Student Manual—Emergency Management Operations Course



Unit 17

Reports
TIME:  45 min

OBJECTIVES:

At the conclusion of this unit, participants will be able to:

· Explain the purpose of EOC reports.

· Describe types of reports.

SCOPE:

· Need for EOC reports; types of reports.

METHODOLOGY:


· Lecture/discussion

REFERENCES:

· Course Student Manual

Introduction and Overview

At the conclusion of this unit, you should be able to:

· Explain the purpose of EOC reports.

· Describe types of reports.

Purpose of Reports

The objective of emergency reporting is to collect, analyze, process, and disseminate to appropriate local and higher level authorities essential information throughout all phases of an emergency.

In times of emergency, local officials commit available manpower and material resources to saving lives and limiting damage to property. They should be in a position to request specific assistance from higher levels of government.

To do this, they need to know and communicate information about emergency conditions and the status of the affected population.

Types of Reports

Emergency reporting systems provide for the sharing of essential information among local officials and response personnel and for the exchange of information with higher levels of government and neighboring jurisdictions.

Reports should give local officials the basic information they need to conduct emergency operations, while also providing Federal and State officials a basis for decisions on what can be done to help the local government.

Operational information includes the following types of reports:

Increased Readiness Report—During a crisis, local government takes actions to increase its preparedness.

It may be important for higher levels of government to know what increased readiness actions have been taken, what level of preparedness has been attained, and how the public is responding to the crisis.

An Increased Readiness Report includes information such as head of government briefings, plans review, spontaneous evacuations, and significant public actions (e.g., estimated level of food and gasoline sales above normal).

Damage Assessment Reports—These reports specify the locations and extent of damage sustained during an emergency.

Operational Situation Reports—These reports provide Federal and State officials with the status of local conditions and allow them to make decisions on specific assistance.

Operational situation reports include, for example, the status of critical facilities, shortages or essential resources, and requests for assistance. 

· Situation Log—Each EOC staff member needs some method to record the events that are happening that affect his/her position. It will help to document actions and to provide for continuity of operations during shift changes.

· After-Action Reports—When emergency operations have shut down, you can document what happened, the experiences and lessons learned, and recommendations for improving operations. 

Function of Information and Planning

Information and planning collects, processes, and disseminates information about a potential or actual disaster or emergency. This is the section that is responsible for the collection, analysis and dissemination of information that will go into reports.

The roles and responsibilities of the information and planning function within your jurisdiction’s EOC:

Displaying and Sending Reports
How reports are sent, who gets copies, and how they are displayed in your EOC:

Discuss the schedule for collecting data, deadlines for submission of information for the next report, and who and where the information is to be sent to in your EOC.

Summary and Questions
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