and expected recoveries. See Sample Recovery Plan Support
Documentation for a complete list of information required for recovery projects.

Provincial Emergency Program

Estimate
or actual
cost
(incl.
taxes)

I Gravel, gradient base, I
3

Total

Comments

$5,000

asphalt topping (25 m )

20 !in. ft. asphalt
curbing

Debris removal
and clean up
using heavy
equipment

Retaining wall
by rear parking
lot entrance to
arena

Storm sewer

Describe the
materials, including
quantities and
measurements, to
repair damaged
infrastructure

I

$7,000

I

$1,360

50 mm x 11 ft.
galvanized

$6,000

Cost of 50 mm
$8,000;
Cost of30 mm
$6,000

Sub Total of Project Number 1
Lock block
$10,000

$13,360
$10,000

$15,000

$15,000

$10,000

$10,000

515 m3 class 3 rip rap

Inspect storm
sewer for
damage and flush

Cost of poured
concrete repair
$15,000;
lockblock
$10,000
cheaoer
No costs for rip
rap as free
from quarry;
trucking costs
onl
Inspection may
indicate further
recovery work
is required

Total Recovery Plan Costs
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Disaster Financial Assistance (DFA)

J

Recovery Plan Description
Town of XYZ - Freshet 2004 Event Documentation
Purpose

To explain the type of information required in each of the column
headings of the sample Recovery Plan -Town XYZ- Freshet 2004 Event.
Information Required

Column

(a)

Project number:
The local authority assigns a unique project number to each site location where damage has
occurred. The project identifier may in fact be a number, letter or any combination of letters and
numbers. This project number is specific to the site and is often referred to when discussing the
location.

(b)

Site location and date of damage:
A local government may incur damage at various locations. The address of the site location is
required and the date the damage occurred.

(c)

What infrastructure was damaged?
Include the name or type of building, road, bridge, dam, river, breakwater, wharf, dyke, levee,
drainage facility, parking lot, culvert that was damaged.

(d)

What caused the damage?
Provide a brief explanation of how the damage was caused.

(e)

Describe the damage:
Describe what part(s) of the building, road, bridge, dam, river, breakwater , wharf, dyke, levee,
drainage facility, parking lot, culvert were damaged.

(f)

Describe the materials, including quantities and measurements, of damaged infrastructure:
Provide a clear detailed description of the infrastructure, as identified in column (c), and include type
of materials, quantities and measurements that were damaged.

(g)

Describe the repair work:
Describe what needs to be done to restore the infrastructure to pre-event condition.

(h)

Describe the materials, including quantities and measurements, to repair damaged
infrastructure:
Provide a clear detailed description of the materials, quantities and measurements that are required to
repair the damage.

(i)

Estimate or Actual Cost (include taxes):
A total cost of all activities associated with the project.

(j)

Total:
A total cost of all activities associated with the overall project.

(k)

Comments:
Include additional information that is relevant to the project. Details about enhancements and
reference to engineering reports are a few examples.
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4. Appendices
A. I Need Help Now!
If you have an urgent need for information, here are some ideas on how you can quickly
resolve your problem:
1. Key Word Search - Search for key word through an electronic version of this
document, available through the PEP website at: www.pep.bc.ca/.
2. See Frequently Asked Questions - Scan the FAQs portion of this Appendix
for a topic similar in nature to your question or issue. The FAQ answer will
usually direct you to detailed information elsewhere in this document.
3. See Glossary - Many of the details surrounding financial assistance have
been accumulated here, and are offered alphabetically by topic, with cross
references to websites with more information.
4. Contact your PEP Regional Manager - The Provincial Emergency Program
has six regional offices that collectively cover the province in providing support to
local authorities. To find the PEP Regional Office closest to you, consult our
website at: http://www.pep.bc.ca/about_pep/offices.html
5. Contact Another Local Authority - Some local authorities have experienced
emergencies and disasters in recent years and are willing to share their first
hand experience with others. You may want to contact a local authority that is
similar to yours in nature and scope of operations for information.
6. Contact the PEP Recovery Office - You are invited at any time to contact us
directly to discuss any aspect of financial assistance. Contact:
Recovery Office
Provincial Emergency Program
PO Box 9201 Stn Prov Govt
Victoria BC V8W 9J1
Phone: 1-888-257-4777 (Toll Free)
Fax: (250) 952-5542
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B. Links
Ministry of Agriculture and Lands
www.gov.be.ca/al/
• MAL may assist farmers with commercial animals in an emergency.
• MAL also manages several risk management programs on animal health, crop insurance ,
and financial support for commercial agriculture.
Ministry of Public Safety and Solicitor General, Office of the Fire Commissioner (OFC)
• http://www.pssg.gov.bc.ca/firecom/
• The OFC has legislated authority to issue and enforce orders to evacuate a building or area .
• The OFC is also responsible for coordinating fire fighting resources during provincially
declared emergencies, and is available to advise and/or assist other provincial and
municipal agencies in their emergency programs.
Ministry of Environment
http://www.env.gov.bc.ca/
• MoE provides the central emergency planning and technical support for hazardous material
spills that may affect the environment, as well as water-related debris flows, erosion and
accretion, and submarine slides.
·
• The ministry's environmental emergency management activities also provides support to
other types of emergencies lead by other provincial agencies, such as flood hazards,
landslides, dam safety, and seismic threats.
Ministry of Forests and Range
• http://www.gov.bc.ca/for/
• The BC Forest Service offers fire ground rehabilitation services for public and private lands
that are damaged by fire suppression activities.
Ministry of Public Safety and Solicitor General, Emergency Social Services (ESS)
• www.ess.bc.ca
• See website for "Processing ESS Referrals"
• ESS is a local government responsibility. See PEP Policy for "Evacuee Living Assistance ."
• PEP provides training in ESS, and funds food, clothing, shelter, and other essential items for
evacuees through a voucher system.
• Care for animals is not an ESS responsibility . The local government may wish to arrange
with a non-profit organization to assist with pets and hobby farm or backyard stocks .
Ministry of Transportation (MoT)
• Each year, MoT in partnership with the B.C. Road Builders & Heavy Construction
Association , publishes the B.C. "Blue Book" Equipment Rental Rate Guide. The "Blue Book"
is the primary authority on rental rates for the industry. See:

http://www.roadbuild ers.bc.ca/bluebook.php
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C. Legislation
Compensation & Disaster Financial Assistance Regulation
(Excerpt) Part 3 - Disaster Financial Assistance
for Local Government Body
Division 1 - Interpretation
Definitions and application
20 (1) In this Part and in Schedule 5:
"eligible local government body materials", in relation to a local government body, means equipment and
materials essential to the functions and operation of the local government body including, without
limitation, essential office and institutional furnishings;
"eligible local government body structure", in relation to a local government body, means a structure that
is essential to the functions and operations of the local government body including, without limitation,
government and public buildings, schools, hospitals, public libraries, penal institutions, welfare
institutions, police stations, fire stations, and structures essential to the operation of public recreational
facilities such as bathing beaches, zoos and parks;
"eligible public works" includes streets, roads, bridges, dams, breakwaters, wharves, dikes, levees,
drainage facilities, flood control and irrigation systems and publicly owned sewer and water utilities;
"eligible costs" does not include costs or expenses
(a) recoverable at law, or, subject to section 22 (3), for which insurance was reasonably and
readily available,
(b) of a class or kind for which provision is made in whole or in part under any other program
offered by local, provincial, federal or internationalgovernments or agencies,
(c) to repair damage caused to a structure or facilities by a hazard if assistance had previously
been provided to prevent damage from that or a similar type of hazard and that assistance was
not used for that preventive work as required ,
(d) that are a normal risk of a business, trade, calling or enterprise ,
(e) for repair, rebuilding or replacement that cannot be considered essential to the public welfare
including, without limitation, non-public roads and bridges or landscaping,
(f) that are normal operating expenses including, without limitation, regular salaries or equipment
operating costs,
(g) to repair or replace items or facilities for which there is no proof of ownership, title or rights
and privileges assigned by way of lease or permit,
(h) to repair, rebuild or replace structures , including, without limitation, buildings, fixtures,
retaining walls, dikes and septic tank systems , that had significantly deteriorated before the
disaster through neglect or undue wear and tear, or
(i) incurred as a result of a disaster that are recovered from agencies such as the Canadian
Disaster Relief Fund or from disaster fund raising drives;
"local government body" means
(a) an educational body within the meaning of the Freedom of Information and Protection of
Privacy Act,
(b) a government body within the meaning of the Freedom of Information and Protection of
Privacy Act, or
(c) a health care body within the meaning of the Freedom of Information and Protection of Privacy
Act;
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"public facility" means an eligible local government body structure or any one of the eligible public works.
(2) This Part applies in the event of a disaster in respect of which the Lieutenant Governor in Council or
the minister has determined that disaster financial assistance may be provided to a local government
body.

Division 2 - Acceptance of Claim
Eligibility for assistance
21 A local government body may be eligible to receive assistance under this regulation
(a) if it has, before receiving that assistance, provided notice to the Provincial Emergency
Program of any civil litigation it has initiated to recover some or all of the loss, costs or damages it
suffered as a result of the disaster, and
if and to the extent only that its claim has been accepted under this Act.
(b)

Acceptable claims
22 (1) Subject to sections 23 to 27 and subsection (2) of this section, a claim for eligible local government
body expenses as that term is defined in Schedule 5 may be accepted from a local government body.
(2) No claim for structural repair to or rebuilding or replacement of a public facility under section 1(a) of
Schedule 5 may be accepted unless the claimant is the owner of the public facility in respect of which the
claim is made.
(3) A local government body that has elected for self-insurance is entitled to the assistance available
under this Part even though private insurance could have been purchased.

Structural repair, rebuilding or replacement

)
23 (1) Subject to section 25, no claim may be accepted for repair, rebuilding or replacement of a public
facility damaged or destroyed in a disaster unless
(a) the repair, rebuilding or replacement is completed to a standard that
(i) adheres to the prevailing codes in the affected area, and
(ii) is approved by the government, and
(b) subject to subsection (2), the tendering practices and wage rates used for the repair,
rebuilding or replacement are approved by
(i) the local government body, and
(ii) the government.
(2) A claim for repair, rebuilding or replacement of a public facility for which the approvals required by
subsection (1)(b) have not been provided may be accepted in exceptional circumstances and with the
prior approval of the Provincial Emergency Program.

Calculation of assistance for eligible materials
24 A claim for any item of eligible local government body materials damaged or destroyed in a disaster
may be accepted for not more than the lesser of
(a) the cost to repair the item to the condition it was in immediately before the disaster, and
(b) the cost to replace the item with a basic model of that item.

Calculation of assistance for public facilities
25 (1) A claim for a public facility damaged or destroyed in a disaster may be accepted for an amount
equal to the lesser of
(a) the cost to repair the public facility to the condition it was in immediately before the disaster,
(b) the cost to rebuild the public facility,
(c) the cost to replace the public facility, and
(d) the assessed value of the public facility.
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(2) Despite subsection (1), if a public facility is damaged or destroyed in a disaster and in the opinion of
the director retention of the public facility on the land on which the public facility stood before the disaster
constitutes a danger to public safety or to the provision of essential local services, the Provincial
Emergency Program may accept a claim for that public facility for an amount equal to the lesser of:
(a) the cost to relocate the public facility and to repair it to the condition it was in immediately
before the disaster, and
·
(b) the assessed value of the public facility.
(3) The cost of relocation under subsection (2) (a) does not include the costs to acquire the land to which
the public facility could be relocated.
Calculation of assistance for compensation payment
26 A claim in respect of the compensation a local government body is obligated to pay under Part 1 as a
result of a disaster may be accepted for not more than the lesser of:
(a) the amount of compensation actually paid by the local government body, and
(b) the amount determined by the Provincial Emergency Program to represent an appropriate
amount of compensation in all of the circumstances.
Calculation of assistance for general administration costs
27 A claim for general administration costs under section 1 (g) of Schedule 5 may be accepted for not
more than the lesser of:
(a) the general administration costs actually paid by the local government body, and
(b) the amount determined by the Provincial Emergency Program to represent an appropriate
amount of general administration costs in all of the circumstances .
Division 3 - Limits on Payment of Assistance on Accepted Claims
Limit to assistance
28 Subject to this Division, the amount of assistance payable in respect of any claim accepted under
Division 2 is:
(a) for claims referred to in section 1 (d) of Schedule 5, 100% of the amount of the accepted
claim,
(b) for claims referred to in section 1 (g) of Schedule 5, the percentage of the amount of the
accepted claim, up to a maximum of 10%, that the Provincial Emergency Program determines is
appropriate , and
(c) for any other claim, 80% of the amount by which the amount of the accepted claim exceeds
$1,000.
Multiple claims for assistance for repair
29 If assistance has been provided under this regulation on 2 occasions to repair, rebuild or replace a
public facility in a disaster prone area, the local government body seeking assistance to repair, rebuild or
replace the public facility is ineligible to receive that further assistance unless the minister determines
that, after the second claim was made, the local government body took all corrective or preventive actions
that could reasonably have been taken to avoid recurrence of the damage or destruction.
No assistance for structures in flood plain area
30 If an area is designated under the Municipal Act as flood plain and a public facility is built or installed in
that area after the area has been so designated, no assistance will be provided to repair, rebuild or
replace the public facility if it is damaged in a flood unless the structure was determined by the Minister of
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Environment, Lands and Parks or by Canada Mortgage and Housing Corporation to have been properly
flood protected.
Claimant must act to protect property
31 Assistance for an accepted claim may be reduced or denied if the minister determines that the local
government body claimant took no or insufficient action to protect the claimant's property before, during or
after the occurrence of a disaster.
Effect of litigation on payment of assistance
32 (1) If civil litigation is initiated by a local government body claimant to recover some or all of the loss,
costs or damages suffered as a result of a disaster, assistance must not be paid to the claimant under
this regulation unless:
(a) before payment of the assistance, the claimant agrees, in a manner satisfactory to the
Provincial Emergency Program, that if judgment is awarded to the claimant in the litigation and
the judgment includes an award in respect of an eligible expense for which assistance is
provided, the claimant will repay to the government the portion of the amount recovered under the
judgment that is attributable to that eligible expense up to a maximum amount repayable under
this paragraph of the amount of assistance received by the claimant in respect of that eligible
expense, or
(b) the assistance is paid after the conclusion of the litigation in an amount that reflects the
recovery made by the claimant under the judgment.
(2) For the purposes of subsection (1) (a), if less than the full amount of the judgment referred to in that
subsection is recovered by the claimant, the portion of the amount recovered under the judgment that is
attributable to an eligible expense is the proportion of the amount recovered that the judgment awarded in
respect of the eligible expense bears to the whole of the judgment amount awarded.
Division 4 - Process for Payment of Assistance
Payment process generally
33 (1) If a disaster occurs for which assistance may be provided under this Part, a local government body
that intends to make a claim for assistance must:
(a) promptly notify the Provincial Emergency Program that it will be seeking assistance under this
section, and
(b) specify the purposes for which that assistance will be sought.
(2) The Provincial Emergency Program must, after reviewing the notice provided by a local government
body under subsection (1), notify the local government body as to whether it is eligible to receive some or
all of the requested assistance.
(3) A local government body that has provided a notice under subsection (1) and that has been advised
under subsection (2) that it is eligible for assistance under this section must, promptly after being advised
of its eligibility, submit a recovery plan to the Provincial Emergency Program detailing the various projects
it intends to undertake for cleanup and restoration and the recovery plan may be phased if the works
detailed in the plan will take time to complete.
(4) A recovery plan submitted under subsection (3) must include:
(a) an estimate of the response costs,
(b) for each project within the recovery plan, a description of the damage incurred, the work to be
done and an estimate of the costs required to restore a public facility to pre-disaster condition,
(c) an identifying project number assigned by the claimant to each project in the recovery plan,
and
(d) any other information the Provincial Emergency Program may require.
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(5) Recovery plans must be approved by the Provincial Emergency Program before implementation, and
any work undertaken before that approval is given may ultimately be determined to be ineligible for
assistance.
(6) The Provincial Emergency Program may appoint persons to act as adjusters and to conduct on-site
assessments to confirm the damage described and costs estimated in the recovery plan.
(7) The Provincial Emergency Program may, in respect of a recovery plan submitted for approval,
approve the plan as submitted , approve the plan subject to terms and conditions that the Provincial
Emergency Program may impose or reject the plan and must, after approving or rejecting the plan:
(a) notify the local government body of that decision, and
(b) if the plan is approved or is approved subject to terms and conditions, notify the local
government body that funding for the approved plan will be made available in accordance with
this section.
(8) After it receives notice under subsection (7) that its recovery plan has been approved, the local
government body must, at any time that it becomes aware that it will require assistance in an amount
greater than the amount estimated in its recovery plan, notify the Provincial Emergency Program in writing
of the increased funding, by project, stating the amount required and why the increase is needed.
(9) Subject to subsection (10), claims made under this section in respect of a project referred to in the
recovery plan may be submitted to the Provincial Emergency Program:
(a) on the completion of that project, or
(b) if the project is phased as contemplated by subsection (3), at the end of each phase.
(10) All claims under this section must be submitted within 18 months after the date of the approval notice
provided by the Provincial Emergency Program under subsection (7).
(11) Claims submitted under subsection (9) must be prepared on the following basis:
(a) recovery plan projects required to restore facilities must be distinguished and recorded
separately from ongoing maintenance and other routine repair work;
(b) accounts must be maintained separately by project numbers assigned in the recovery plan;
(c) accurate time sheets for labour and equipment must be kept by project number to assist in the
calculation of eligible costs;
(d) all invoices for goods and services must be kept by project number and must be accompanied
by statements indicating the reason for purchasing the goods and services and their applicability
to recovery operations.
(12) After a claim has been submitted under subsection (9), the Provincial Emergency Program must
review the claim and must notify the local government body, in writing, of the results of that review and, if
some or all of the claim has been accepted, of the amount of assistance that is to be provided to the local
government body in respect of that claim.
(13) After determining the amount of assistance that is to be provided to a local government body under
this section, the Provincial Emergency Program must promptly provide payment of that amount to the
local government body along with an explanation as to how the final amount was determined and the
reasons for the deletion of any claimed items.

Schedule 5

[am. B.C. Reg. 238/95.]
1 For the purposes of section 22 (1) "eligible local government body expenses" means eligible costs
incurred or required for
(a) structural repair to or replacement of a public facility including
(i) foundations, footings, seals, slab floors, pilings, structural walls and attached garages,
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(ii) framing, roofing, doors, windows, materials, wall coverings, mouldings, fixtures and
finishings,
(iii) filling and levelling to restore essential access,
(iv) parking areas, pumps, services and connections and space and water heating
equipment,
(v) retaining walls that form part of a public facility or that are essential to sustain land
that is immediately adjacent to and critical to the public facility, and
(vi) existing protective works designed to protect banks from erosion,
(b) repair to or replacement of eligible local government body materials including books, papers
and other records essential to local government body functions and operation,
(c) clean up and debris removal including
(i) removal of damaged structures that constitute a threat to public safety,
(ii) pruning or removal of trees that constitute a threat to public safety,
(iii) removal of emergency works and the restoration of their sites to pre-disaster
condition, and
(iv) necessary clearance of debris and wreckage from channels and streams, intakes and
outfalls of sewers and storm drains and water supply reservoirs, and

)

(d) emergency response measures including
(i) the rescue and transportation of and the emergency health arrangements and feeding,
shelter and clothing for persons evacuated as a result of a disaster,
(ii) shelter and feeding for livestock, including the restoration of facilities used for those
purposes,
(iii) measures taken to reduce the extent of damage by the removal of hazardous
materials, valuable chattels, and assets from the area of immediate risk, including the
provision of storage space and transportation costs,
(iv) measures to determine the area and extent of the disaster,
(v) containment of the disaster including the provision of essential services, equipment,
material and labour for protective works, both for individual protection and for that of
publicly owned institutions and utilities,
(vi) the provision of emergency medical care to casualties of the disaster or of a resulting
epidemic including the transportation of casualties from an apprehended disaster area
and their return following the disaster or the transportation of regular patients to make
way for casualties and their return following the disaster,
(vii) the establishment and implementation of special security measures , and
(viii) the establishment and operation of any one or more of special commun ications
facilities, special registration and inquiry services, emergency control headquarters, and
protective health and sanitation facilities,
(e) the deductible amounts for insurance costs,
(f) costs of inspection , appraisal, planning or design if the services for which the costs are
incurred are essential to the local government body's ability to determine the costs of repair,
rebuilding or replacement, provided that the claim, under this paragraph:
(i) must exclude costs incurred by the permanent staff of local government body
agencies, and
(ii) may include the cost of temporarily filling positions of full-time staff while those full
time staff are engaged in conducting disaster assistance surveys and assessments if
documentation is available specifying the positions being filled, the persons employed
and the actual time during which they were so employed,
(g) general administrative costs arising out of individual projects within a recovery plan submitted
under section 33 (3),
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(h) replacing local government body stores or materials that are damaged or destroyed in
responding to emergencies or in repairing public facilities damaged in disasters, and
(i) payment by the local government body of compensation it is obligated to pay under Part 1 as a
result of the disaster,
but does not include

U) loss of operational income,
(k) amounts paid to private contractors in excess of the rates listed in the B.C. Equipment Rental
Rate Guide, or
(I) costs incurred or required for or in relation to
(i) damages that are the direct result of inadequate drainage or internal sewer or storm
backup for which insurance was reasonably and readily available,
(ii) works undertaken as preventive measures to guard against future disasters for which
prior approval of the Provincial Emergency Program has not been obtained,
(iii) construction materials in storage or available for construction purposes, unless those
materials are inventory,
(iv) Repealed. [B.C. Reg. 238/95.]
(v) landscaping,
(vi) eroded or damaged land except for essential access routes and the removal of
debris,
(vii) Repealed. [B.C. Reg. 238/95.]
(viii) illegal encroachments on or improvements of land or structures for the purpose of
damage reduction,
(ix) scalping of gravel beds other than the cost incurred or required to remove a
deposition that is unusually heavy and that is directly related to the disaster,
(x) the purchase of special or additional equipment to fight the disaster,
(xi) salaries of permanent employees, except for overtime,
(xii) expenditures related to preventative measures taken before the disaster, including
equipment purchased or measures taken that would or should be a normal part of
preparations to avoid or mitigate the effects of a disaster,
(xiii) eroded or damaged land except for essential access routes and removal of debris,
(xiv) chemicals , preservatives, fuels and other like items,
(xv) unoccupied government premises under construction,
(xvi) costs incurred in relation to illegal encroachment on or improvement of land for the
purpose of damage reduction, and
(xvii) costs incurred due to the cancellation or rescheduling of regular works projects.
Copyright© 2004: Queen's Printer, Victoria, British Columbia, Canada
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5. Glossary
This section offers definitions and support information for key topics in financial
assistance.

British Columbia Emergency Response Management System (BCERMS)
A comprehensive management scheme that ensures a coordinated and
organized provincial response and recovery to any and all emergency incidents.
The broad spectrum of BCERMS components includes operations and control
management, qualifications, technology, training, and publications.
Disaster Financial Assistance (DFA)
A provincial cost-sharing program with local government and private sector
claimants based on provincial legislation. For more information,
www.pep.bc.ca/dfa_claims/dfa.html
Emergency Operations Centre (EOG)
A designated facility established by an agency or jurisdiction to coordinate the
overall agency or jurisdictional response and support to an emergency response.
The Finance/ Administration function in the Emergency Operations Centre has
direct responsibility for supporting subsequent claims for financial assistance for
response costs, including:
• Complete Purchase Orders using local authority procedures and track in a
worksheet for accessibility if amendments are required.
• Liaise with Incident Command Posts, providing clarity of financial process
and procedures and eligibility criteria. If eligibility is unclear, consult
PREOC for guidance.
• Ensure that all expenditures and financial claims received up to the
demobilization date have been processed and documented.
• Complete all financial logs and documentation and forward to the EOC
Documentation Unit.
• Ensure any open actions are assigned to appropriate local authority staff
for follow up.
Expenditure Authorization Form (EAF)
A local authority may use this form (EOC Form 530) to verify eligibility of specific
emergency response costs. See the discussion in the section entitled "EOC
Procedures - Step 2" and Form 530 under "Forms for Response."
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Finance/Administration Section
This Section of the Emergency Operations Centre (EOC) is responsible for all
incident costs and financial considerations. The Finance/Administration Section
includes the Time Unit, Purchasing Unit, Compensation/Claims Unit, and Cost
Unit.
Indian and Northern Affairs Canada (INAC)
The federal department that has primary responsibility for meeting the federal
government's constitutional, treaty, political and legal responsibilities to First
Nations, Inuit and Northerners.
Incident Commander (IC)
The individual responsible for the management of all incident operations at the
incident site. The term 'Incident Commander ' shall be deemed to include Unified
Command.
Incident Command Post (ICP)
The location at which the primary command functions are executed. The ICP
may be co-located or shared with the incident base or other incident facilities.
Livestock
As defined in the British Columbia Range Act means cattle, horses, mules,
asses, sheep, goats and any prescribed animal, but does not include wildlife
designated under the Wildlife Act, exotic game animals, buffalo, swine or poultry.
Local Authority
Local authority includes:
• for a municipality, the municipal council
• for an electoral area in a regional district, the board of the regional district
• for a national park, the park superintendent or park superintendent's
delegate
Local Government Body
For the purposes of DFA recovery, a public body, local public body, local
government body, educational body, or health care body within the meaning of
the Freedom of Information and Protection of Privacy Act.
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Materials
Materials, in relation to a local authority, means equipment and materials
essential to the functions and operation of the local authority including, without
limitation, essential office and institutional furnishings.
PEP Policies in Response
The following policies are relevant to financial assistance, and are available on
the PEP website at: http://www.pep.bc.ca/
Number
00-2
00-6
00-7
00-8
00-11
00-12
01-03

Title
Repair or Replacement of Lost/ Damaged Equipment or
Personal Property
Evacuee Living Assistance
Emergency Service Volunteers
Accommodation Expense Reimbursement - Volunteers
Reimbursement for Local Government Services
Reimbursement Rates - Volunteers and Volunteer Groups
Meal Reimbursement Emergency Service Volunteers

Effective Date
January 2004
May 2000
May 2000
May 2000
June 2000
July 2004
April 2001

Provincial Regional Emergency Operations Centre (PREOC)
The organizational structure responsible for managing the provincial response at
the regional level.
Public Works
Eligible public works includes streets, roads, bridges, dams, breakwaters,
wharves, dikes, levees, drainage facilities, flood control and irrigation systems
and publicly owned sewer and water utilities.
Recovery Claim Submission
A claim for eligible recovery costs may be submitted by a local authority for
projects approved on the recovery plan.
Recovery Costs
Costs incurred to repair or replace essential local authority materials, structures
and public works.
Recovery Plan
The intent of the Recovery Plan is to provide enough detailed information to
assess costs eligible for disaster financial assistance. A suggested spreadsheet
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format has been developed to assist local authorities in preparing the recovery
plan.
Recovery costs that are not specific to one project (e.g., engineering fees to
scope out and design repairs needed at all or some project sites), can be equally
distributed across all relevant projects or a specific project number can be
created specifically for these types of costs. If a specific project number is
created, the projects the cost relates to must be included as a comment.
Resource Requests
Requests for Resources (EOC Form 514) are completed by the Operations
Section and then are forwarded to Logistics for acquisition of the resources.
Logistics then forwards approved and completed Request for Resources to the
Finance/Admin Section in the EOC to track costs.
Response Costs
Also called "emergency response measures" in the C & DFA Regulation, this
category includes:
1. The rescue and transportation of and the emergency health arrangements
and feeding, shelter and clothing for persons evacuated as a result of a
disaster.
2. Shelter and feeding for livestock, including the restoration of facilities used
for those purposes.
3. Measures taken to reduce the extent of damage by the removal of
hazardous materials, valuable chattels, and assets from the area of
immediate risk, including the provision of storage space and transportation
costs.
4. Measures to determine the area and extent of the disaster.
5. Containment of the disaster including the provision of essential services,
equipment, material and labour for protective works, both for individual
protection and for that of publicly owned institutions and utilities.
6. The provision of emergency medical care to casualties of the disaster or of
a resulting epidemic including the transportation of casualties from an
apprehended disaster area and their return following the disaster or the
transportation of regular patients to make way for casualties and their
return following the disaster.
7. The establishment and implementation of special security measures.
8. The establishment and operation of any one or more of special
communications facilities, special registration and inquiry services,
emergency control headquarters, and protective health and sanitation
facilities.
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Structures
Structures, in relation to a local authority, means a structure that is essential to
the functions and operations of the local authority including, without limitation,
government and public buildings, police stations, fire stations, and structures
essential to the operation of public recreational facilities such as parks.
Volunteers
PEP will reimburse emergency service volunteers and volunteer groups for
defined personal out-of-pocket expenses and for the use of their personal
equipment and property, such as vehicles, boats, horses, or aircraft, for approved
emergency response tasks.
1. Response Tasks, which exceed three hours duration and where a meal is
NOT provided, $13.25 per meal may be claimed by each volunteer to a
maximum of four meals per 24-hour period:
• Up to 3 hours - no meal
• Over 3 hours - one meal
• 6 to 9 hours - two meals
• 9 to 12 hours - three meals
• Over 12 hours - four meals
2. Volunteer Accommodations - There are occasions when volunteers may
be required to obtain overnight accommodation when engaged in an
authorized task outside their local area. Therefore, the Provincial
Emergency Program has added accommodation to the list of volunteer
expenses which may be reimbursed.
3. The conditions for reimbursement of accommodation expenses are:
• Accommodation was required as the result of an authorized
task;
• A PEP Task Number has been assigned; and
• Reimbursement will be at the applicable provincial government
rates for commercial accommodation or private lodging.
4. Obtain approval for reimbursement of volunteer accommodation expenses
from the applicable PEP Regional Manager using an Expenditure
Authorization Form.
5. After an emergency volunteers forward an Expense Reimbursement
Request, together with receipts and Task Registration Form, to the
applicable PEP Regional Manager for approval and submission to PEP
headquarters for payment.
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Introduction
Declaring a state of local emergency enables local authorities in the
Province of British Columbia to exercise the emergency powers listed in
the Emergency Program Act. The emergency powers are utilized by the
local authority to order the evacuation of residents from their homes,
prohibit travel and enter private property when an emergency threatens
lives, property, or the environment within the local authority's jurisdiction.
Local authority emergency program staff and elected officials must be
prepared to declare a state of local emergency in response to an
emergency or disaster at a moment's notice. Therefore, local authority
emergency plans must clearly and concisely outline the process for
declaring a state of local emergency, as well as managing the application
and use of the emergency powers.
This document provides answers to some of the most frequently asked
questions and provides recommendations about how to issue a
declaration by order. The example documents attached at the end of this
manual are intended to assist local authorities in the collection of
information that is required and appropriate for declaring a state of local
emergency by order only. The process for the creation and issuance of
local government bylaws is dictated by other legislation and is not covered
in this document. Further, this document does not address details about
utilization of the emergency powers by a local authority.
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Terminology:
'Act' refers to the Emergency Program Act.
'Eme rgency' means a present or imminent event or circumstance that
(a) is caused by accident , fire, explosion, technical failure or the
forces of nature, and
(b) requires prompt coordination of action or special regulation of
persons or property to protect the health, safety or welfare of a
person or to limit damage to property.
'Disaster' means a calamity that
(a) is caused by accident , fire, explosion, technical failure or the
forces of nature, and
(b) has resulted in serious harm to the health, safety or welfare of
people, or in widespread damage to property.
'Local declaration' or 'Local Dec' refers to a declaration of state of local
emergency.
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What is a declaration of a state of local emergency?
This is a temporary emergency authority measure authorized by the
Emergency Program Act. A declaration of a state of local emergency has
to be initiated by either a local government bylaw or order and is valid for a
period of seven days.

Why would a local authority declare a state of local emergency?
A local authority would declare a state of local emergency when an
emergency or disaster (as defined in the Emergency Program Act) within
its jurisdiction requires access to the extraordinary emergency powers of
the Emergency Program Act.
Emergency powers available to the local authorities through the legislation
are as follows:
•

•

•
•

•

•

•

acquire or use any land or personal property considered
necessary to prevent, respond to or alleviate the effects of an
emergency or disaster;
authorize or require any person to render assistance of a type
that the person is qualified to provide or that otherwise is or
may be required to prevent, respond to or alleviate the effects
of an emergency or disaster;
control or prohibit travel to or from any area of British Columbia;
provide for the restoration of essential facilities and the
distribution of essential supplies and provide, maintain and
coordinate emergency medical, welfare and other essential
services in any part of British Columbia;
cause the evacuation of persons and the removal of livestock,
animals and personal property from any area of British
Columbia that is or may be affected by an emergency or a
disaster and make arrangements for the adequate care and
protection of those persons, livestock, animals and personal
property;
authorize the entry into any building or on any land, without
warrant, by any person in the course of implementing an
emergency plan or program or if otherwise considered by the
minister to be necessary to prevent, respond to or alleviate the
effects of an emergency or disaster;
cause the demolition or removal of any trees, structures or
crops if the demolition or removal is considered by the minister
to be necessary or appropriate in order to prevent, respond to
or alleviate the effects of an emergency or disaster;
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•

•

construct works considered by the minister to be necessary or
appropriate to prevent, respond to or alleviate the effects of an
emergency or disaster;
procure, fix prices for or ration food, clothing, fuel, equipment,
medical supplies or other essential supplies and the use of any
property, services, resources or equipment within any part of
British Columbia for the duration of the state of emergency.

Note(s): The emergency powers are written from the provincial
perspective. They are applicable to the local authority with the restrictions
outlined in section 12(1) of the Act that limits the scope of the emergency
powers to the local authority jurisdictional area.
The Minister, as part of the provincial oversight, may order the local
authority to refrain or desist from using any one or more of the emergency
powers listed above. These powers infringe on civil liberties of citizens and
should only be drawn upon by local authorities when no other reasonably
achievable options are available to protect the community.
The most frequently cited reasons to declare a state of local emergency is
to facilitate the mandatory evacuation of people and livestock, and the
need to access private property when public safety is threatened .

When is a declaration of a state of local emergency NOT required?
A declaration is not required:
• to implement part or all of a local emergency response plan, as
long as access to emergency powers are not required;
• to gain liability protection under the Emergency Program Act;
• to issue evacuation alerts;
• to recover eligible response costs; and
• to qualify for eligible disaster financial assistance under the
Emergency Program Act.

How does a local authority declare a state of local emergency?
A declaration of a state of local emergency must be made either by a
bylaw or resolution if made by a local authority, or by order if made by the
head of a local authority.
Bylaw or Resolution
Assuming time permits, the municipal council or the regional board could
meet to establish a bylaw or resolution that authorizes a declaration of a
state of local emergency. The procedures for creating a local government
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bylaw or resolution are explained in other local government legislation
and, as such, are not provided in this document.
Order
An order is the most common mechanism used, since most situations do
not allow sufficient time to complete the procedures required to establish a
local government bylaw or resolution. An order can only be issued by the
head of a local authority. In the case of a municipality, the head is the
mayor (or designate). In the case of a regional district, the head is the
board chair (or designate). The head of the local authority must use best
efforts to obtain consent of the other members of the local authority and
must, as soon as possible, convene a meeting of the local authority to
assist in directing response activities.

What information must be included in a declaration of a state of local
emergency?
According to the Act, the local declaration must identify the following
information:
• the nature of the emergency; and
• the geographic boundaries (preferably shown on an attached
map) within which the declaration will apply.
Note: It is recommended the local authority ensures the geographic area
identified in the local declaration will allow for the potential expansion of
the footprint of the emergency event. This will minimize the need for
issuing multiple declarations to accommodate events that may continually
change in scope such as flooding or an urban/interface wildfire.
In order to ensure the validity of the local declaration, the following
should be included:
• the date of the local declaration; and
• the signature of the head of the local authority.

What other information should be included with the local declaration
when provided to the Minister responsible?
Authorization Document
The head of the local authority can authorize others to exercise the
emergency powers on his or her behalf. A written document must be
provided to indicate the details of the delegation of powers. This document
may be predetermined and included in the local emergency plan and
should be readily available for use in the submission of the declaration.
There is an example provided in this document for reference.
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Map of Impacted Area
Providing a map of the identified geographic area described in the
declaration order will assist everyone in understanding the scope and
scale of the emergency or disaster.

Are local authorities required to consult with EMBC staff prior to
declaring a state of local emergency?
No. Local authorities should rely on their own legal advisors to ensure that
procedures and local declarations are consistent with the Emergency
Program Act. EMBC staff are available to provide information on their
experience and past practices with regard to use and applications of the
Emergency Program Act.
Note: Local authorities must immediately forward a copy of the completed
declaration documents to the Minister. This should be carried out through
the appropriate EMBC regional office or activated Provincial Regional
Emergency Operations Centre (PREOC).

What must be done by a local authority once they have declared a
state of local emergency?
Immediately after making a declaration of a state of local emergency, the
local authority or the head of the local authority must:
• forward a copy of the declaration to the Minister responsible.
- The local authority must send a copy of the signed local
declaration to the appropriate PREOC, if activated, or the local
EMBC regional office which will ensure the Minister is informed,
as required by legislation.
- Verbal contact with the PREOC should be made to ensure
receipt of documents.
• cause the details of the declaration to be published by a means of
communication that the local authority or the head of the local
authority, as the case may be, considers most likely to make the
contents of the declaration known to the population of the affected
area. (It is strongly recommended that accompanying maps are
included in the publication.)
• proof of publication must be provided to EMBC to verify to the
Minister responsible that the local authority has met the legislative
requirement.
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How does a local authority use the emergency powers?
A local authority may authorize, in writing, the selected persons or
agencies approved to use the emergency powers assumed by the local
authority under a declared state of local emergency. Authorized use of
emergency powers, together with such terms, conditions or limitations
imposed by a local authority, must be defined in writing upon issuing a
declaration of a state of local emergency order.
Note(s): The local authority is responsible for the use of the emergency
powers by any person or agency authorized to act on its behalf.
The Minister, as part of the provincial oversight, may order the local
authority to refrain or desist from using any one or more of the emergency
powers. These powers infringe on civil liberties of citizens and should only
be used by local authorities when no other options are available to protect
the community. The local authority is responsible for advising all delegated
users of the emergency powers about the restrictions imposed by the
Minister.

When does a local declaration terminate?
A declaration of a state of local emergency is terminated when:
• it expires;
• the Minister or the Lieutenant Governor in Council cancels the state
of local emergency;
• the local authority declares the state of local emergency to be
cancelled; or
• it is superseded by a state of emergency issued by the Minister or
Lieutenant Governor in Council.

What must be done by a local authority once the declared state of
local emergency has terminated?
Immediately after the termination of a declaration of state of local
emergency, the local authority must cause the details of the termination to
be published by a means that is most likely to make the termination known
to the majority of the population.
Proof of publication must be provided to EMBC to verify to the Minister
responsible that the local authority has met the legislative requirement.
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When does a local declaration expire?
A local declaration expires seven (7) days from the date it is signed unless
it is extended. The seven day period is determined by the Interpretation
Act Section 25(5) which states that "the first day must be excluded and the
last day included." For example, if a local authority declares a state of
local emergency on a Friday at any time between 0001hr and 2359hr, this
local declaration will remain in effect until the following Friday at midnight.

Is it okay to simply let a declaration expire when access to the
emergency powers are no longer required?
No. When the emergency no longer exists in the area to which a
declaration of a state of local emergency was made, the head of the local
authority must make an order, or the local authority must pass a bylaw or
a resolution, cancelling the declaration of a state of local emergency. The
local authority must then cause the details of the cancellation to be
published by a means that is most likely to make the cancellation known to
the majority of the population of the affected area.
Proof of publication must be provided to EMBC to verify to the Minister
responsible that the local authority has met the legislative requirement.

How does a local authority extend a declaration of a state of local
emergency?
When an emergency exists and the continued use of emergency powers is
required and justified, the local authority may seek the approval of the
Minister to extend the term of the declaration beyond the seven day
period. A completed Extension Request form should be submitted to the
PREOC, if activated, or to the local EMBC regional office. The local
authority should submit the request for extension with the justification as
soon as it determines emergency powers to be required beyond the
current expiry date, and when possible should be sent to EMBC to provide
to the Minister for signature 48 hours prior to the declaration expiring. If
the declaration extension request is not received in time for the Minister's
signature before the original declaration expires, a new declaration of a
state of local emergency must be issued.
The Minister will issue an approval of the extension as appropriate. Each
extension is valid for a seven day period and further extensions may be
requested .
The local authority must then cause the details of the extension to be
published by a means of communication that the local authority or the
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head of the local authority as the case may be, considers most likely to
make the contents of the declaration known to the population of the
affected area.
Proof of publication must be provided to EMBC to verify to the Minister
responsible that the local authority has met the legislative requirement.

Can a local authority use the extension process to change the area
under declaration or the description of the nature of the event?
No. An extension request only changes the expiry date of a current local
declaration - it does not allow for a change in the area under declaration or
a change in the nature of the event. In these cases a new declaration of a
state of local emergency must be issued.

How does a local authority cancel a declaration of a state of local
emergency?
The local authority or the head of the local authority must, when of the
opinion that an emergency no longer exists and the continued use of
emergency powers is therefore not required or justified, cancel the
declaration of a state of local emergency. This can be accomplished
through:
•
•

bylaw or resolution, if the cancellation is effected by the local
authority; or
order, if the cancellation is effected by the head of the local
authority.

The method of cancelling the local declaration is not dependent upon how
it was initially authorized. This means that a local declaration made by a
local authority and enabled through bylaw or resolution can be cancelled
by the head of that local authority via an order. As well, should the head of
a local authority declare a state of local emergency by order, the
declaration can be cancelled by the local authority through a bylaw or
resolution.
Notification of cancellation of the declaration must be submitted to the
Minister through the appropriate PREOC if activated or to the local EMBC
regional office, which will ensure that the Minister is informed. The local
authority must then cause the details of the cancellation to be published
by a means of communication that the local authority or the head of the
local authority, as the case may be, considers most likely to make the
contents of the declaration known to the population of the affected area.
Page I 13

._. I

Emergency
c II/.1/J/, Manageme ntBC
Declaring a State of Local Emergency

What happens to a declaration of a state of local emergency when a
declaration of state of emergency is issued by the Province?
In any geographic overlap between the two declarations, the order issued
by the Province will supersede the local declaration as described in the
legislation in 14 (3). The Minister may then authorize the use of any
required emergency powers to a local authority, as appropriate.

Can a declaration of a state of local emergency disregard provincial
or federal acts or regulations?
No. A declaration of a state of local emergency allows a local authority
access to very specific emergency powers that are intended to facilitate
required actions to effectively respond to an emergency within the local
authority's jurisdiction. For example, the powers granted to a local
authority through a declaration of a state of local emergency do not allow
the local authority to close a provincial highway or to evacuate First Nation
lands.

What are the limitations of a state of local emergency?
A state of local emergency is:
• only justified during an emergency or disaster as defined by the
Act.
• limited geographically to the jurisdictional boundaries of the
declaring local authority or to any specifically described area by the
local authority within these boundaries. When the application of
emergency powers is required outside of the jurisdiction of the local
authority, two options may be considered:
- the neighbouring jurisdiction may declare a state of local
emergency; or
- in the case of a major impact across jurisdictions a provincial
state of emergency may be considered for the entire geographic
area.
• Local declarations are short term emergency measures to allow a
local authority to effectively respond to an emergency or disaster.
The duration of the local declaration is limited to seven days.
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How and when does the local authority send proof of publication to
EMBC?
Proof of publication must be provided within 24 hours to EMBC to the
PREOC (if activated) or the Regional Office for every declaration,
extension, or termination of a state of local emergency. Acceptable forms
of proof of publication include media releases, social media posts, and
website links.

References:
A. Emergency Program Act [RSBC 1996] Chapter 111
B. Local Government Act [RSBC 1996] Chapter 323
C. Community Charter [SBC 2003] Chapter 26
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Appendix A
The following pages contain completed examples of all the discussed
forms for the declaration of a state of local emergency by an order.
Templates (in Microsoft Word and Print and Fax versions) are provided on
the Province 's website for use by the local authority. These may be
included in the local authority plans and processes during an emergency
or disaster in their jurisdiction.
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Detailed description of the components of a
Declaration of State of Local Emergency

type of hazard
Identify the
threatening hazard
as ii relates to the
Emergency
Program
Management
Regulation and the
hazards listed in
Schedule 1.

ORDER

WHEREAS [type of hazard} in [name of the local authority};

AND WHEREAS [explanation of ongoing or imminent threat to
life or property];
Provide a unique
description of the
imminent threat or
hazard to the local
authority jurisdiction.
For example, "The
Okanagan Park Fire"
uniquely identifies
that one fire as
opposed to any
other fire occurring
in the local authority
jurisdiction.

AND WHEREAS this [type of hazard] emergency requires
prompt coordination of action or special regulation of persons or·
property to protect the health, safety or welfare of people or to
limit damage to property;
NOW THEREFORE:
IT IS HEREBY ORDERED pursuant to Section 12 (1) of the
Emergency Program Act (RS, 1996, Chap 111) that a state of
local emergency exists in
[specific geographic boundaries of designated area]

short consequence
statement

head of local
authority
In a municipality,
this role belongs to
the mayor and in a
regional district's
electoral area, ii
belongs to the chair
of the board of the
regional district.

explanationof
ongoing or imminent
threat to life or

property

short hazard
description

Describe in general
terms the potential
consequences
should the local
authority lack the
emergency powers
indicated by the
declaration order.
For example,
"potentially resulting
in severe impact on
the local economy
and the well being of

name of local
authority
Use the corporate
name of the local
authority. For
example, The
Corporation of The
District of Saanich.

due to /short hazard description] and
[short consequence statement];

1

IT IS FURTHER ORDERED THAT the [name of the local
authority] , its employees, servants and agents are empowered
pursuant to Section 13 (1) of the Emergency Program Act to do
all acts and implement all procedures that are considered
necessary to prevent or to alleviate the effects of the emergency.
ORDERED by the [head of the local authority} this date [date] to
remain in force for seven days until [date] at midnight unless
cancelled by [name of the local authority] or the Minister
responsible.

Si/}nature
(Head of the local authority)

Describe how the
hazard is going to
impact the local
authority. For
example, "in
response to the
extreme danger and
flooding risk caused
by ice jams on Naver
Creek".

specific geographic
boundaries of designated
area
Use geographic
boundaries that are easily
recognized by the general
public and do not require
extensive searching. To
avoid having to issue
multiple declarations, as
an event evolves consider
including an entire
electoral region. The
boundaries stated should
encompass any areas
that are likely to be
impacted by the event.
For example, a flood
event may very well start
off locally in a street or
neighbourhood but has
the potential to spread to

date
The format for dates should be; the month,
written out fully, followed by numerical date,
and then the numerical year. For example,
Seotember 19. 2011

Declaration of State of Local Emergency
ORDER
WHEREAS flooding is occurring in The Regional District of Anywher
AND WHEREAS resident cottages are likely to be impacted
in the Electoral Area B and people and property are dir: ctly thr ate

e

NOW THEREFORE:
c

n 2 1) f the E
rgency Program
exists in the electoral
ial damage and threat to
ergency powers will be
expected impacts;

Regional District of Anywhere, its
nts are empowered pursuant to Section 13 (1) of
g
c
do all acts and implement all procedures that are
ary to prevent or to alleviate the effects of the emergency.
D by Chair, George this date September 28, 20XX to remain in
force for n days until October 05, 20XX at midnight unless cancelled by
order of The Regional District of Anywhere or the Minister responsible.

Signature
(Head of the local authority)
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Authorization of Emergency Powers Matrix

Local authority
may choose to
enter other
position
descriotions.

Assigned To
Emergency Powers

EOC
Director

Deputy
EOC
Director

Operations
Section
Chief

Acquire or use any land or personal property
considered necessary to prevent, respond to or
alleviate the effects of an emer enc or disaster.
Authorize or require any person to render assistance of
a type that the person is qualified to provide or that
otherwise is or may be required to prevent, respond to
or alleviate the effects of an emer enc or disaster.
Control or prohibit travel to or from any area of British
Columbia.
Provide for the restoration of essential facilities and the

NOTE: Other individuals/agencies may be included in the matrix at the
discretion of the head of a local authority.

Incident
Commander
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Extension Request
For
State Of Local Emergency
WHEREAS life and property remain at risk due to Wobashau Creek floo
Regional District of Anywhere:

October 04 2017
Date Signed

PPROVED NOT APPROVED pursuant to Section 12(6) of the
Emergency Program c RS, 1996, Chap.111) that The Regional District of
Anywhere may extend the duration of a state of local emergency for a further seven
days to October 12, 2017 at midnight.

Signature
(Minister responsible)

October 04 2017
Date Signed

B snm,
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State of Local Emergency
CANCELLATION ORDER
Date: October 08, 2017
WHEREAS the flooding at Wobashau Creek in The
Anywhere;

Printed Name
(Head of the local authority)

Signature
(Head of local authority)

Regional District of Central Okanagan Emergency Management Program

FORMS AND TEMPLATES
Numerical Listing:




























EOC 401 - Management Team Briefing Agenda
EOC 401A - EOC Format Briefing
EOC 414 - Position Log
EOC 415 - Damage Assessment
EOC 418 - ESS Situation Report
EOC 501 - Situation Report
EOC 502 - Action Plan
EOC 502 - Action Plan – Multiple Events
EOC 511 - Check-in/Check-out List
EOC 514 - Request for Resource
EOC 530 - Expenditure Authorization Form
EOC 550 - Major Incident Report
ICS 207 - Organization Chart
EOC Staff Allergy and Food Preference Report
EOC Visitor Check-in/Check-Out List
Evacuation Area Temporary Access Permit
Evacuation Area Temporary Pass-Through Permit
Evacuation Area Temporary Access/Pass-Through Permit Master List
Evacuation Alert
Evacuation Alert Rescind
Evacuation Order
Evacuation Order Rescind
Shelter-In-Place Alert
Shelter-In-Place Alert Rescind
State of Local Emergency Declaration and Authorization Matrix
State of Local Emergency Extension
State of Local Emergency Cancellation

Date of Issue: January 2020
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Regional District of Central Okanagan
Emergency Operations Centre

EOC Management Team Briefing Agenda
Event:

Date:

Operational Period
From:

To:

EMBC Task Number

Time:

Chaired by:

Agenda Items:

Responsible Function:

1.

Status Reports (Use EOC 401A)

All Functions

2.

Old Business (Follow-up from last Briefing)

EOC Director

3.

Resource Status

Planning Section Chief

4.

Probabilities and Predictions

Planning Section Chief

5.

Public Information and Media

Information Officer

6.

Priorities and Objectives

EOC Director

7.

Attachments

Planning Section Chief

8.

New/Other Business

All Functions

Tasks/Assignments
(Outcomes from Briefing)

Responsible Function

Estimated Completion
Time

a.
b.
c.
d.
e.
f.
g.
h.
i.
j.

Briefing Notes/Minutes:

Recorder (Notes taken by)

Distribution:
□ EOC Director
□ Risk Management Officer
□ Liaison Officer
□ Information Officer
EOC 401

Approved by (EOC Director)

☐
☐
☐
☐

Operation Section Chief
Planning Section Chief
Logistics Section Chief
Finance & Administration Section Chief
January 2020

Regional District of Central Okanagan
Emergency Operations Centre

EOC BRIEFING FORMAT
Event:

Time:

Date:

Operational Period:

EMBC Task Number:

Function:
Presenter:

Current Situation:

Outstanding Needs (Unmet Issues):

Future Activities (for next operational period):

Public Information and Media Issues:

Note: DO NOT repeat any information reported in previous briefings or shared by other EOC staff.

EOC 401A

January 2020

Regional District of Central Okanagan
Emergency Operations Centre

POSITION LOG

Event:

Operational Period:

Name:

Section:

Task No.:

Date: (yyyy-mm-dd)

Position:

Incident No.:

Personnel Roster

If applicable, record all on-duty personnel reporting to your position.
Name:
Function/Position:
Assigned Location:

Time
From:

EOC 414

LOG

Time
To:

Activity/Action

Page

_ of

Done

January 2020

Regional District of Central Okanagan
Emergency Operations Centre
Time
From:

EOC 414

LOG

Time
To:

Activity/Action

Page

_ of

Done

January 2020

Regional District of Central Okanagan
Emergency Operations Centre

Damage Assessment – Infrastructure
Event:

Time:

Date:

Operational Period
From:
To:

EMBC Task #:

Position:

No.

Estimated Value

Comments

Power Facilities Damaged
Power Facilities Destroyed
Natural Gas Facilities Damaged
Natural Gas Facilities Destroyed
Telephone Facilities Damaged
Telephone Facilities Destroyed
Communications Facilities Destroyed
Communications Facilities Destroyed

Total Damage:
Priority Repairs/Restoration:

Prepared by:

EOC 415

Date:

Page

Time:

of

January 2020

Emergency Social Services
Local Situation Report
FROM: EOC – ESS BRANCH COORDINATOR
TO:

EMBC Task #:

PREOC – ESS BRANCH COORDINATOR

Community Name:

Date:

Community Contact:

Position:

Phone Number:
Response Outlook:
Reporting Period:

(

)

Fax Number:

-

Improving

Unchanged

From:

(

)

-

Deteriorating

To:
Current ESS Reception Centre

& Group Lodging Status:
Reception Centre / Group
Lodging Name

Time:

Address or Location

Total number of evacuees registered to date
Number of Evacuees in group lodging (current number)
Number of Evacuees in commercial accommodation
(current number)

Number of ESS workers activated this reporting period (total):
Volunteers
Community Staff
Local Authority Staff
Estimated cost of referrals (food, clothing, lodging) this reporting period

$

Estimated cost of on-site ESS operations this reporting period

$

EOC 418

Current ESS Priority Needs
(Personnel / Supplies / Information)

Resource Request Attached:

Yes

or

No

Future Outlook / Planned Actions:

Comments:

Signed off by:

Name

Position

PREOC Use Only
Check One: This Report was
Received by fax or email from community
Created at PREOC via phone call to community contact
Completed at PREOC by:

Name

Position

EOC 418

Regional District of Central Okanagan
Emergency Operations Centre

Situation Report – Part 1: Summary
Local Authority: Regional District of Central Okanagan
Date of Report: yyyy-mm-dd
Time of Report: 0000 hours
Site-Support Facility:
Activation Level: ☐ Level 1

☐ Level 2

☐Level 3

Jurisdiction:
Operational Period:

EOC Hours of Operation: 0800 to 1600 hours

Primary Contact Information:
Name:
Phone: 250-469-8492

General Incident / Event Information:
Event Name:
Overall Status:

Function: Liaison Chief
Email: EEoc.liaison@kelowna.ca

Fax: 250-862-3367

☐ Major Assistance Required
□ Resolved

Task No.:

Incident No.:

☐ Assistance Required
☐ Unknown

☐ Under Control
☐ Closed

Incident Prognosis: ☐ Worsening

☐ Stable

☐ Improving

☐ Unknown

Overall Severity:

☐ Moderate

☐ Minor

☐ Unknown

☐ Major

Initial Situation Summary (what has happened and/or changed since the last Situation Report? Bold new information)

Current
Objectives/
Priorities:
Future
Objectives/
Priorities:
Concerns/
Problems:
Prepared by:

Enter Name

Approved by:

___________________________________
Planning Chief, [Enter Name]

_______________________________
Date & Time

___________________________________
EOC Director, [Director’s Name]

_______________________________
Date & Time

EOC 501 – Levels 1, 2, 3

Function: Situation

Date & Time: ___________________

January 2020

Regional District of Central Okanagan
Emergency Operations Centre

Situation Report - Part 2: Details (Local Authority)
Local Authority: Regional District of Central Okanagan
Date of Report: yyyy-mm-dd
Time of Report: 0000 hours

Operational Period: 00

Site Support Activities
Declaration
Issued:

Effective
Date:

Yes ☐ No ☐

Anticipated
Cancellation Date:

Protective Measures in EFFECT:
Shelter-inPlace:

Yes ☐ No ☐

Coverage
Area(s):

# Persons
Impacted:

Evacuation
ALERTs:

Yes ☐ No ☐

Coverage
Area(s):

# Persons
Alerted:

Evacuation
ORDERs:

Yes ☐ No ☐

Coverage
Area(s):

# Persons
Evacuated:

Reception Centre(s)/Group Lodging Facilities ACTIVATED:
#

Facility Name

Yes ☐

Address

No ☐
Capacity

1
2
3

Disaster Response Routes ACTIVATED:
Details/Routes
Activated:

Yes ☐

Total
Registered

Comments
(Hours of Operations)

No ☐

Major Impacts
People
Impacts:
□ None

Under Alert

Evacuated

Homeless

Injured

Fatalities

Missing

Under Alert

Evacuated

Homeless

Injured

Fatalities

Missing

Confirmed
Unconfirmed

(In addition to confirmed)

Details/
Comments:
Animal Type

Livestock/
Animal
Impacts:
□ None

Details/
Comments:

Transportation Impacts:
□ None

Area(s)/Location(s) of Impact

Nature of Impact (closures, shutdown,
blockage, reduced services, etc.)

Details/Comments: (length of
closure, anticipated opening, etc.)

Roads/Highways
Bridges/Tunnel
Railways
Waterways
Public Transit

EOC 501 – Levels 1, 2, 3

January 2020

Regional District of Central Okanagan
Emergency Operations Centre
Utility
Impacts:
□ None

# Without Service
% of Community Without Service

Water

Sewer

Electricity

Gas

Telephone

Cellular

Details/
Comments:

Structure Impacts:
□ None

% Moderate
Damage

% Minor
Damage

(Limited Use)

Roads/Highways
Bridges/Tunnel
Railways
Waterways
Public Transit

Rapid Damage Assessment CONDUCTED:
# of Buildings
Inspected/Tagged

Red

(Unsafe)

% Severe
Damage

Yes ☐

Yellow

(Restricted
Use)

Details/Comments:

(Unusable)

Not Planned ☐
Green

(Inspected)

To be Implemented ☐
Details/
Comments

Resource Information
Surplus/Available
Resources:
□ None

Resource Type/Name

Critical Resources DESIGNATED:
Name of Critical
Resources(s) Details:

Location

Yes ☐

Details/Comments

No ☐

Public Information and Media Issues

Other Comments

Attachments:
Distribution:

EOC 501 – Levels 1, 2, 3

January 2020

Regional District of Central Okanagan
Emergency Operations Centre

EOC ACTION PLAN

Event:

Date:

Time:

Operational Period:

PEP Task #:

Prepared by:

Policies and Priorities:
Objectives:

Tasks:

Responsibility:

Completion Time
Estimate
Actual

Attachments: (Check if Attached)


Organization Chart



Flood Fighting Plan



Interface Fire Plan



Section Assignment Lists



Transportation Plan



Communications Plan



Public Information



HazMat Plan



Medical Plan



Map



Evacuation Plan



Other:

Distribution List:


EOC Director



Operations Section Chief



Information Officer



EOC Deputy Director



Planning Section Chief



Other:



Liaison Officer



Finance/Admin Section Chief

∆



Risk Management Officer



Logistics Section Chief

∆

Approved by Planning Section Chief:

Approved by EOC Director:

Print Name:

Print Name:

EOC 502

-1-

January 2020

Regional District of Central Okanagan
Emergency Operations Centre

Event:
Operational Period:

EOC ACTION PLAN – MULTIPLE INCIDENTS
Date:

Time:

PEP Task #:

Prepared by:

Policies and Priorities:
Objectives:

Tasks:

Responsibility:

Completion Time
Estimate
Actual

Tasks:

Responsibility:

Completion Time
Estimate
Actual

Tasks:

Responsibility:

Completion Time
Estimate
Actual

Tasks:

Responsibility:

Completion Time
Estimate
Actual

EOC 502

-1-

January 2020

Regional District of Central Okanagan
Emergency Operations Centre
Attachments: (Check if Attached)


Organization Chart



Flood Fighting Plan



Interface Fire Plan



Section Assignment Lists



Transportation Plan



Communications Plan



Public Information



HazMat Plan



Medical Plan



Map



Evacuation Plan



Other:

Distribution List:


EOC Director



Operations Section Chief



Information Officer



EOC Deputy Director



Planning Section Chief



Other:



Liaison Officer



Finance/Admin Section Chief

∆



Risk Management Officer



Logistics Section Chief

∆

Approved by Planning Section Chief:

Approved by EOC Director:

Print Name:

Print Name:

EOC 502

-2-

January 2020

Regional District of Central Okanagan
Emergency Operations Centre

EOC Check-In / Check-Out

Event:
Operational Period:
Print Name:

EOC 511

From:
Agency/Organization

EMBC Task #

Date:

To:

Check-In Location:

Check-In
Time

EOC Assignment
Section

Position

Check-Out
Time

January 2020

Regional District of Central Okanagan
Emergency Operations Centre

REQUEST FOR RESOURCES OR ASSISTANCE
EVENT:
DATE:
PEP TASK No.
Precedence Level:

_
_

REQUEST No.:
TIME:

 Emergency

 Critical Resource Status

 Priority
 Routine

 Requires EOC Director’s Approval

Staff/Agency Requesting:
Contact Person’s Name and Position:
Telephone or Contact No.:
Brief description of problem or task to be accomplished:

Specific Resource Requested & Number Required:
Potential Substitute:
Capacity (Size, Voltage, etc.):
Supporting Equipment, Fuel, Water, Etc.:
Personnel Required to Operate/Support:
Transportation Required:
How Long is Resource Needed:
Where to Deliver or Report:
Report to Whom (Name, Title, Agency):
Resource Request completed by (Name and Position):

Resource Request Approved by (EOC Operations Chief):

Resource Request Approved by (EOC Director):

(Name and Signature)

(Name and Signature)

Date and Time:

Date and Time:

Distribution List:

 Planning Section
 Logistics Section

 Finance and Administration Section
 EOC Director
 Other

Response to Resource Request (Completed by Logistics – Supply Unit)
Resource Available?
YES NO
(please circle one)
Number of Resources Deployed
Request filled by:
Time of Deployment
(Name and Signature)
Estimated Time of Arrival
EOC 514

January 2020

Regional District of Central Okanagan
Emergency Operations Centre

EOC FORM 530 - EXPENDITURE AUTHORIZATION FORM
Event:

Date:

EAF #:

PEP Task #:
Incident #:

Time:

Requesting Authorized Person / Agency:

Regional District of Central Okanagan EOC

Location / Tel / Fax:

Please ensure the following documentation is included if applicable:
⎕ Imminent threat per BCEMS Goals
⎕ Nature of goods and/or services being acquired
⎕ Date required
⎕ Location (coordinates, town, district, address, place name, water value name)
⎕ Pictures, sketches, maps
⎕ Cultural considerations
⎕ Delivery Instructions (equipment required for sandbags, gabion baskets, etc.)
⎕ Desired Outcome including plan for removal of temporary works
Description of Problem or Task:
Specific Resource Requested & Number Required:
Capacity (Size, Voltage, etc.):
Other Resources to Support (Fuel, Personnel, etc.):
Transportation / Delivery:
How Long is Resource Needed:
Where to Deliver or Report:
Report to Whom (Name, Title, Agency):

Amount Requested:

$

Expenditure Authorized “Not to Exceed”:

$

Resource Request completed by (Name and Position):
EOC
Approvals

EOC 530

Expenditure Request Approved by EOC Finance / Admin
Section Chief:

Expenditure Request Approved by EOC Director:

EOC Finance/Admin Section Chief Signature

EOC Director Signature

Date/Time:

Date/Time:

January 2020

Regional District of Central Okanagan
Emergency Operations Centre
PREOC
Approvals

Distribution:

Approved for Processing by:

Not Approved

Expenditure Authorized by:

Position: Operations Section Chief

Position: PREOC Director (or designate)

Date/Time:

Date/Time:

EOC Director
EOC Operations Section
EOC Planning Section
EOC Logistics Section
EOC Finance & Admin Section
Other:

PREOC Director
PREOC Operations Section
PREOC Planning Section
PREOC Logistics Section
PREOC Finance & Admin Section
Other:

Comments:

EOC 530

January 2020

Regional District of Central Okanagan
Emergency Operations Centre

EOC Major Incident Report
Event:

EMBC Task #:

Date:

Time:

Reported by:
Name: ______________________

Position: __________________

Agency: _____________________

Type of Incident:
Location of Incident:
Description of Incident:
Responding Agencies:
Deaths:
Damage, or Potential Damage:

Injured:

Situation Forecast:
Regional/Provincial Support Provided or Required:
Public Information/Media Requirements:

Prepared by: _______________________________, Liaison Officer / Duty Chief
Approved by: _______________________________, EOC Director / Duty Chief / Liaison Officer
Distribution:

EOC 550

☒ EOC Director
□ Liaison Officer
□ Risk Management Officer
□ Information Officer

□
□
□
□
☐

Operations Branch Coordinator
Planning Section Chief
Logistics Section Chief
Finance & Administration Section Chief
Other: _____________________________

January 2020

Regional District of Central Okanagan Emergency Operations Centre
Incident Name:

Director:
Deputy Director:

Operational Period:

eeoc.director@Kelowna.ca/250-469-8491

Date:
Time:
EMBC Task No.

Information Officer

Liaison Officer

eeoc.pubinfo1@kelowna.ca
250-469-8493

eeoc.liaison@kelowna.ca
250-469-8492

Asst. Info Officers

Risk Management
eeoc.riskmgr@kelowna.ca
250-469-8515

OPERATIONS CHIEF

PLANNING CHIEF

LOGISTICS CHIEF

FINANCE/ADMINISTRATION

eooc.operations.kelowna.ca
250-469-8495

eeoc.planning@kelowna.ca
250-469-8494

eeoc.logistics@kelowna.ca
250-469-8496

eeoc.finance@kelowna.ca
250-469-8427

Public Works 250-469-8514

Administration:

Deputy Chief

Advance Planning
Situation
Documentation

GIS
BCWS Rep
BCWS Rep

Recovery

Wildfire Management
ESS on call
250-469-8513

Form: ICS 207

January 2020

Regional District of Central Okanagan
Emergency Operations Centre

EOC STAFF ALLERGY & FOOD PREFERENCE REPORT
DATE:
NAME

EOC Staff Allergy/Food Preference Report

ALLERGY OR FOOD PREFERENCE

January 2020

Regional District of Central Okanagan
Emergency Operations Centre

Event:
Print Name:

EOC Visitor Check-in/Check-out

EOC VISITOR Check-In / Check-Out
Agency/Organization

Purpose for Visit

Date:
Check-In
Time

Check-Out
Time

January 2020

Regional District of Central Okanagan
Emergency Operations Centre

EVACUATION AREA ACCESS PERMIT

NO PERSON UNDER THE AGE OF 19 WILL BE PERMITTED TO ACCESS EVACUATION AREA
This permit gives the named individual(s) the permission to travel into the Evacuation Order area as per the conditions outlined.

Emergency EOC Contact Number

PERMIT NUMBER
PERMIT RESTRICTIONS

PERMIT ENTRY DATE / TIME

PERMIT EXPIRY DATE / TIME

CHECKPOINT LOCATION
DESTINATION / ADDRESS
ROUTE TO DESTINATION

PERMIT HOLDER’S INFORMATION
FULL LEGAL NAME

D.O.B. / AGE

PHONE NUMBER

DRIVER’S LICENCE #

ADDRESS

VEHICLE INFORMATION
MAKE/MODEL

PLATE NUMBER

COLOUR

APPROVED PASSENGER NAME(S)

PURPOSE OF ACCESS
REASON FOR ENTRY
Must address at least one
of the following BCEMS
goals

□ Ensure the health/safety of responders
□ Save lives
□ Reduce suffering
□ Protect public health

□ Protect infrastructure
□ Protect property
□ Protect the environment
□ Reduce economic and social losses

WAIVER AND AGREEMENT (RELEASE AND INDEMNITY – PLEASE READ CAREFULLY)
“I understand that I have voluntarily chosen to enter into an area that is under an evacuation order due to extreme and
imminent hazards and as such, I accept complete responsibility and liability for my actions and choices. In consideration
for being permitted to temporarily enter the evacuation area, I hereby release and forever discharge the [Local Authority /
First Nation] and other responding agencies and their officers, agents, employees, contractors and volunteers (collectively,
the “Released Parties”) and agree to indemnify and save harmless the Released Parties from and against all losses, claims,
damages, actions, causes of action, costs and expenses whatsoever, that the Released Parties may sustain, incur, suffer or
be put to, including those arising from the negligence of the Released Parties, by reason of this permit or my entering into
the evacuation area.”
Name (print):
Signature:
Name (print):

Signature:

INCIDENT COMMANDER RECOMMENDATION FOR ACCESS BASED ON SAFETY CONDITIONS

RECOMMENDATION
ESCORT REQUIRED
POSITION

□ Approve ☐ Deny
□ Yes ☐ No

NAME
ESCORT NAME/CONTACT

SIGNATURE

ON BEHALF OF [LOCAL AUTHORITY/FIRST NATION], TEMPORARY ACCESS AUTHORIZED BY
NAME

SIGNATURE

SAFETY BRIEFING PROVIDED TO PERMIT HOLDER(S) AT TIME OF ISSUANCE?

□ Yes

☐ No

PERMIT HOLDER(S) IS ONLY TO TRAVEL TO AND FROM THE DESTINATION NOTED WITH NO DEVIATION FROM THE APPROVED ROUTE.
PERMIT HOLDER(S) IS NOT AUTHORIZED TO ENTER ONTO ANY OTHER PRIVATE PROPERTY THAN THE APPROVED DESTINATION.
PERMIT HOLDER(S) MUST EXIT THE EVACUATION AREA BY THE PERMIT EXPIRY DATE AND TIME.
PERMIT IS TO BE RETURNED TO CHECKPOINT PERSONNEL UPON EXIT.

Regional District of Central Okanagan
Emergency Operations Centre

EVACUATION AREA PASS-THROUGH PERMIT

NO PERSON UNDER THE AGE OF 19 WILL BE PERMITTED TO PASS-THROUGH EVACUATION AREA
UNLESS ACCOMPANIED BY THEIR LEGAL GUARDIAN
This permit gives the named individual(s) the permission to travel through the Evacuation Order area as per the conditions outlined.

Emergency EOC Contact Number

PERMIT NUMBER
PERMIT RESTRICTIONS

PERMIT ENTRY DATE / TIME

PERMIT EXPIRY DATE / TIME

CHECKPOINT ENTRY LOCATION
CHECKPOINT EXIT LOCATION
ROUTE THROUGH EVACUATION
ZONE

PERMIT HOLDER’S INFORMATION

FULL LEGAL NAME

D.O.B. / AGE

PHONE NUMBER

DRIVER’S LICENCE #

ADDRESS

VEHICLE INFORMATION
MAKE/MODEL
APPROVED PASSENGER NAME(S)

PLATE NUMBER

COLOUR

WAIVER AND AGREEMENT (RELEASE AND INDEMNITY – PLEASE READ CAREFULLY)
“I understand that I have voluntarily chosen to enter into an area that is under an evacuation order due to extreme and
imminent hazards and as such, I accept complete responsibility and liability for my actions and choices. In consideration
for being permitted to pass through the evacuation area, I hereby release and forever discharge the [Local Authority / First
Nation] and other responding agencies and their officers, agents, employees, contractors and volunteers (collectively, the
“Released Parties”) and agree to indemnify and save harmless the Released Parties from and against all losses, claims,
damages, actions, causes of action, costs and expenses whatsoever, that the Released Parties may sustain, incur, suffer or
be put to, including those arising from the negligence of the Released Parties, by reason of this permit or my entering into
the evacuation area.”
Name (print):
Signature:
Name (print):

Signature:

INCIDENT COMMANDER RECOMMENDATION FOR ACCESS BASED ON SAFETY CONDITIONS

RECOMMENDATION
ESCORT REQUIRED
POSITION

□ Approve ☐ Deny
□ Yes ☐ No

NAME
ESCORT NAME/CONTACT

SIGNATURE

ON BEHALF OF [LOCAL AUTHORITY/FIRST NATION], TEMPORARY ACCESS AUTHORIZED BY
NAME

SIGNATURE

SAFETY BRIEFING PROVIDED TO PERMIT HOLDER(S) AT TIME OF ISSUANCE?

□ Yes

☐ No

PERMIT HOLDER(S) IS ONLY TO TRAVEL THROUGH EVACUATION AREA WITH NO DEVIATION FROM THE APPROVED ROUTE.
PERMIT HOLDER(S) IS NOT AUTHORIZED TO STOP OR ENTER ONTO ANY PRIVATE PROPERTY DURING PASS-THROUGH.
PERMIT HOLDER(S) MUST EXIT THE EVACUATION AREA BY THE PERMIT EXPIRY DATE AND TIME.
PERMIT TO BE RETURNED TO CHECKPOINT PERSONNEL UPON EXIT.

Regional District of Central Okanagan
Emergency Operations Centre

Approved Temporary Access into Evacuation Area Master List
Date of Entry:

_

EOC Phone Number for Issues Management: 250-469-8492
NO PERSON UNDER THE AGE OF 19 WILL BE PERMITTED TO ACCESS EVACUATION AREA
UNLESS MINOR HAS BEEN APPROVED FOR PASS-THROUGH AND ACCOMPANIED BY LEGAL GAURDIAN

Permit ID
Number

Permit Holder’s Name

# of
People

Entry
Checkpoint
Location

Approved
Time of
Entry

Approved
Time of
Departure

Actual
Time of
Entry

Actual
Time of
Departure

Comments

PERMIT HOLDER IS NOT AUTHORIZED TO STOP OR ENTER ONTO ANY PRIVATE PROPERTY DURING ACCESS/PASS-THROUGH.
PERMIT HOLDERS MUST EXIT THE EVACUATION AREA BY THE PERMIT EXPIRY DATE AND TIME.
PERMITS ARE TO BE RETURNED TO CHECKPOINT PERSONNEL UPON EXITING EVACUATION AREA

Regional District of Central Okanagan
Emergency Operations Centre

EVACUATION ALERT
[Date] at [Time] Hours

Pursuant to the Emergency Program Act, an Evacuation Alert has been issued by the Regional District of
Central Okanagan Emergency Operations Centre (EOC) due to [enter applicable event, i.e. wildfire, flooding,
road slippage]
Because of the potential danger to life and health, the [enter applicable jurisdiction(s), i.e. Regional District of
Central Okanagan; City of Kelowna; City of West Kelowna; District of Lake Country; District of Peachland;
Westbank First Nation] has issued an Evacuation Alert for the following properties:
•

[enter property address list]

Map of Evacuation Alert area attached.
An Evacuation Alert has been issued to prepare you to evacuate your premises or property should it be found
necessary.
Residents will be given as much advance notice as possible prior to evacuation; however, you may receive
limited notice due to changing conditions.
WHAT YOU SHOULD DO WHEN AN ALERT IS IN EFFECT
Upon notification of an ALERT, you should be prepared for the evacuation order by:
• Locating all family members or co-workers and designate a meeting place outside the
evacuation area, should an evacuation be called while separated.
• Gathering essential items such as medications, eyeglasses, valuable papers (i.e. insurance),
immediate care needs for dependants and, if you choose, keepsakes, photographs, etc. Have
these items readily available for quick departure.
• Preparing to move any disabled persons and/or children.
• Moving pets and livestock to a safe area.
• Arranging to transport your household members or co-workers in the event of an evacuation
order.
• Arranging accommodation for your family if possible. In the event of an evacuation, Reception
Centres will be opened if required.
• Monitoring news sources for information on evacuation orders and location(s) of Reception
Centres.
For more information, check out our website at www.cordemergency.ca.
[Director’s Name]
EOC Director, RDCO Emergency Operations Centre

Regional District of Central Okanagan
Emergency Operations Centre

EVACUATION ALERT RESCIND
[Date] at [Time] Hours

Pursuant to the Emergency Program Act, an Evacuation Alert issued on [date] at [time] hours, by the Central
Okanagan Emergency Operations Centre (EOC) for the [enter applicable jurisdiction(s) - Regional District of
Central Okanagan; City of Kelowna; City of West Kelowna; District of Lake Country; District of Peachland;
Westbank First Nation], is rescinded as follows:
•

[enter property address list]

Map of Evacuation Alert Rescind area attached.
An Evacuation Alert may need to be reissued: however, if that is deemed necessary the process will recommence.
For more information, check out our website at www.cordemergency.ca.

[Director’s Name]
EOC Director, RDCO Emergency Operations Centre

Regional District of Central Okanagan
Emergency Operations Centre

EVACUATION ORDER
[Date] at [Time] Hours

Pursuant to the Emergency Program Act, an Evacuation Order has been issued by the Regional District of
Central Okanagan Emergency Operations Centre (EOC) due to [enter applicable event, i.e. wildfire, flooding,
road slippage].
Because of the potential danger to life and health safety, the [enter applicable jurisdiction(s) - Regional District
of Central Okanagan; City of Kelowna; City of West Kelowna; District of Lake Country; District of Peachland;
Westbank First Nation] has issued an Evacuation Order for the following properties:
•

[enter property address list]

Map of Evacuation Order area attached.
Members of the local police department and other applicable agencies will be expediting this action.
WHAT YOU SHOULD DO:
•
•
•
•
•
•
•
•
•
•

You must leave the area immediately
Register at the ESS Reception Centre at [enter facility name and address] in [enter city]
Close all windows and doors
Shut off all gas and electrical appliances, other than refrigerators and freezers
Close gates (latch) but do not lock
Gather your family; take a neighbour or someone who needs help
Take critical items (i.e. medicine, purse, wallet, and keys) only if they are immediately available
Take pets in pet kennels or on leash
Do not use more vehicles than you have to
Do not use the telephone unless you need emergency service

YOU MUST LEAVE THE AREA IMMEDIATELY!

[Director’s Name]
EOC Director, RDCO Emergency Operations Centre

Regional District of Central Okanagan
Emergency Operations Centre

EVACUATION ORDER RESCIND
[Date] at [Time] Hours

Pursuant to the Emergency Program Act, an Evacuation Order issued on [date] at [time] hours, by the Regional
District of Central Okanagan Emergency Operations Centre (EOC) for the [enter applicable jurisdiction(s), i.e.
Regional District of Central Okanagan; City of Kelowna; City of West Kelowna; District of Lake Country; District
of Peachland; Westbank First Nation], is rescinded as follows:
•

[enter property address list]

Map of Evacuation Order Rescind area attached.
There is no Evacuation Alert in place.
An Evacuation Order may need to be reissued; however, if that is deemed necessary the process will recommence.
For more information, check out our website at www.cordemergency.ca.

[Director’s Name]
EOC Director, RDCO Emergency Operations Centre

Regional District of Central Okanagan
Emergency Operations Centre

SHELTER IN PLACE ALERT
[Date] at [Time] Hours

Pursuant to the Emergency Program Act, a Shelter in Place Alert has been issued by the Regional District of
Central Okanagan Emergency Operations Centre (EOC) due to [enter applicable event, i.e. wildfire, flooding,
road slippage, etc.]
Because of the potential danger to life and health safety, the [enter applicable jurisdiction(s), i.e. Regional
District of Central Okanagan; City of Kelowna; City of West Kelowna; District of Lake Country; District of
Peachland; Westbank First Nation] has issued a Shelter in Place Alert for the following properties:
•

[enter property address list]

Map of Shelter in Place Alert area attached.
Members of the local police department and other applicable agencies will be expediting this action.
WHAT YOU SHOULD DO:
•
•
•
•

Do not attempt to exit the Shelter in Place area until the alert has been lifted
You must stay inside a building within the area immediately
Gather your family: take in a neighbour or someone who needs help
Take pets inside

YOU MUST GET INSIDE A BUILDING AND CLOSE ALL WINDOWS AND DOORS IMMEDIATELY!
For more information, check out our website at www.cordemergency.ca.

[Director’s Name]
EOC Director, RDCO Emergency Operations Centre

Regional District of Central Okanagan
Emergency Operations Centre

SHELTER IN PLACE ALERT RESCIND
[Date] at [Time] Hours

Pursuant to the Emergency Program Act, a Shelter in Place Alert issued on [date] at [time] hours, by the
Regional District of Central Okanagan Emergency Operations Centre (EOC) for the [enter applicable
jurisdiction(s), i.e. Regional District of Central Okanagan; City of Kelowna; City of West Kelowna; District of
Lake Country; District of Peachland; Westbank First Nation], is rescinded as follows:
•

[enter property address list]

Map of Shelter in Place Alert Rescind area attached.
A Shelter in Place Alert may need to be reissued; however, if that is deemed necessary the process will recommence.
For more information, check out our website at www.cordemergency.ca.

[Director’s Name]
EOC Director, RDCO Emergency Operations Centre

Regional District of Central Okanagan
Emergency Operations Centre

Declaration of a State of Local Emergency
ORDER
WHEREAS a [select applicable event, i.e. wildfire, flooding, high stream flow, road slippage, etc.] is imminent
in the [enter description of affect area boundaries];
AND WHEREAS immediate danger to life and health safety exists;
AND WHEREAS this potential [select applicable event, i.e. wildfire, flooding, high stream flow, road slippage,
etc.] emergency requires prompt coordination of action or special regulation of persons or property to
protect the health, safety or welfare of people or to limit damage to property;
NOW THEREFORE:
IT IS HEREBY ORDERED pursuant to Section 12 (1) of the Emergency Program Act (RS, 1996, Chapter 111
/ Band Council) that a state of local emergency exists in the [enter name of Local Authority/First Nation]
due to an immediate danger to life, safety and public infrastructure;
IT IS FURTHER ORDERED THAT the [enter name of Local Authority/First Nation], its employees, servants and
agents are empowered pursuant to Section 13(1) of the Emergency Program Act / Band Council to do all
acts and implement all procedures that are considered necessary to prevent or to alleviate the effects of
the emergency.
AND BE IT ALSO KNOWN THAT the [enter name of Local Authority/First Nation] delegates these powers to
the Director, or his delegate, of the Regional District of Central Okanagan Emergency Operations Centre.
ORDERED by the [enter head of Local Authority/Band Chief, i.e. Mayor/Chair/Chief] this date [date] to
remain in force for seven (7) days until [date] at midnight, unless cancelled by order of the [enter name of
Local Authority/First Nation] or the Minister responsible.

[Enter Name and Title of Board Chair/Mayor/Chief]
[Enter Name on Local Authority / First Nation]

Note: Non-Treaty First Nations are not required by legislation to issue a State of Local Emergency; it is a
recommendation that they do so in order to communicate their emergency situation to Emergency
Management BC and Indigenous Services Canada.

Regional District of Central Okanagan
Emergency Operations Centre

Delegation of Emergency Powers Matrix
Emergency Powers

Delegated to
EOC
Director

Deputy EOC
Director

Operations
Section Chief

Incident
Commander









Authorize or require any person to render assistance of
a type that the person is qualified to provide or that
otherwise is or may be required to prevent, respond to
or alleviate the effects of an emergency or disaster.









Control or prohibit travel to or from any area designated
in the declaration within the local authority's
jurisdiction.









Provide for the restoration of essential facilities and the
distribution of essential supplies and provide, maintain
and coordinate emergency medical, welfare and other
essential services in any part of the local authority's
jurisdiction.









Cause the evacuation of persons and the removal of
livestock, animals and personal property from any area
designated in the declaration within the local authority's
jurisdiction that is or may be affected by an emergency
or a disaster and make arrangements for the adequate
care and protection of those persons, livestock, animals
and personal property.









Authorize the entry into any building or on any land,
without warrant, by any person in the course of
implementing an emergency plan or program or if
otherwise considered by the local authority to be
necessary to prevent, respond to or alleviate the effects
of an emergency or disaster.









Cause the demolition or removal of any trees, structures
or crops if the demolition or removal is considered by
the local authority to be necessary or appropriate in
order to prevent, respond to or alleviate the effects of
an emergency or disaster.









Construct works considered by the local authority to be
necessary or appropriate to prevent, respond to or
alleviate the effects of an emergency or disaster.









Procure, fix prices for or ration food, clothing, fuel,
equipment, medical supplies or other essential supplies
and the use of any property, services, resources or
equipment within any area designated in the
declaration within the local authority's jurisdiction for
the duration of the state of local emergency.









Acquire or use any land or personal property considered
necessary to prevent, respond to or alleviate the effects
of an emergency or disaster.

Regional District of Central Okanagan
Emergency Operations Centre

Extension Request
For
State of Local Emergency
WHEREAS life and property remain at risk due to [enter applicable event – wildfire, flooding, high stream flow,
road slippage, etc.] in the [enter name of Local Authority/First Nation];
AND WHEREAS response to this the [enter applicable event – wildfire, flooding, high stream flow, road
slippage, etc.] continues to require use of the emergency powers to regulate persons or property to protect
the health, safety or welfare of people or to limit damage to property;
The [enter Mayor/Chair/Chief] of the [enter name of Local Authority/First Nation] has requested to extend
the duration of the declaration of a state of local emergency due to expire on [enter date] at midnight.

[Enter Head of the Local Authority/First Nation Name]

Date Signed

Minister Decision
IT IS HEREBY APPROVED / NOT APPROVED pursuant to Section 12 (6) of the Emergency Program Act (RS,
1996, Chapter 111) that the [enter name of Local Authority/First Nation] may extend the duration of a state
of local emergency for seven (7) days to [enter date]> at midnight.

Minister Responsible

Date Signed

Regional District of Central Okanagan
Emergency Operations Centre

State of Local Emergency
CANCELLATION ORDER
Date: [date]
WHEREAS life and property are no longer at risk due to [enter applicable event – wildfire, flooding, high
stream flow, road slippage, etc.] in the [enter name of Local Authority/First Nation];
AND WHEREAS this potential [enter applicable event, i.e. wildfire, flooding, high stream flow, road slippage,
etc.] emergency no longer requires prompt coordination of action or special regulation of persons or
property to protect the health, safety or welfare of people or to limit damage to property;
NOW THEREFORE:
IT IS HEREBY ORDERED pursuant to Section 14 (2) (ii) of the Emergency Program Act (RS, 1996, Chapter
111) that a state of local emergency no longer exists in the [enter name of Local Authority/First Nation and
is therefore cancelled effective this date [date] at [time] hours.

[Enter name of Local Authority/First Nation]

Signature

Regional District of Central Okanagan
Emergency Operations Centre

EVACUATION ALERT
[Date] at [Time] Hours

Pursuant to the Emergency Program Act, an Evacuation Alert has been issued by the Regional District of
Central Okanagan Emergency Operations Centre (EOC) due to [enter applicable event, i.e. wildfire, flooding,
road slippage]
Because of the potential danger to life and health, the [enter applicable jurisdiction(s), i.e. Regional District of
Central Okanagan; City of Kelowna; City of West Kelowna; District of Lake Country; District of Peachland;
Westbank First Nation] has issued an Evacuation Alert for the following properties:
•

[enter property address list]

Map of Evacuation Alert area attached.
An Evacuation Alert has been issued to prepare you to evacuate your premises or property should it be found
necessary.
Residents will be given as much advance notice as possible prior to evacuation; however, you may receive
limited notice due to changing conditions.
WHAT YOU SHOULD DO WHEN AN ALERT IS IN EFFECT
Upon notification of an ALERT, you should be prepared for the evacuation order by:
• Locating all family members or co-workers and designate a meeting place outside the
evacuation area, should an evacuation be called while separated.
• Gathering essential items such as medications, eyeglasses, valuable papers (i.e. insurance),
immediate care needs for dependants and, if you choose, keepsakes, photographs, etc. Have
these items readily available for quick departure.
• Preparing to move any disabled persons and/or children.
• Moving pets and livestock to a safe area.
• Arranging to transport your household members or co-workers in the event of an evacuation
order.
• Arranging accommodation for your family if possible. In the event of an evacuation, Reception
Centres will be opened if required.
• Monitoring news sources for information on evacuation orders and location(s) of Reception
Centres.
For more information, check out our website at www.cordemergency.ca.
[Director’s Name]
EOC Director, RDCO Emergency Operations Centre

Regional District of Central Okanagan
Emergency Operations Centre

EVACUATION ALERT RESCIND
[Date] at [Time] Hours

Pursuant to the Emergency Program Act, an Evacuation Alert issued on [date] at [time] hours, by the Central
Okanagan Emergency Operations Centre (EOC) for the [enter applicable jurisdiction(s) - Regional District of
Central Okanagan; City of Kelowna; City of West Kelowna; District of Lake Country; District of Peachland;
Westbank First Nation], is rescinded as follows:
•

[enter property address list]

Map of Evacuation Alert Rescind area attached.
An Evacuation Alert may need to be reissued: however, if that is deemed necessary the process will recommence.
For more information, check out our website at www.cordemergency.ca.

[Director’s Name]
EOC Director, RDCO Emergency Operations Centre

Regional District of Central Okanagan
Emergency Operations Centre

EVACUATION ORDER
[Date] at [Time] Hours

Pursuant to the Emergency Program Act, an Evacuation Order has been issued by the Regional District of
Central Okanagan Emergency Operations Centre (EOC) due to [enter applicable event, i.e. wildfire, flooding,
road slippage].
Because of the potential danger to life and health safety, the [enter applicable jurisdiction(s) - Regional District
of Central Okanagan; City of Kelowna; City of West Kelowna; District of Lake Country; District of Peachland;
Westbank First Nation] has issued an Evacuation Order for the following properties:
•

[enter property address list]

Map of Evacuation Order area attached.
Members of the local police department and other applicable agencies will be expediting this action.
WHAT YOU SHOULD DO:
•
•
•
•
•
•
•
•
•
•

You must leave the area immediately
Register at the ESS Reception Centre at [enter facility name and address] in [enter city]
Close all windows and doors
Shut off all gas and electrical appliances, other than refrigerators and freezers
Close gates (latch) but do not lock
Gather your family; take a neighbour or someone who needs help
Take critical items (i.e. medicine, purse, wallet, and keys) only if they are immediately available
Take pets in pet kennels or on leash
Do not use more vehicles than you have to
Do not use the telephone unless you need emergency service

YOU MUST LEAVE THE AREA IMMEDIATELY!

[Director’s Name]
EOC Director, RDCO Emergency Operations Centre

Regional District of Central Okanagan
Emergency Operations Centre

EVACUATION ORDER RESCIND
[Date] at [Time] Hours

Pursuant to the Emergency Program Act, an Evacuation Order issued on [date] at [time] hours, by the Regional
District of Central Okanagan Emergency Operations Centre (EOC) for the [enter applicable jurisdiction(s), i.e.
Regional District of Central Okanagan; City of Kelowna; City of West Kelowna; District of Lake Country; District
of Peachland; Westbank First Nation], is rescinded as follows:
•

[enter property address list]

Map of Evacuation Order Rescind area attached.
There is no Evacuation Alert in place.
An Evacuation Order may need to be reissued; however, if that is deemed necessary the process will recommence.
For more information, check out our website at www.cordemergency.ca.

[Director’s Name]
EOC Director, RDCO Emergency Operations Centre

Regional District of Central Okanagan
Emergency Operations Centre

SHELTER IN PLACE ALERT
[Date] at [Time] Hours

Pursuant to the Emergency Program Act, a Shelter in Place Alert has been issued by the Regional District of
Central Okanagan Emergency Operations Centre (EOC) due to [enter applicable event, i.e. wildfire, flooding,
road slippage, etc.]
Because of the potential danger to life and health safety, the [enter applicable jurisdiction(s), i.e. Regional
District of Central Okanagan; City of Kelowna; City of West Kelowna; District of Lake Country; District of
Peachland; Westbank First Nation] has issued a Shelter in Place Alert for the following properties:
•

[enter property address list]

Map of Shelter in Place Alert area attached.
Members of the local police department and other applicable agencies will be expediting this action.
WHAT YOU SHOULD DO:
•
•
•
•

Do not attempt to exit the Shelter in Place area until the alert has been lifted
You must stay inside a building within the area immediately
Gather your family: take in a neighbour or someone who needs help
Take pets inside

YOU MUST GET INSIDE A BUILDING AND CLOSE ALL WINDOWS AND DOORS IMMEDIATELY!
For more information, check out our website at www.cordemergency.ca.

[Director’s Name]
EOC Director, RDCO Emergency Operations Centre

Regional District of Central Okanagan
Emergency Operations Centre

SHELTER IN PLACE ALERT RESCIND
[Date] at [Time] Hours

Pursuant to the Emergency Program Act, a Shelter in Place Alert issued on [date] at [time] hours, by the
Regional District of Central Okanagan Emergency Operations Centre (EOC) for the [enter applicable
jurisdiction(s), i.e. Regional District of Central Okanagan; City of Kelowna; City of West Kelowna; District of
Lake Country; District of Peachland; Westbank First Nation], is rescinded as follows:
•

[enter property address list]

Map of Shelter in Place Alert Rescind area attached.
A Shelter in Place Alert may need to be reissued; however, if that is deemed necessary the process will recommence.
For more information, check out our website at www.cordemergency.ca.

[Director’s Name]
EOC Director, RDCO Emergency Operations Centre

Regional District of Central Okanagan
Emergency Operations Centre

Declaration of a State of Local Emergency
ORDER
WHEREAS a [select applicable event, i.e. wildfire, flooding, high stream flow, road slippage, etc.] is imminent
in the [enter description of affect area boundaries];
AND WHEREAS immediate danger to life and health safety exists;
AND WHEREAS this potential [select applicable event, i.e. wildfire, flooding, high stream flow, road slippage,
etc.] emergency requires prompt coordination of action or special regulation of persons or property to
protect the health, safety or welfare of people or to limit damage to property;
NOW THEREFORE:
IT IS HEREBY ORDERED pursuant to Section 12 (1) of the Emergency Program Act (RS, 1996, Chapter 111
/ Band Council) that a state of local emergency exists in the [enter name of Local Authority/First Nation]
due to an immediate danger to life, safety and public infrastructure;
IT IS FURTHER ORDERED THAT the [enter name of Local Authority/First Nation], its employees, servants and
agents are empowered pursuant to Section 13(1) of the Emergency Program Act / Band Council to do all
acts and implement all procedures that are considered necessary to prevent or to alleviate the effects of
the emergency.
AND BE IT ALSO KNOWN THAT the [enter name of Local Authority/First Nation] delegates these powers to
the Director, or his delegate, of the Regional District of Central Okanagan Emergency Operations Centre.
ORDERED by the [enter head of Local Authority/Band Chief, i.e. Mayor/Chair/Chief] this date [date] to
remain in force for seven (7) days until [date] at midnight, unless cancelled by order of the [enter name of
Local Authority/First Nation] or the Minister responsible.

[Enter Name and Title of Board Chair/Mayor/Chief]
[Enter Name on Local Authority / First Nation]

Note: Non-Treaty First Nations are not required by legislation to issue a State of Local Emergency; it is a
recommendation that they do so in order to communicate their emergency situation to Emergency
Management BC and Indigenous Services Canada.

Regional District of Central Okanagan
Emergency Operations Centre

Delegation of Emergency Powers Matrix
Emergency Powers

Delegated to
EOC
Director

Deputy EOC
Director

Operations
Section Chief

Incident
Commander









Authorize or require any person to render assistance of
a type that the person is qualified to provide or that
otherwise is or may be required to prevent, respond to
or alleviate the effects of an emergency or disaster.









Control or prohibit travel to or from any area designated
in the declaration within the local authority's
jurisdiction.









Provide for the restoration of essential facilities and the
distribution of essential supplies and provide, maintain
and coordinate emergency medical, welfare and other
essential services in any part of the local authority's
jurisdiction.









Cause the evacuation of persons and the removal of
livestock, animals and personal property from any area
designated in the declaration within the local authority's
jurisdiction that is or may be affected by an emergency
or a disaster and make arrangements for the adequate
care and protection of those persons, livestock, animals
and personal property.









Authorize the entry into any building or on any land,
without warrant, by any person in the course of
implementing an emergency plan or program or if
otherwise considered by the local authority to be
necessary to prevent, respond to or alleviate the effects
of an emergency or disaster.









Cause the demolition or removal of any trees, structures
or crops if the demolition or removal is considered by
the local authority to be necessary or appropriate in
order to prevent, respond to or alleviate the effects of
an emergency or disaster.









Construct works considered by the local authority to be
necessary or appropriate to prevent, respond to or
alleviate the effects of an emergency or disaster.









Procure, fix prices for or ration food, clothing, fuel,
equipment, medical supplies or other essential supplies
and the use of any property, services, resources or
equipment within any area designated in the
declaration within the local authority's jurisdiction for
the duration of the state of local emergency.









Acquire or use any land or personal property considered
necessary to prevent, respond to or alleviate the effects
of an emergency or disaster.

Regional District of Central Okanagan
Emergency Operations Centre

Extension Request
For
State of Local Emergency
WHEREAS life and property remain at risk due to [enter applicable event – wildfire, flooding, high stream flow,
road slippage, etc.] in the [enter name of Local Authority/First Nation];
AND WHEREAS response to this the [enter applicable event – wildfire, flooding, high stream flow, road
slippage, etc.] continues to require use of the emergency powers to regulate persons or property to protect
the health, safety or welfare of people or to limit damage to property;
The [enter Mayor/Chair/Chief] of the [enter name of Local Authority/First Nation] has requested to extend
the duration of the declaration of a state of local emergency due to expire on [enter date] at midnight.

[Enter Head of the Local Authority/First Nation Name]

Date Signed

Minister Decision
IT IS HEREBY APPROVED / NOT APPROVED pursuant to Section 12 (6) of the Emergency Program Act (RS,
1996, Chapter 111) that the [enter name of Local Authority/First Nation] may extend the duration of a state
of local emergency for seven (7) days to [enter date]> at midnight.

Minister Responsible

Date Signed

Regional District of Central Okanagan
Emergency Operations Centre

State of Local Emergency
CANCELLATION ORDER
Date: [date]
WHEREAS life and property are no longer at risk due to [enter applicable event – wildfire, flooding, high
stream flow, road slippage, etc.] in the [enter name of Local Authority/First Nation];
AND WHEREAS this potential [enter applicable event, i.e. wildfire, flooding, high stream flow, road slippage,
etc.] emergency no longer requires prompt coordination of action or special regulation of persons or
property to protect the health, safety or welfare of people or to limit damage to property;
NOW THEREFORE:
IT IS HEREBY ORDERED pursuant to Section 14 (2) (ii) of the Emergency Program Act (RS, 1996, Chapter
111) that a state of local emergency no longer exists in the [enter name of Local Authority/First Nation and
is therefore cancelled effective this date [date] at [time] hours.

[Enter name of Local Authority/First Nation]

Signature

