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Introduction to a Comprehensive Emergency
Management Plan (CEMP)

A comprehensive emergency management plan is a designed framework to guide
an organization’s response to emergencies. This plan works to ensure the safety and
well-being of individuals, minimize damage to property and facilities, and ensure a
coordinated, efficient response to emergencies/disruptions. These emergencies can
vary based on the hazards/risks the organization is susceptible to. There are various
elements to a comprehensive emergency management plan:

e Risk assessment

e Emergency response procedures

¢ Communication strategies

e Resource management

e Training and education

e Evaluation mechanisms

Accessing Your Plan
Your CEMP Website

Your organization’s branded web address will use the BOLDplanning.com platform
address. For example, state.boldplanning.com or county.boldplanning.com

All platform URLs are unique and will be based on your organization’s name. The
name of your organization’s emergency operations plan website is:

Plan Login Screen

BOLDPLANNING.COM PLANNING PLATFORM

The centerpiece of your organization’s emergency operations planning strategy is
the BOLDplanning.com platform. This platform can be accessed through any internet
browser and uses the latest internet security protocols to safeguard all your
organization’s data. You can access your plan through the internet. Your
organization’s branded web address will use the BOLDplanning.com platform
address (e.g., state.boldplanning.com or county.boldplanning.com).

Each organization will have a main point of contact who will act as the primary point
of contact for the entire process. Password access will be granted to the main point
of contact, who can then grant platform access to other planning team members. In
larger organizations with complex departments or remote locations, it may become
necessary for each individual business unit to designate a separate main point of
contact, request additional platform access, and develop their own unique plan for
their operations. A user manager guide will also be provided to plan administrators.
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This is a tool that gives plan administrators the responsibility to maintain and update
a catalog of user accounts. The user manager tool is what you will use to create new
accounts, edit existing accounts, remove old accounts, and assign users to plans as
viewers, users, or administrators.

Anvarriame o Srrad Albess.
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‘ planning
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Figure: Login Page

To Log onto the Platform
1. Go to your unique website and find the login window in the top left corner.
2. Username: Enter the username provided by your project manager.
3. Password: Enter the provided password. This is CASE SENSITIVE.
4. Click the login button to begin plan development.

First time users must enter some basic data for security purposes. The platform will
prompt you to manage your contact information, customize your username and
password, and answer two security questions that will be used to verify your identity
should you lose or forget your access information in the future.

The First Time You Log into Your Plan — New Users

The first time you log into your plan, you will have to complete the New User Screen.
Enter your name and email then answer the two security questions that enable the
“Forgot Your Password” functionality. On this screen, at the bottom, you are also
given the opportunity to change your username and password.
1. Checkmark the box to customize your username and password.
2. Enter your new username — there are no requirements or restrictions for the
format of the username.




BOLDplanning CEMP

3. Enter your new password — passwords must be strong with 8 characters or
more and must contain at least one upper and one lower case letter, at least
one number and at least one special character. Weak passwords will not be
accepted by the emergency operations planning system. Your password must
be STRONG (green) to be accepted.

Changing Your Username and/or Password

If at any time you wish to change your username or password, click on My Accountin
the upper right-hand corner of any of the screens. Then click on the option to change
your username or password.

Forgetting Your Username or Password

Neither BOLDplanning nor your organization plan administrator maintains username
and password lists. If you should happen to forget your username and/or password,
you may request that the system send you an automated email reminder with that
information.

1. Click the “Forgot Username/Password?” link located in the top left corner of the
login screen.

2. Select your issue in the pop-up box (password, username, both username and
password, trouble logging in with existing username and password, or
requesting a username and password) and click “Submit.”

3. Your username and password will be emailed to you. The BOLD helpdesk is
also available at:

e Help@BOLDplanning.com

e 0615-469-5558
System Navigation

The Plan Main Menu and Task Bar

The Main Menu is your home base for all your plan activities. You can get to the Main
Menu from every screen by using the navigation bar at the top of the screen. From
the Main Menu, you can access all other sections of your plan.

41& Important: When you are using the emergency operations planning website, do NOT
use your web browser’s back arrow to return to a previous screen. If you do so, your
work will NOT be saved and may result in the screen locking up.

Use the navigation bar across the top to return to the Main Menu or “People,”
“Places,” or “Things” to navigate to other sections of the plan.




BOLDplanning CEMP

j #
pezger spnse Ao

Actions

Geser 1nfa Fie Aries forie m view Hae Fu

Rterzces / dythoebies

People
Corect eorres Ordes of Sceesann | Dekegrions ot htrorey |
Cxpamacea o
Places
Faibivs | syt e
Things
Amt Mtcatize, Pracetars | Commuricatons | | st Aich arst NOUY TIZ { Flan Martasanen
N R e T ) RSN AR )

Figure: EOP- Main Menu; Manage Your Plan

System Usage Hints

Save Your Work

At the bottom of many of the input screens, there is a “Save” button. Make sure to
click on this button before leaving the screen, or the data you have entered will not
be saved. Scroll all the way down to see if there is a “Save” button on your data entry

screen.

“Import” Buttons

Many of the required tasks use the data in facilities, contacts, and other databases,
and this data may already be available. Some of the tasks allow you to import data
from a pre-populated database, referred to as the “Common Data Area” for your
organization. Always check and use this import functionality first, before entering any
data directly into your plan. It may save you a lot of time in data entry.
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Figure: Import Contacts: “Contacts” tab from BOLDplanning EOP DEMO

File Archive

Overview

The purpose of File Archive is to provide a way to easily attach any electronic
documents you may already have to your plan. Any document attached here will be
backed up and protected off-site just like the rest of your plan. The File Archive is an
online library for EOP-related documents and files to be stored for use during an
activation, after-action reports, or exercise related planning. All file formats can be
uploaded into the File Archive including MS Word, MS Excel, Adobe PDF, JPEG images,
and Zip files.

Some examples of files you should consider adding include:
e Employee emergency contact information
e Spreadsheets of critical vendors/contacts
e Legal documents
e Maps of facilities
e Standard operating procedures

Note that any documents attached here cannot be changed. If you have new versions
of your documents, you must again attach the newest version to your plan as
described here. It is your choice as to whether you wish to delete the older versions or
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keep them as an historical record.

There is no report for the File Archive section of the plan. Note that the File Archive
items do not print in the reports. However, there is a bookmark noting that a related
file exists, and it can be reviewed and printed separately.

Commonly used ICS forms are also automatically included and should be referenced
when appropriate in Annex Actions and ICS Actions.

It is recommended that the EOP project manager use this resource by uploading a
variety of documents that relate to response and planning. At a minimum, the
following types of documents should be considered for upload:
e Site photos, building plans, maps, chemical spec sheets or MDS data.
e Standard operating procedures (SOPs) and other training documents related
to the performance of essential functions.
e Prior EOPs or response annexes for reference, or copies of other associated
regional response plans.
e Signed copies of memorandums of understanding (MOUSs).
¢ Human resource policies related to the pandemic activations or
telecommuting needs.

How to Upload to the File Archive

1. To access the File Archive, click the File Archive tab located near the top of the
platform/page.
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Figure: File Archive Tab

2. To upload a file, click the “Upload File” button located at the top/middle of the
platform.

N File Archive

Figure: Upload File Button
3. Once the “Upload File” button has been clicked, follow the directions provided:

1. Choose the category. What folder (contacts, facilities, teams, orders of
succession, etc.) should the file be placed in? Use the drop-down menu
that says, “Select Folder” to select the category (see orange arrow).

2. Under step 2: Description(s) and Select the File(s), click the first “Choose
File” button. This will open files on the computer, so the file can be
chosen from the files on the computer and uploaded to the platform
(see red arrow).
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1. If a description is needed for the file, type in the description inside
the text box (see green arrow).
c. If there is more than one file that needs to be uploaded, use the other
choose file buttons to upload more than one file at a time.

Upload Flles

Step 1: Choose a category /
Category: [--Select Fnlder--/ v}

Step 2: Enter Description(s) and Select the File(s)

Description:

Upload: Choose Fle | No filé chosen

Description:
Upload: Choose Fie | No file chosen
Description:
Uplead: Choose Fle | No file chosen
Description:

Upload: Choose Fie | No file chosen

Step 3: Click "Upload"

et )

Figure: Selecting Folder, Choosing File, and Description of File
4. When the file has been chosen, the category/folder has been assigned, and a
description of the file has been written, click the “Upload” button at the bottom.
This will upload the file to the chosen folder (see red arrow).

Upload Flles

Step 1: Choose a category
Category: [«Sele(( Folder-- v]

Step 2: Enter Description(s) and Select the File(s)

Description:
Upload: Choose Fie | No file chosen
Description:
Uplead: Choose Fie | No file chosen
Description:
Upload: Choose Fle | No file chosen

Description:

Upload: Choose Fie | No file chesen
Step 3: Click "Upload"

— e )

Figure: Clicking Upload
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Figure: File Uploaded to Correct Folder

If you wish to delete a file, click on the red ¥ o the right of the file. Replacing a file
can be done by using the green arrow. It can also be done by deleting and then
reuploading.

Facilities/Sites

Overview

You want to make sure you identify all facilities where staff works on a regular basis,
but also those where emergency response actions will take place, or alternate
locations used for supplies, medical treatment and triage or information distribution
and coordination. Likely candidates include hospitals, fire stations, salt and sand
highway depots, or other critical resource hubs.

e These facilities should at a minimum also include your emergency operations
center and its alternate location. You select these from the Facility Type drop
down. These can be as simple as a shelter location or as detailed as a
strategic stockpile distribution point.

e Fill this information out as completely as possible, including zip codes, as it will
provide an accurate hot link to a Google map of your site in the list of facilities.
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e You also have a dialogue box where it is possible to add important comments
about the facility; for instance, if it is only possible to enter on the south side or
by the stairs during a power outage. If it is important in your area (especially
rural, obscured, on a slope or odd geographic feature) give its latitude-
longitude as well.

Adding a Facility/site

1. Click on the “Facilities/Sites” button on the Main Menu.

) Main Menu
LV Accostancall »

ety o e ) —— ] o s
: — U4

Actions

razacon | Sk Asestren Amgnes

People

Coreaca Teare Ot o 5. J 1 At
J f Seccanian Eengatca :f iy )
Dspatmens  Fastiane
m TR

Things

Anrt ) J | s assanous | T b wirianecse |

Fotersrcm | Asthastien

Figure: Facilities/Sites button on the Main Menu

2. Click on the “Add New Facility” button.

Facilities / Sites

Facilities / Sites

Searen / Fiter Al -

Alemate £OC

Hum

urces and Crecentisting
o cuccn £33 S

ixntretron Aruxtant £ the Chiet {u: 8354521216, &: 515-239-7640, LmSawar c5x)

Facity Mensger- San ST - Evoc:

Landing Zooe

Metropolitan Hospital - Main

o3 Sm Brameh - Nurse (wi 6157017895, < 015-130-1090, bivwurt sy

Other

Figure: Click the Add New Facility button

3. Fill out the Facility Type by using the drop-down menu (emergency operations
center, alternate eoc, department operations center, warning point, etc.)
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Figure: Choosing a Facility Type

4. Fill out the facility information after choosing a facility type.

B Facilities / Sites
Y,

Acceprancelest - Azzisted Lving Fian L - Emergency Operations Aan - (740)

———r——ra——

Facilities / Sites %]

Facility Type:
Fachlity Name:
Acdress:

Gity:
State Swiect v

Zipcode:

Latitude: Example: (32.6805)

Longitude: Example: (-88.6442)

# of Your Staff at Facility:

Facility Manager Unassignod Parsen v

Facility Comments:

) e ST LRI

Figure: Filling out Facility information

5. Make sure to add the facility manager. If the facility manager is not listed in
the drop-down menu, go to contacts and add them. After adding them in
contacts, go back to the facility and choose them in the facility manager
drop-down.
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B Facilities / Sites

.

ving Fian 1 - Emergency Operati

[ ——r——Ta—— reoie - r Pces» | o T —

Facilities / Sites (2]

Facility Type:
Fachlity Name:
Address:

City:

State Swiect v

Zipcode:

Latitude: Exampla: (32.6805)
Longitude: Example: (-88.6442)
# of Yeur Stalf at Facility:

Facility Manager : Unacsignod Passon v

® B U : = Sous &4

Facility Comments:

el ) e ) LD

Figure: Choosing a Facility Manager

6. To edit an existing facility, click the “Edit” button to the right of facility you wish

to edit.

), Facilities / Sites

AChors =

Facilities / Sites o

Searen / Fiter AF -

Alemate £OC

Human Resources and C
4552 Hacdna Pke - Qciarda. 1.2
Facity Mensger s SmED - Cv

the Chist {ur: 8354521276, & 5152597840, umsear Cax)

Landing Zoow

Metropolitan Hospital - Main

Facbty Mensger- S0m Sraneh - Nurse (wi BL5-701-7845, < 015-250-1090, bivwert sz}

Other

City of Providence Admi

ration Buliding

Shelter Location

Metropolitan Hospital - 1T /Admin Support Services
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Adding Facility Resources
1. Click on the “Facilities/Sites” button on the Main Menu.

)\ Main Menu
Main Menu )
Plan
Sercrel jfy ALt e s yew P o
Mesages Asspenne Actace ]
Far come et i ¢ LR DnOED o
Actions
B S Th X N S—
People
Corraca Teare Orrirs of Secoasman Cwagaca it Aot
o % o
Dspatmes  Paaane
rastiue Secarmy sed Accvas
[R——
Things
At ) & | | unatadsasamous | TTE S P Maisanase |
Spterurem | Asthsstien

Figure: Clicking the Facilities/Sites button on the Main Menu

2. Either click on the edit button for an existing facility or click the “Add New
Facility” button to add a new facility.

B Facilities / Sites

Facilities / Sites U]

Searen / Fiter b -

Alemate £OC

Human Resources and Cresentisting
4552 oz Pile - Qcrd. T )
Tacity Wansger- Sun Smid

Atrrivatratse Aeax

Landing Zooe

Metropotitan Hospital - Main
Oraro, L 30383

0157017943, < 0315-250-1090, bivseurt sz}

Shelter Location

Metropolitan Hospital - IT /Admin Support Services

Figure: Clicking Edit on a Facility/Site

Facilities / Sites

Facilities / Sites @
' D ) %‘
L

Searen / Fiter A -

Alemate £OC

Human Resources and Cragentisling
4352 Maraon Pke - Qciarda. £ 022 )
Faciity Mansger- s STED - Erocvine Afmivatratros Armxtant b the Chist {u- 354521216, & 5152997840, umfseir Cax)

Landing Zorw

e
o

Sy o P A Sy

ons ey <
Shelter Location

Metropolitan Mospital - IT/Admin Support Services

102

Figure: Clicking the Add New Facility
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3. Click the “Facility Resources” button on the bottom right.

.1) Facilities / Sites
q

Acceprancelest - Azzisted Lving Fian L - Emergency Operations Aan - (740) |

Adiminis|

Facilities / Sites 7]

Facility Type:
Facility Name:
Address:

State Swiect v
Zpcode:

Latituce: Exampla: (32.6805)

Longitude: Example: (-88.0442)

# of Yeur Staff at Facility:

Facility Manager : Unacsignod Passon v

B T Y A =l sous &4

Facility Comements:

e

Figure: Clicking the Facility Resources Button

4. Fill out the quantity, description, type, and disposition of each resource. When
adding each resource, make sure to click the green plus sign.

Edit Resources n

Qty Description Type Disposition

Figure: Listing Resources and Clicking the Green Plus Sign

5. After adding the resources, click the “Save” button.
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Edit Resources u

Type Disposition
Select 2, Select v

Furniture Pre-Positioned v

Figure: Adding Resources and Clicking the Save Button

6. Make sure the resources are added to your facility and then click “Save.”

=
.&) Facilities / Sites weicame, Sayia e
g

Accmstancelest - Asststed Uning Plan 3 - Erargency Operstisas s - (740)

= Facility Ressurces

Pre-Pusitivaed
1~ Generstar - Supaies

Fadility Typas
Facility Narwe:
Adoress

aity Totmessee
State Froridy ~

Ziposde 28713

Latitude: Exampte: (32.6895)

Longitede: Example: [-$£6842)

¥ of Your Staff at Facilty:

Pacility Manager : Urassgned Parson v

By Ak Souns | 3

Fadility Comments:

|Figure: Checking Resources and Clicking Save




BOLDplanning CEMP

Contacts Database

Overview

The contacts database is where you add contact information for the people who
play a role in or are mentioned in your emergency operations plan. Be sure to include
contact information for personnel within your organization as well as contacts who
are outside your organization, such as vendors.

Identify all key staff involved with the EOP planning and with the annex actions or
activation responsibilities. Typically, 20-40 contacts will be entered representing the
positions listed above and their primary support staff.

e The human resource coordinator should be the primary resource for this
information.

e For member type, most contacts will be key staff.

e Remember to note their title if they have one and add things like
telecommuting hours, administrative assistants’ hours, or that the office is
shared with another department, in the comments field.

e Adding a work email is essential, and while personal emails are optional, they
help ensure good communication during adverse events. (Be sure to check
your internal policies and regulatory requirements regarding privileged,
confidential, or protected data transmission before adding personal emails,
however.)

e Develop the department and division lists with the drop-down boxes in the
top-right corner. Your entries here should match the current organizational
structure/chart.

e Use the Locations Quick Pick to assign staff to the facility where they normally
work.

Adding Contact Using Import

1. Start by clicking the “Contacts” button on the Main Menu.
2. Click on “Import Contacts” button. (Pictured below)

3. Select the boxes to the left of any names listed that are contacts for your
organization. Be sure to look through the entire list. Some people may be listed
near the bottom of the list in a sub-group.

4. Click on the “Import Contacts” button.
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5. Check to see that the desired contacts are now in your list. Check to see if the
names are organized into the appropriate sub-group or department. If they
are incorrectly listed, or if there are any other errors, edit the contact’'s name.

Manage Yisir Flam >

Reports | e Ter=irirtraenn [

Chief Executive Office
AN et AN

[ro— L — Chy Secretary

LY
l'ﬂ%- Sooucts

Information Security

Operations

Technology

Figure: Importing Contacts
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Adding Contact Without Using Import
1. Inthe Contacts Database, select Add New Contact.
2. Choose a member type: key staff (leadership), staff, non-staff (contractors)
3. Enter first, middle, and last names.
4. Using the drop-down or by typing directly in the boxes, add the employee’s
department and division.
5. Enter the employee’s Title.

a. Tip: Itis helpful to think of this contact card as belonging to this position,
rather than the person. Positions remain while the person who fills them
can change. Normally, a contact is assigned to a team or order of
succession based on their position, so when that person leaves you will
replace them, but that position will remain on those teams, orders, etc.

6. Using the Location Quick Pick or by typing directly into the fields, enter the
employee’s primary work location.

7. Add the employee’s contact information. The standard points of contact for
each person in your plan are work number, cell number (work and personal),
work email, and personal email.

-1) Contact Information
AccoptancuTaat - Acsiktad Living Plan 1

dress, Phone, Email

Contact Details

Member Type® Selec: v Department
Flrst Name Division
Middie Name Title

Last Name

Location Quick Pick --Sclec ~  Home Number
Addrass Work Number E£xt
Call Number
Fax Number
City Additional Number
State Soluce v Additional Number
21P Cede Werk Email
Personal Email

Comments

_MW

Figure: Contact Details Form

Editing or Deleting a Contact
1. Start by clicking “Contacts” on the Main Menu.

2. Click on the name of the contact you wish to edit.

3. Edit any of the displayed data for this contact.
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4. Click “Save.”

5. Check to see that the contact is listed appropriately in the Contacts Database.

Reassignhing a Contact

If an employee leaves or transfers, users can now easily make multiple assignment
changes simultaneously rather than changing each of that person’s assignments
individually.

To reassign, select a contact.

.'-\/x Contacts :i
. AcchptanceTast - Assicted Living Man 1 - Emergancy Operaticos Man . v My

and A

Facilities

Mai ol

Remote Fackitios
ove, Lauren - Manage
artey, Petar - Manager

Safety and Sacurity

Cavis, Samuel - Dire

5, Weasiey - Cuu

Finance

Accounting

v Deputy

Information Technology

Figure: Selecting a Contact

Click on ‘Reassign Roles.’
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o8 Contact Information

AccemanceTust - Asusted Lving Plan 1 - Emergency Operatons Man - (740)

Placos » Things »

dress, Phone, Email

Contact Details

Mamber Type® Key Staff Dupartmant Admi o

First Name  Timcthy Division

Middie Name Title Bosrd Member in charge of Arepsredness

Last Name Gaines

Location Quick Pick Select: v Home Number 615-840-9510

Adcress Work Number 615-987-8012 Bt
Call Number 013-321-7432
Fax Number

City Additional Number

State Seiect v Additional Number

717 Code Work Email tmathyBwork com

B 1oy A ) s | & Parsonal Email tmothyBemat.com
Comments

—— ) e ) s ) b EIS

N

Figure: Clicking ‘Reassign Roles’

Select the person you wish to reassign the roles to from the drop-down and the roles
you wish to reassign. When you are finished, click ‘Reassign.’

Reassign Contact Roles n

Roles [ Select All
(] General Info [7) Delegations of Authority ) Facilities [[] Teams

] Orders of Succession ("] Essential Functions (] Planning Partners

Person Being Unassigned Person Receiving New Assignments

McMahan, Kayla Unassigned Person

Reassw ‘ Sazcal .’

Figure: Reassigning a Contact

Adding a Vendor
The following steps should be taken to add vendors to your Contacts Database:
1. Inthe Contacts Database, select “Add New Contact.”

2. Choose Vendor/Other from the Member Type dropdown.

3. Enter first and last names of the vendor point of contact.

4. Using the dropdown or by typing directly in the boxes, add the name of the
vendor/company.

5. Enter the title of the vendor point of contact.
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6. Enter a description of the product/service, and a related contract number or

reference number.
Enter the vendor’s work address.
Add the vendor’s contact information: work number, cell number, and work

email.

Address, Phone, Email

Contact Details

Member Type®  vends Cer v Vendor/Company®

Firnt Name Tithe

Last Name Proguct/Service

Planning Partiver Contract Number

Location Quick Plck  --Select-- * | Mome Number

Address Work Nursber Ext
Call Namber
Tax Number

city Additional Number

State cea - Additional Numtrer

21D Cede Waek Email

™87y b Parsenal Tmail

Website

A [

Figure: Adding a Vendor to your Contacts database
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Teams

Overview

There are teams that you will need to identify for your plan. You have the option of
creating new Teams, for any purpose you wish, and you can give the new team(s)
any name you wish to call them.

Adding a Team

1. Click the “Teams” button on the Main Menu.

,-,\v’ Main Menu

Actions

[y — peneems J

People
Ceracts Tmm I e of Succassian | | Delgatiors st Attty |

Dazactrracts / fastion J

Places
Tocittees Zocarity and Awesa
Things
Mt Nofiaion Mecedues Comimvnicatans Myt Asds g HOUS TTE (g areronse
Sefersrces | Auhitiss

Figure: Clicking the Teams button on the Main Menu
2. To add a new team, click the “Add/Edit Teams” button at the top.

p ? "5 Teams

Figure: Clicking the Add/Edit Team button
3. Using the “Choose Team” drop-down menu, select “New Team” and then type
the team’s desired name. Enter a brief description for the team below the

team’s name, as well. After all information is entered, click the “Close” button.
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Add / Edit Teams

Choose Team: v ~Pleass Choose--
~~Add New Toam.-«
Team Name: Plarning Team

N B I U A

Se@OEm

Figure: Adding a New Team

4. To assign a member to a team, click the “Assign New Member” button.

x County - (Emergency Operations Plan) - (145) N‘;“A’::‘:::»v:er“l!::ﬂer
planning Instance: i-07d7b20d915962edd

Main Menu General Info Contacts Manage Your Plan> |  File Archive Reports Administration Logout

Teams 7]
QAT ot ¥ ]

{-| Planning Team @

Name / Title / Contact Planning Team Role

John Jones Coordinate with personal where 1o meet in the event of an emergency. Contact all key staff members that need Lo arrive on site to
Deputy Administrator assist in the event of an emergency.

City Auditor

W: 615-874-2356 x 120

H: 615-236-4598

C: 615-394-5567

wili@work.com

Dino Thomas Brown Ensure that all key staff involved on the planning team have recelved and are wearing neon / reflective caution vest while working
Director on site of a disaster,

Emergency Management

R
W 564.265-4587 " )
G-

C: 615-457-4654
A; 548-798-5613
nomail@nomail.com
Angela Brown
Captain

Fire Marshal

W: 615-741-8512
H: 615-231-7012
C: 615-702-7301
angeia@®work.com

Copyright @ 2004 - 2021, BOLDplanning, Inc., All rights reserved Privacy Policy  Terms of Use

Figure: Clicking the Assign New Member Button
5. Select the team you wish to assign the new member to and then use the
“Member” drop-down menu to select the contact you wish to add to the
selected team. If the member is not in the “Member” drop-down menu, go to

contacts to add the contact in.
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Assign New Member [x]

Team: --select-- v Member: assigned Person -

Unassigned Person
Please Enter This Members Respoy O Executive Office
y * Miller, Misty - Adminstrator
tE= & SUEE T city Auditor

* Junes, John - Deputy Administrator

City Secretary
* Fulton, Jim - Manager

Legal Staff
* Ester, Sandra - Manager

Mayor's Office

Figure: Selecting a Team to Assign a New Member

6. After the member is selected, enter the member’s responsibilities/roles for the
selected team. When finished, click “Save.”

Assign New Member n

Team: Planning Team v Member: Miller, Misty - Administratod -

Please Enter This Members Responsibility / Role
tE=2 R Styfe:

=] Source g

Figure: Describing a Member’s Responsibilities/Roles and Clicking Save
7. To edit an existing member’s responsibilities/roles, click the “Edit” button to the
right of the member’s information.
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Teams

Tnactie Marye Team Role

t&&Etk&EE”

Figure: Editing a Team Member’s Responsibilities/Roles

Orders of Succession

Overview

The purpose of orders of succession can be summed up by the question “Who
comes next?” This section of the continuity plan pre-identifies who will step in for
personnel in key leadership positions/titles if they become unavailable. Use the
“Help” button in the Orders of Succession screen to see a more detailed description
of purpose for this section.

Note that the person who officially has the role under consideration should be listed
as the primary. The individuals who will step in if the primary is not available are
called alternates. Identify at least two alternates for every primary if possible.

You should complete the General Information section before completing Orders of
Succession. If you have entered the name of your administrator in General
Information, your administrator's name will then appear automatically in the Orders
of Succession list.
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Adding Orders of Successions
1. Click the “Orders of Successions” button on the Main Menu.

iy Main Menu
ot - Ax

Main Meau )
Plan
Gererat o Fae Mrchane Base a0 Ve Hot ¥
Memages Raapzess Actrm
Actions

Mhasarsts | Risk Assassriact Anenss

People

o S e—
Dazactracts / fastiom
Placas

raciiaes Zecarity ans Awceas
Things

et hoofeinien Nocodues Sammpcears Myt A nd oS TIE £ Msreeconse
Referacces { Authanitiss

Figure: Clicking Successions/Authorities on the Main Menu

2. To start creating new successions for specific organizational roles, click “Add
New Succession” at the top.

e, Orders Of Succession
Accastanceot - Asxwiad Lidrg an |

Ordars of Succession 9

Wiho s suthorized to activate the local Emergency Operationy Center?

Desart e

Who ix sutharized to declare = State of Ganaral Emergency?

Position Tle [— Divisien Varme Ioeomse ety A ]

S oy

for your State?

Pasition Taie Oapartimit Division Marme (pectas cunmaty AWt by Ay Meray
Cef tharse e bestianry Cove P ooes g

Who i3 the Main Point of Contect for this plan?

Figure: Clicking the Add New Succession Button

3. Enter the new succession for a specific organizational role and then click “Save.”
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Figure: Adding a New Succession and Clicking Save.

Adding Members to Succession Lines
1. Click the “Orders of Succession” button on the Main Menu.

% Main Menu
. AccustacaTint - Avssiad Living Pan 1 - Emergmecy Oparatiars Fes - (743)
Main Meau V)
Plan Wakome i FUCC S0U0piermeg com, prur an-3re seurte far dewsioping snd maisteniezg yaur Erorgency Ozcratom e (EOP).
= ety ) Frams ) 0 Basezin ) on o FLHOC BOLDPIWING cirn was deshred 18 Create 3 e ok 2, AE 0 90dy Brogus £09 gecumer, but 3o 3 Twing pien”

—— ) ST S ] v

Actions

Poople l

Placas

Things

Figure: Clicking the Succession/Authorities Button on the Main Menu

2. To add the primary for a created succession, click the “Add New Member”
button on the right of the succession.

ClTest.

Position Title Department Division Name (position currently held by) M

Ay DbSeg

Version: 21.03.166 Copyright ©® 2004 - 2021, BOLDplanning, Inc., All rights reserved. Privacy Policy Terms of Use

Figure: Clicking the Add New Member Button
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3. Choose the primary from the contacts list provided. If they are not in the
contact list, go to Contacts to add them and then proceed back to
Successions/Authorities to add them in.

Add New Member [ %]

I )

Contact Search Results

Chief Executive Office
* Milfer, Misty - Administrator

City Auditor
* Jones, John - Deputy Administrator

City Secretary
* Fulton, Jim - Manager

Legal Staff
* Ester, Sandra - Manager

Mayor's Office
* Smith, Jane - Manager

Communications

— D

Figure: Choosing a Contact for a Succession
4. To add the alternates for the primary previously added, click the “Add New
Member” button, again. To add more than one alternate, keep clicking the
“Add New Member” button.

ClTest.
Position Title Department Division Name (position currentiy hefd by} M

Primary Manager Chief Executive Office City Secretary Jim Fulton W “

Version: 21.03.166 Capyright © 2004 - 2021, BOLDplanning, Inc., Al ights reserved. Privacy Policy__Terms of Use

Figure: Adding Alternates for a Primary of a Succession
5. Choose the alternates from the contacts list provided. If they are not in the
contact list, go to Contacts to add them and then proceed back to
Successions/Authorities to add them in.
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Contact Search Results

Chief Executive Office
* Milier, Misty - Administrator

City Auditor
* Jones, John - Deputy Administrator

City Secretary
* Fulton, Jim - Manager

Legal Staff
* Ester, Sandra - Manager

Mayor's Office
* Smith, Jane - Manager

Communications

—

Figure: Adding an Alternate

Position Title Department Division Name (position currently held by) M
Primary Manager Chief Executive Office City Secretary Jim Fulton m u

#1 Alternate Manager Chief Executive Office Legal Staff Sandra Ester w w
#2 Alternate Manager Chief Executive Office Mayor's Office Jane Smith w u
#3 Alternate Coordinator Communications Social Media Brittney Faulk w u

Version: 21.03.166 Copyright ® 2004 - 2021, BOLDplanning, Inc., All rights reserved Privacy Policy  Terms of Use

Figure: Listed Alternates for a Primary
6. To edit the primary or alternate for a specific departmental or jurisdictional
role (the person who fulfills this role), click the “Edit” button on the right side.

i L sy
Position Title Department Division Name (position currently held by) M

Primary Manager Chief Executive Office City Secretary Jim Fulton

#1 Alternate Manager Chief Executive Office Legal Staff Sandra Ester w m

#2 Alternate Manager Chief Executive Office Mayor's Office Jane Smith

#3 Alternate Coordinator Communications Social Media Brittney Faulk

-

Version: 21.03.166 Copyright ® 2004 - 2021, BOLDplanning, Inc., All rights reserved Privacy Policy Terms of Use

Figure: Editing a Primary or Alternate
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7. To delete a primary or alternate for a succession, click the “Delete” button
beside the “Edit” button.

Test., a‘ SmSmuim‘

Position Title Department Division Name (position currently held by) W
Primary Manager Chief Executive Office City Secretary Jim Fulton Edit w i
#1 Alternate Manager Chief Executive Office Legal Staff Sandra Ester m w

#2 Alternate Manager Chief Executive Office Mayor's Office Jane Smith w w

#3 Alternate Coordinator Communications Social Media Brittney Faulk Edit W

Edit Succassion '

Version: 21.03.166 Copyright ® 2004 - 2021, BOLDplanning, Inc., All rights reserved. Privacy Policy  Terms of Use

Figure: Deleting a Primary or Alternate

Sorting Succession Lines
1. Click the “Successions/Authorities” button on the Main Menu.

.\\'J Main Menu
- AccstmncaTant - Assitad Lving Man 1 - Emerpency Oparations Mas - (740
Main Meau V)
Plan
Genert Info Fie drchae ) Base Han | Y oo

Femaien Raapsran Accm
Actions
[y s— — ]
People

Cermacta o ) e st suscsnan S—p—

Dapactmarta { fostiom

Places

focisties Zacarity ans Accems
Things
et homleinin Nocodues Comimenetans. Myt A nd oS TIE (S Mareeronse

Figure: Clicking the Succession/Authorities Button the Main Menu
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2. Click the “Sort Succession” button on the right side.

|Who is authorized to activate the local Emergency Operations Center? I MI
Position Title Department Division Name (position currently held by) M

Primary Director Fire Services Emergency Management Dino Thomas Brown W W
#1 Alternate Assistant Director Fire Services Emergency Management Eden Gloria Perry @ m
#2 Alternate Communications Chief Fire Services Emergency Management William Shaffler “ “
#3 Alternate Battalion Chiefs Fire Services Fire Department Sue Smith “ “
["IWho is authorized to declare a State of General Emergency? W
Position Title Department Division Name (position currently held by) m
Primary Governor State of Tennessee Executive Branch Billy Johns Willsboro W u

Department of Safety and Homeland

#2 Alternate Captain Police Services Police Department Mark Jones “ u

#3 Alternate Manager Chief Executive Office Legal Staff Sandra Ester W “

FThAlln in bln Bulin Yafnmmnbinm Aflnnn fam vomim Cambasd

#1 C State of Tennessee

Figure: Clicking the Sort Succession Button

3. Place the cursor over the name of the person who will fulfill a different

alternate position.

Sort Successions

Who is authorized to activate the local Emergency Operations Center?

Position Title Agency Name (position currently heid by)
Primary Director Fire Services Dino Thomas Brown

#1 Alternate Assistant Director Fire Services Eden Gloria Perry

sommun / flce Services Mligm Shaffier
#3 Alternate Battalion Chiefs Fire Services Sue Smith

Figure: Placing Cursor Over an Alternate
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4. When you see the crossed arrows, hold down the left cursor and drag the
name to this new position. (Note that the position title moves with the name.
You can ignore this.) Click “Save” when finished dragging.

Sort Successions n

Who is authorized to activate the local Emergency Operations Center?

Position Title Agency Name (position currently heid by)
i Lo oo — o

#3 Alternate Battalion Chiefs Fire Services Sue Smith

#1 Alternate Assistant Director Fire Services Eden Gloria Perry

#2 Alternate Communications Chief Fire Services William Shaffier

Figure: Dragging Alternate to Desired Position and Clicking Save

Delegations of Authority

Overview

The purpose of delegations of authority is to assure that certain critical functions or
decisions can be handled, even if the person who usually handles those functions is
unavailable during a critical period. An example would be an emergency purchase
of personal computers when the person who would usually authorize such a
purchase is away on a vacation and not available, or when the person is
incapacitated in some way.
The Planning system has pre-identified four such delegations. These are:

e Travel authorization.

e Leave authorization.
e Purchase requisitions/spending authority.

e Execution of contractual agreements

These functions are critical to most organizations. You should decide if they are
relevant to your organization, and whether you need to add some other types of
delegations. Note also that the delegation refers to a specific process, not to a
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person.
The process for completing this section is very similar to that of orders of succession.
In each case you need to identify at least one alternate contact for each delegation
relevant to your organization, although two or three alternates would be preferable.
As with the other sections of the plan, any person you wish to use as a primary or
alternate must already be included in the contacts database.

Adding, Editing, and Deleting a Delegation

1. Click on the “Delegations of Authority” button on the Main Menu.

- Main Menu

Main Menu @

Plan jlcome 16 FLI
Sarst Ity 19 frshne S ran Vam n nx
Pesmages Famarse Adism

Actions

[Ty we— prasuas )
==

il
People
e . ' M‘ -
Sepaimes { pritins
Places
s ) Iy a0t

Things

Axet NoaTatin Procedirss Canaunxacim Pt A4ds g MOUY TTE { Plen Matecance
Sadwrcas { Auteorties

Figure: Main Menu — Delegations of Authority

2. Click on the “Add New Delegation” button at the top of the screen.

_.,> Delegation of Authority
- AcomptaneTest - fesisod | wirg A [

i Degarsmart [E—— A ivetat At

Leave Autharization - Acting Agents S s )
ie Oepariman Wama Jnmion cumment Ao 37 gt

Leave Autharization - Delegated Agents QU

e Oepanmant

Purchase Requisitions/Spending Authority - Acting Agents UL )

e Gevarimert Wasna 20 CLTECOY N By, &

Figure: Add New Delegation
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3. You will be presented with a box in which you can type the name of this new
delegation.

4. Make sure to include a triggering condition; is the acting agent incapacitated
or unavailable? Also, include any limitations that may be experienced when
this authority is passed on to the delegated agent.

Delegation of Authority: ‘Travel Authorization

Delegation of Authority Trigger Conditions:
M B I U A~

e @ESIP ] Source | &

Delegation of Authority Limitations:

Figure: Adding New Delegation
5. Click “Save.”

6. Check to see that the new delegation is listed and described as you wish it. It
will be added to the bottom of the existing delegations.

7. You can change the name of any of the delegations listed by clicking on the
“Edit Delegation” button at the bottom of each delegation.
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o > Delegation of Authority

Delegation of Authority ]

Travel Authorization - Acting Agents

nae ey
Iy by
e )

Leave Authorization - Acting Agents Qs )

e Oeparmart

Leave Authorization - Delegated Agents QUL

e Depanmant

Purchase Requisitions/Spending Authority - Acting Agents O

e Oegarimern Mo (RA200 QNECOY NN, &

Figure: Editing Delegations

8. You can delete any acting agent or delegated agent in the list by clicking on
the “Delete” button on the right side (beside the “Edit” button)

::.) Delegation of Authority

Delegation of Authority ]

Trave! Authorization - Acting Agents Sty

e Oeparsmant Nama i Ty
Travel Authorization - Delegated Agunts - )

e Deparimart

Leave Authorization - Acting Agents Qb Emgen )
Wama s cerecty nes 2y Aty

o

Leave Autharization - Delegated Agents QUL

e Depanmart

Purchase Requisitions/Spending Authority - Acting Agents UL

e Oegarimert Mo (R0 CNECOY NNy, %

Figure: Delete Delegation




BOLDplanning CEMP

Editing Delegations of Authority

1. Click on the “Delegations of Authority” button on the Main Menu.

,-ﬂ Main Menu
- ACCRI RISt - Rt
Main Munu @
Plan Welcome t6 FLHCC. BOLDASTAiA Com, yeu -ee SHarc o Gewtiopn 1 MOFRSIAg
Oarerst Ints i drshne Zoc Fan Vem Mo n
Pasmagen Ramnaree Adizra
Actions
pusacs ) ick Ausssrecn | srscas )
People
Caotanrs oy J Quers of Suecesshar Dekepatvns o Authacty
mvum‘tl'-mu
Places
st ) ssanivant s )
Things
Awst MATCa0Nn Procedwes Canownuamim Mutisl Avds 3na POV | TTE | Pleo Mantecance
Snwurcas { Auteorties

Figure: Main Menu — Delegations of Authority

2. You will see the list of predefined delegations listed above.

o .,’) Delegation of Authority
. taeweTes el | Mrg M Fvenrgen
Detegation of Authority o
Ry (Janimwesy
Trave! Authorization - Acting Agents
- Oeparment Mame fAaston csety Mok 27)

Travel Authorization - Delegated Agants

Beparimart Wama @
Suibvapn
Leave Authorization - Acting Agents
e Deparimart Wama on cxmmerty Aok )
s
Lesve Autharization - Delegated Agents
e Oeparmart

Purchase Requisitions/Spending Authority - Acting Agents Shoeend

e Gevarimert Wasne 2N CLTECY VB, %

Figure: Add Acting Agent

3. For each delegation in turn, click on the “Add Acting Agent” button to the right
of the delegation row. Select the appropriate primary name from the contact
search results. This is the person who usually handles this specific function.
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Add New Member n

Contact Search Results

Executive Management and Administration

Board of Directors
Gaines, Timothy - Board Member in charge of Preparedness
Taylor, John - Executive Administrative Assistant to the Chair

Chief Executive's Office
Johnson, Kim - Chief Operating Officer
Key, David - Chief Executive Officer
McEwen, Marshall - Chief Information Officer
Smith, Lane - Chief Financial Officer
Smith, Sue - Executive Administrative Assistant to the Chief

Human Resources
Aiken, Bill - Director

Risk Management
Thomas, Elaine - Risk Manager

Facilities

Main Hospital
Baker, Randle - Assistant Director
Barber, Thomas - Director
Branch, Kim - Nurse

Remote Facilities
Love, Lauren - Manager

Figure: Add Acting Agent from Contacts

4. After clicking on that person’s name, you will be returned to the Delegations of
Authority screen, and you will see that person listed as the “Acting
Agent/Position Currently Held By.”

Delegation of Authority o
e et e
,
Travel Authorization - Acting Agants
Tt [— Nome o -
e EneCHtVe Managemest 30 40 B Qg
. ”
e Eer bxDwpeiily
con Foa S By
[ g By

Figure: Adding Acting Agent
5. Click on the “Add Delegated Agent” button to the right of the delegation row.
Select the appropriate Delegated Agent name from the contact search
results. This is the person who will handle this specific function if the primary is
unavailable.
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-~ ' i icorme, Layta McMahan
pa > Delegation of Authority Your wnetmarin's Kapter
. AconptanceTest - Asgnd | e A | - Everpency Doerations Ran - (743)
Delegation of Authority o

|Yrave! Authorization - Acting Agents S snn gy
- Oegarsmant [ —— bz aet )
s [y — 0 Adan ELY S

Travel Authorization - Delegated Agunts
e Beparimart [SE— I r——
S — . Crna eriey

P — Faance ke M PRTTTY

Leave Authorization - Acting Agents S Emkpn
e eparmare [—— [T

P ———— o aben )

Leave Autharization - Delegated Agents QUL
e Ocparimart Wame Dengsnd 1) Aot ignty
couviv Nrectr Oz meries ElY Sy
w00 Suservann Fasnce ey see L Les
|Purchase Requisitions/Spending Authority - Acting Agents UL )
L Eavae iy

Contact Search Results

Executive Management and Administration

Board of Directors
Gaines, Timothy - Board Member in charge of Preparedness
Taylor, John - Executive Administrative Assistant to the Chair

Chief Executive's Office
Johnson, Kim - Chief Operating Officer
Key, David - Chief Executive Officer
McEwen, Marshall - Chief Information Officer
Smith, Lane - Chief Financial Officer
Smith, Sue - Executive Administrative Assistant to the Chief

Human Resources
Aiken, Bill - Director

Risk Management
Thomas, Elaine - Risk Manager

Facilities

Main Hospital
Baker, Randle - Assistant Director
Barber, Thomas - Director
Branch, Kim - Nurse

Remote Facilities
Love, Lauren - Manager

Figure: Add Delegated Agent
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6. After clicking on that person’s name, you will be returned to the Delegations of
Authority screen, and you will see that person listed as the “#1 Delegated
Agent.”

7. Once again, click on the “Add Delegated Agent” button to the right of the
delegation row. Select the appropriate second Delegated Agent name from
the contact search results. This is the person who will handle this specific
function if the #1 Delegated Agent is unavailable.

p Delegation of Authority
LV AcomptaeweTs: e | virg Evenrgme

T I T S— T T SN— T N— TS

Delegation of Authority 9

ave! Authorization - Acting Agents S )

Crane hardey H‘- u“
s i Sy

Purchase Requisitions/Spending Authority - Acting Agents UL

Figure: Sort Agents

General Information

Overview

In General Information you should draft your supersession statements (what plans, if
any, this one replaces) and acknowledgements for individuals who have been
integral to the implementation or done extensive proofing and coordination work.

Later, you will return to these drop-down menus and choose individuals and entities
from information you enter in your Contacts Database, Departments, and Facilities
portions of the tool. These will be people who are the main point of contact (usually
the EOP project manager) as well as specific departments which function as your
EOC or EMA's office.




BOLDplanning CEMP

1. Click on the “General Information” button on the Main Menu.

,-.\ Main Menu
LY AccestanceTese - Aasised Uving Pl 1 - Emegéney Operations P - (140
Weicome 1o FLHOC.BOLDpRanning.com, yeur on-lne scurce for developing and mainta g your Emergency
Opertions an (EOP
Baze Fian | Visw Pion ||=5
S FLACC.BOLDglanning. ¢ was desgned 1o create 3 SINGardzed on- bne plannng em Ment. that net enly
produces 3 hard cogy EOP document, but 8o 8 “Wving pian”
Using the buttens to the left, you can through each section of your EOP.
~ For secunty puroses, plesse be when finkshed with your session.

Actions
For commMents cr QUESHIONS, Piense Contact s ot ReRBS0 Delning com

Mazards / Risk Assessment | Annexes |

People

Contacts | Teams | Ordors of Succession | | pelegations of Autreciy |
Departments / Peaiions
Places
rociines | Securty and Aceas |
Things
Aest Notfieabon Procedures | Communications | msusaisanamous || T7E/ Aan Maiotenance |
Rafarences / uttceitios
cly Comuriaht © 2004 - 024, 30L olassing, Irc._ All iabes recervad

Flgre: Clicking the General Information Button on the Main Menu
2. Make sure to name your plan to what suites your organization.
a. Make sure this goes under “Name of Jurisdiction/Organization.”

b. Make sure the “Name of Plan” is “Emergency Operations Plan” and the
“Abbreviated Name of Plan” is “EOP.”

General Info

General Info 9

ron Type:

Tndustry Typei

Common Dats Arast

Pran Diaposticn:
Juristiction Tyse: S v

state

Mame of Jurisdtion | Onpasizotion!
Mame af Plan:

Atbreviated Name of Plas: Ceampis: (CEM, 10P, ez}

Pecrside yorin ndlity w

Provite your faciity Scarse rumber:
What yuar max your faciiiy beiltr:

Daseribe the type ction:

Desrilve any subiseaquent Corstructaon and dane

Figure: Filling out Name of Jurisdiction and Name of Plan
3. Fill out the Supersession statement and Acknowledgement section.
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B I Uh'E 5] Soures | &
Supersession This Plan for Fulton Cox tiated in December of 2015 by the
Fulon Count Management Department N can be referenced through
FulionReady com. Thi rert EOP plan created and refer through the FultonFeady.com
planning tcol supersedes all previous EOP plans in Fulion County
w8 I A E =) Source | &

Acknowledgements 6 Plarming Tearn would like to acknowladge he Fulton
spartmants for thew acti the planning process.
ledpe the particpation from the cites of Alta Vista

Ta this plan active? Yes ® no

1s this plan locked (read-only)? Yes N ®

1s reporting disabled? Yes ) No @

Has this plan been formally approved? e D no®

Expiration Date ] (mmy/dd/yryy)

Has your jurisdiction adopted the NIMS criteria? Yos N ®

4. Lastly, using information from the Contacts Database, Departments, and
Facilities, fill out the drop-down menus to enter the main point of contact and
specific departments which function as your EOC or EMA's Office.

v
Provide yaar facsity telephone numser:

Proide your aciity emergency contact telsphone aumber

Peoide yaur faciity pager nursber (it availatie)

Provite yaur fackity fax number

Provide ysur fackity ereall addrues (if avadabia):

Provide yaur factity licenss number:

What vear was wsur fndlity hlt?)

Oesaribe the type of comstructon

Descrie any sebsemeert Consiruction ani date)

Tdentity yoor faciity's licansed capacity:

Teestity the number of bads at your faciity:

Lantify the number of sparatisn sultas a¢ your faciity:

Tdwatify the avernge nusber of pationts sn-site

Tawatify the manimam ember of patents on-ste

bty the masimm s o stalf on e

Tdentify which flood zene ax Identitied on  Micod Tasurance Rate Map:

Tdastity burricane evacuation zone: -

Musmiar of imbies cantar s lncatad fram & ralvasd ar majes traaapart

Tdwntify ¥ canter is locoted wimin 10 mile or 50 mis emergessy gannieg 10ne of  suclesr prwer plaat]
Tawatify the owmer of your facifity)
Ldeskity yoer afternate facility Agmsinistrator:

Lauskify the Safety Liaivom Officar {ser 2011 Piorids Statute 408.321(1)]:

Idantity the pervon respenuitie for DO - EMRescurce, sar Section 400.821(4), Flonds Statutes:

Tdantify the numvber of patients with femential

Tdwntify the nurvber of patients with Aleheimer's diseases

Taamtity the o pathents wih selewres:

Tdestity the number of patients who require sxygen:

Figure: Filling out Main Point of Contact and Department Information
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Departments/Positions

Overview
This tells your plan users how your organization is put together with the names of
every department associated with day to day, and emergency operations. These are
also the key players for your annex actions and their drafting process.
¢ You will want to include entities like EMS services, administration, critical
vendors/long-term contractors, and other stakeholders who help you
complete daily actions and respond to extraordinary events.

e Try not to use abbreviations and acronyms, or if you do, make sure to spell out
the entire name in beside it. Be consistent in your naming criteria: start at the
highest level possible (often federal) and work down.

e Try not to leave anyone out of this list and after you have typed out a
department or a position, select whether it is federal, state, local, municipality,
private sector, non-profit, or other. This organizes these departments in list
form under the entities they are responsible to and is important when you
choose a department or agency that is responsible for specific annex actions
later.

Adding a Department/Position

1. Click on the “Department/Position” on the Main Menu.

Ceotanrs | Ty J Quiders of Suevesshir Deigations o Authacty

ITE | Po Mantecance |

Figure: Department/Position Button on Main Menu

2. Click the “Departments/Positions” button to add a department or position if
you do not see it in the list provided.
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(o Departments / Positions

AcoagrancaTet ad Lemy megeecy Operatons Mas - (740)

Dupartments / Positions ]

Figure: Add Department/Position Button
3. Type in the Department/Position name and select a type (federal, state,

county, city, municipality, private sector, non-profit, college or university,
hospital, or other).

Figure: Adding Department/Position Name and Type

4. Click “Save.”

Deleting a Department/Position
1. Click on “Department/Position” button the Main Menu.

‘:"\) Main Menu
v/ Accsstoncaiest - Avtes Uving

Things

IO )\ USRS ) LU ]




BOLDplanning CEMP

Figure: Department/Position Button on the Main Menu

2. Click on the department/position you wish to delete.

.-.v/, Departments / Positions
p A aThat - Aasmted Livng ln

Emergercy Operateas e

Dupartmants / Positions 9

3. Click the “Delete” button on the bottom right.

£ Y level is d
. County - (Emergency Operations Plan) - (145) u‘:,u;:::::ls,ﬂ:.r:«.::g.r
planning i-07d7b 20dd

Main Menu \ General Info Contacts Manage Your Plan » File Archive Reports | Messages Administration Logout

Departments / Positions 9

iy

Departments / Position Name: Fulton County County Clerk
Type: County v

Version: 21.03,166 Copyright © 2004 - 2021, BOLDplanning, Inc., All rights reserved. Privacy Policy  Terms of Use

Figure: Clicking the Delete Button on a Department/Position
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Hazards/Risk Assessment
Overview

In order to develop actionable response guides and annex lists, you need to have
defined your major hazards and threats. These actions will be listed in conjunction
with annex/incident response actions but placed in a separate list for that specific
hazard alone, not for the annex or a department.

They will ultimately be attached to specific annex/incident actions as well in the
annex action portion of the plan.

e After defining hazards and their potential impacts in the two dialogue boxes
given, planners should then rank their probability, severity, duration, and
warning time.

e These rankings will order them in a list to prioritize them for planners and
reviewers.

e Once they are in an order that fits your organization’s imperatives, you can
create specific actions that are taken to respond to these hazards.

Editing Hazards/Risk Assessment Using Import

1. Click on the “Hazards/Risk Assessment” button on the Main Menu.
2. Click on the “Import Hazards/Risks” button.

B\ Hazards / Risk Assessment
. cepanoTes - Aaweh ; g

No risks have been added at this time. To add a new Risk, simply click the "Add New Risk " button above.

Figure: Clicking the Import Hazards/Risks Button
3. Click on the box to the right of each hazard/risk you wish to import.
4. Click on the “Import Selected Risks” button.
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o Y Hazards / Risk Assessment

Hazards / Risk Assessment 9

ADA Specific Cracentizn Fallare

Figure: Selecting Appropriate Hazards and Clicking Import Selected Risks Button
5. Click on the “View/Edit” button.

e Hazards / Risk Assessmaent
e et - Aaybizd Livng Ph e

My e X
Mazards / Risk Assessment ]
At iy
Priorey_miek Tk Rutiog I 1
- 2.0 tow ! —miEe __‘I!! Aseeiw g
423 Wasther - Winser Shorm P R i)

Figure: Clicking the View/Edit Button of a Selected Hazard/Risk

6. Review the data provided for the imported hazard/risk.
7. Make any necessary edits to the information in the drop-down boxes or the
free-form fill-in boxes.

e Hazards / Risk Assessment
L fcceprencaTunt - Asststed Liveng Plar 1 - Emerpency Opari

Mazards / Risk Assessment 9

sk Mo Lghirieg ok Typa | Mstunl Mk v

Risk Dascrigeon.

Pesantin &
inctuding

Probabty L-inbiety v Warning Tie* -2
Magnitde Severityl® 1 - Negigite Duration 1= Lest
* Required

—l) Sl e el

Figure: Editing Information of a Selected Hazard/Risk

8. Click “Save.”
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Editing Hazards/Risk Assessment Without Using Import

1. Click on the “Hazards/Risk Assessment” button on the Main Menu.

2. Click on the “Add Hazard/Risk” button.

wie Hazards / Risk Assessment

o
Mazards / Risk Assessment 7]
P~ LU R~ H
Priorey _mist Tk Rating
I gk L e [/ .. - ]
#12  Westhor - Wirter Sterm 0 bow Il AU )

Figure: Add Hazard/Risk

3. Complete the information required in the drop-down and free-form fill-in

FAY Hazards / Risk Assessment
L pyse Toat - A : - g
>
Hazards / Risk Assessment ]
[y~ ik Typac =
By & - ™
Rusk Descrstian
= g u & =
Potential trepact of tvent
nchoting fasncal cets
Provamiity® v warsing Tiomers 5
Magitude Sovrityrt | Zaect v urations®
* Reauiret

Figure: Adding a Hazard/Risk Information

4. Click “Save.”
5. Click on the “Action List” button to the right of the hazard/risk.
6. Click on the “Add New Action” button.

wie Hazards / Risk Assessment

Mazards / Risk Assessment o

sty Senismiing

ooy ma ey i 1
e Ugitang 2.0 -Low _ﬂ‘“ -%‘ I
M2 et~ Wiomer s S—

Figure: Clicking on Action List Button
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.-.‘> Hazards / Risk Assessment Actions

Man N Plen » | Actions » | Pacela + Zeces » | arsn + | e i | topwm

Hazards / Risk Assessment Actions

Prepuredness (Pre-Evant) Actions for Lightning Jlobian

Action

5263, Hioh made, boHng and rrazon 4 31 hatards sooceted wth Burdentnrne and trasical s Prepeedress and pasriss acie

2 PN, Togh wgs, LOAG ) RN atoes & - Fre At Fhe BN SEmge HED HCHBOTIRE MDAt STES Srecied thwands These TS < Lo
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) e ]
# For CrOCY MSH Genice poms s G493 BRUTVENE, SISl TACRTNS, 37 €312 s, NISEDIATE TANTLNN U108 SUD0XES35rS. o Loy
| Response (Durng Event) Actions for Lightaing Jhiiiiss
Action
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Figure: Add New Action Button
7. Decide what this action’s role & phase is for and click on the box to the
selected phase.

e Preparedness (pre-event)
e Response (during event)
e Recovery (post-event)

e Mitigation

8. Write a description of the action into the free-form fill-in box.

Add New Action - Hazardous Materials Incident (HAZMAT) [ x|

I Preparedness (Pre-Event) L] Response (During Event) Recovery (Post Event) L) Mit gation Vulnerable Needs ITDR - Response - Finance L] ITDR - I

I U A Sae - §E 3 es - @B 3 S W 5 Sourcs @

Figure: Adding Role/Phase and Description of Action

9. Click “Save.”
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10. Check to make sure this informmation entered is correct.

_:.'*> Hazards / Risk Assessment Actions

Hazards / Risk Assessmant Actions

Preparednass (Pra-Evant) Actians for Lightning B bnend
1
" op— R — | o
B e est taests

) PR —]
% For CrOcY medical device poms b G e3UpIETE, FOTEhaF il RIS, 30 €31 Sevves, NILLHI A1¢ IWANTENI SU1DE SUDE0ES3S i S

Response (During Event) Actions for Lightsing Thdilissd

Action
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Figure: Edit/Delete an Action

1. Use the “Edit” or “Delete” button to the right of the action to make changes or
deletions.

12. Repeat steps 7 through 12 for all actions considered for this hazard/risk.

13. Click on the “View all Risks” button.

14. Check to be sure that all hazards/risks are listed as you wish them to be.

Reordering the List of Hazards/Risk Assessment
1. Place your cursor over the item in the list of hazards/risks that you wish to
move to another position. (The list must contain at least two items.)
2. When you see the crossed arrows, hold down the left cursor and drag the item

to the new position.
3. Release the cursor when the item is in the new correct position in the list.

,'-,\/. Hazards / Risk Assessment
Mazards / Risk Assessmc o =
M) SEmm Y
[ TR ok Ratins 1
of  ugateng 20-tew | T dlititld
#32 emter—Wimer o o T ) a2 )
Figure: Selecting Hazard/Risk to Reorder
'\.,'\, Hazards / Risk Assessmant
Hazards / mkav.«ssmm\ 9
ST
e ket L e L)
2 Ui o-tow ! U ) el d

Figure: Dragging Hazard/Risk to Reorder

4. Check to see if the hazards/risks are now displayed correctly.
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Annhexes

Overview

Annexes are the backbone of any response plan, as they outline your key
responsibilities, your actionable strategy, and the individuals/departments
responsible for carrying these actions out.

Annexes do not have to be structured according to a particular format, and some
organizations may or may not need all fifteen that are typically included in
jurisdictional plans as outlined in the Comprehensive Preparedness Guide. Some
strategies that are suggested in CPG 101 that may better fit your needs include:
o Functional (also called incident plan) annexes: Organized around hazards and
responses specific to them.
e Departmental annexes: Organized around departments’ specific
responsibilities.
e Emergency support function annexes: Larger-scale categories that
encompass multiple departments and their responses to threats, hazards and
needs that share commmon elements.

Each annex includes a check list of actions that must be carried out during
activation. The action lists are dependent on a strong conceptual framework that
lays out the rules and limits to a specific type of response or emergency. This
framework organized around distinct chapters in the annex details and allows you to
bring over your organizations pre-existing material or formatting into each annex.

Annex Details

When you entered your departments and positions as outlined, these became the
agencies and entities which now appear at the beginning of your annex details.
You can select three operational categories for these agencies, and you may need
to select multiple layers (federal, state, local, or private sector) for each of these
three categories depending on the complexity of the response:

e Coordinating: The coordinating agency is the entity with management
oversight for that annex. Coordinating is carried out through a “unified
command” approach as agreed upon collectively by the designated primary
agencies and, as appropriate, support agencies.

e Primary: A primary agency is one with significant authorities, roles, resources,
or capabilities for a particular function within an annex.
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e Support: support agencies are those entities with specific capabilities or
resources that support the primary agency in executing the mission of the
annex.

After you have chosen to work on your annex details, the annex editor lays out the
following chapters when you select “Customize Annex”:

¢ Introduction and scope: What this given annex covers and what its
organizational limits are.

e Concept of operations: How the annex will function at a strategic level and
what its operational boundaries are.

¢ Roles and responsibilities: Those individuals and agencies in your organization
who respond to this threat or hazard.

¢ Management: Financial expenditures, coordination of resources and
responsibilities for documentation related to expenses.

e References and authorities: These are federal, state, and local guidelines or
statues that directly pertain to the execution of this annex. They are generally
pre-populated for annex coordinators and come pre-loaded in the system
under References and Authorities. They should be regularly reviewed for the
most current guidance or regulatory changes.

Annex Actions

After you have decided on your annex format and the annex details have been
developed, you can get to work on the annex actions. These will be broken down into
five phases of emergency management:

e Preparedness
e Protection

e Response

e Recovery

e Mitigation

Each of these categories will have a check list of actions which fall under it, and these
will appear in your annex chapter under Responsibilities.

Annex coordinators and administrators should work closely with their team members
through this portion of the planning process to make sure they bring as much
subject matter expertise and experience to the table as possible. These actions will
directly impact the quality of your response.
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e Actions are broken out into check lists both by the phases listed above and
are also assigned to the department or agency responsible for them and the
hazard they directly pertain to.

e You can assign the same action to multiple phases (for instance, “Calculating
Expenses” may be categorized as both a preparedness action and a recovery
action), and you can assign a given action to multiple annexes. Team
members working on multiple Annexes should coordinate closely with one
another to prevent duplication of action or layering of redundant actions
across annexes.

» Selection of a hazard (or multiple hazards) that action pertains to occurs
through the tabs which appear at the top when you select “Edit” or “Add” a
new action.

e For an action to be effective, it needs to be assigned to a department/position
through the upper tabs as well. Once this is done, and the Action saved, a gold
star will appear to the left of the action in the list indicating is has been
assigned.

e Actions can be reordered by choosing “Sort Actions” and then dragging and
dropping them into the order you prefer.

Editing Annexes
1. Click on the “Annexes” button on the Main Menu.

) Main Menu

Figure: Clicking the Annexes Button on the Main Menu

2. To add a new anney, click the “Add New Annex” button at the top.
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1,} Annexes
. e costanates

Annexes

Fadlity Evacuntion

Figure: Clicking the Add New Annex Button

*This will take you through a flow to create your annex.

3. Fill out the required information for the annex. Fill in the title of the annex and
check the boxes (support, primary, or coordinating) beside each relevant
department(s)/ position(s).

a. These boxes represent what role each department(s)/position(s) have

in this specific annex. Are they supporting, primary, or coordinating
agency?

4. When finished adding coordinating, primary, and supporting agencies for an
anney, click ‘Next.

cies Types ~

Coorsinateg  Primary Suppert
Carter Vor Diease Cennest (<02

Hations: Respones
w5 Westhar Servie

Hicesr Reguatory Conmiss 0y

ertmeact of Agricatire (USDA

Coorsnateq  Primary  Suppset
Tormwasen Rursins of [nvesnoatien (TBE

& of Agricsure

Figure: Selecting Department(s)/Position(s) and If They Are a Supporting, Primary, or Coordinating

5. To edit a section of your annex, select the edit button beside the section. To
add a new section, click ‘Add New Section.” When finished, click ‘Next.’

E BOLD Annex Sections

planning

Annex Sections [?)

Annex: Annex 16 - Logistics - Supply Plan
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Figure: Editing an Annex Section

6. You can create actions for your annex. Click ‘Add New Action’ to add.

——
BOLD Annex Actions
sunty - Emergiméy Cperations Aan - (145
=

planning

Annex Actions
= —

Figure: Adding a New Action

7. To edit an existing action for an annex, click the “Edit” button to the right of the
specific action.

—E-UWD County - (Emergency Operations Plan) - (145) A e e
planning Instance: 1-009449629052870dd
MainMenu | GeneralInfo | Contacts Manage Your Plan» |  Flle Archive Reports | Messages Administration Logout

Annexes V]
AT ) W LITIAEED g
Preparedness (Pre-Event) Actions for Annex 1 - Transportation W

Action 1
#1 Regulary test public readway information systems including electronic signs, bulletins, Short Message Service (SMS), and media channels, I & @g |
#2 Integrate DOT mandated bridge, tunnel and roadway assessments from the HMP into the Core Capabilties section of the EOP. @ @ ‘
#3 Transportation authorities should report potential problems to the EOC Director for evaluation, W W
#4 Identify in advance the paint of contact and party responsible for notifying staff of EOP activation. - R )
#5 Verify in advance that communications can be established and effectively function at alternative locations. & w
#6 Maintain financial and legal accountabiiity. & w
#?7 In consultation with the EOC Director, align current DHS and OEM priorities with other transportation priorities. E @
#3 Identify liaisons for school districts to plan safe passage of busses and evacuation of schoal sites. & w
#9 Establish law enforcement or public safety liaison for evacuation route management. E @
#10 g:;a‘-::;éraor:mo;)‘al?:r:r;e:;ggis to assist the evacuation of vulnerable populations (ESL, deaf, hard of hearing, visually impaired, cognitively impaired, a ' %
#11 Test public warning systems. & w
#12 Coordinate with the private sector, municipal, state, and federal government GIS resources to maintain accurate mapping. w m

Version: 21.03.166 Copyright & 2004 - 2021, BOLDplanning, Inc., All rights raserved. Privacy Policy Terms of Use

Figure: Clicking the Edit Button to Edit Existing Annex Actions
a. Make sure the action/role and phase are described and selected.
b. Make sure the correct annex(s) is selected.
c. Make sure the departments/position for the given action are selected.
i. Unclick the “Unassigned” box to choose the given
departments/position.
d. Link the action with the appropriate risks/hazards, as well.
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Edit Action - Annex 1 - Transpoi lon

Preparedness {Pre-Event) Response (During Event) Recovery (Post Event) L Mitigation |  Vulnerable Needs ITDR - Response - Finance L] ITDR -

Response - HR O

o, B I U A~ Size iz 3 - = & o= %] Source @

Reaularly test public roadway information systems including electronic signs, bulletins, Short Message Service (SMS), and media channels

Figure: Describing the Action/Role and the Phase

Edit Action - Annex 1 - Transportation

Select All

Annex 1 - Transportation

) Annex 2 - Communications

— ESF 3 - Public Works and Engineering
ESF 4 - Firefighting
Annex 5 - Emergency Management

O Annex 6 - Mass Care, Emergency Assistance, Housing, and Human Services
T annex 7 - Logistics Management and Resource Support
Annex 8 - Public Health and Medical Services
Annex 9 - Search & Rescue
] Annex 10 - Oif and Hazardous Materials Response
T annex 11 - Agriculture and Natural Resources
Annex 12 - Energy
Annex 13 - Public Safety and Security
| Annex 14 - Long-Term Community Recovery
| Annex 15 - External Affairs
— Sample Hazard Annex - Hurricane
| Sample Hazard Annex - Hazardous Materials
Sample Department Annex - Public Works
Sample Department Annex - Fulton County Fire Department

Figure: Selecting the Correct Annex(es)
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Edit Action - Annex 1 - Transportation

I Action / Role & Phase ] Annexes I Departments / Positions Risks / Hazards

Unassigned
Federal

| Center for Disease Control (CDC)
] Department of Defense
@ Department of Homeland Security (DHS)
Department of Justice

Department of the Interior
! Environmental Protection Agency (EPA)
Federal Bureau of Investigation (FBI)
—! Federal Emergency Management Agency (FEMA)
National Response Center (NRC)
National Weather Service
Nuclear Regulatory Commission
] us Army Corps of Engineers
] us Fire Administration
USDA - Animal and Plant Health Inspection Service (APHIS)

- United States Department of Agriculture (USDA)
State

— T Bureau of T ig (T81)

d Tennessee Department of Agriculture

| Tennessee Department of Computer Technology
Tennessee Department of Environmental Quality

O Tennessee Department of Health

"I Tennessee Department of Homeland Security

Tennessee Department of Labor

Figure: Selecting Department(s)/Position(s) for an Annex Action

Edit Action - Annex 1 - Transportation

) Select All

Hazardous Materials Incident (HAZMAT)
Man-Made Technological Disruption
Fire

Wildfire

Riverine Flood

Hurricane

Tornado

Severe Thunderstorms

Volcanic Eruption

Figure: Selecting the Risk(s)/Hazard(s) for an Annex Action and Clicking Save

8. Click “Save” after linking all appropriate necessities for a given action.

a. Avyellow star will appear if all necessities for a given action are linked.
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" Your access level is dev
. County - (Emergency Operations Plan) - (145) My Account - User Manager
P lannin g Instance: 1-009449629052870dd
General Info
Annexes V]
|
Preparedness (Pre-Event) Actions for Annex 1 - Transportation w [
Action
#1 Regularty test public roadway information systems including electronic signs, bulietins, Short Message Service (SMS), and media channels. & w
#2 Integrate DOT mandated bridge, tunnel and roadway assessments from the HMP into the Core Capabilties section of the EOP. & w
#3 Transportation authorities should report potential problems to the EOC Director for evaluation. W W
4 Identify in advance the point of contact and party responsible for notifying staff of EOP activation. w w
#s Verify In advance that communications can be established and effectively function at alternative locations. w w
#6 Maintain financial and legal accountability. & W
#7 In consultaticn with the EOC Director, align current DHS and OEM priorities with other transportation priorities. W w
#3 Identify liaisons for school districts to plan safe passage of busses and evacuation of schoal sites. & W
#9 Establish law enforcement or public safety liaison for evacuation route management. & W
Obtain transportation resources to assist the evacuation of vulnerable populations (ESL, deaf, hard of hearing, visually impaired, cognitively impaired,
#10 disabled, or mobllity impaired). % W
a1 Test public warning systems. & %
#12 Coordinate with the private sector, municipal, state, and federal government GIS resources to maintain accurate mapping. W w ‘
— — |

Privacy Policy  Terms of Use

Figure: Appearance of Yellow Star

To view any section, agency, or actions of a policy/procedure, use the ‘Actions’

button/drop-down to go to the desired section.

—
E OLD Annexes
Courty - Emargency Operatiss fan - (345) =
planning
Annexes 9
P2

Aoy
Keax 3 - Trsnmpartation e BBy
Avmax 2 - Comimuications ey o)
ESF 3 - Public Works and bnginearing R )
257 4 - Peeighting ——tmm D
Arewx 3 - Emegency Management sovs Lo
Acevex 6 - Nass Care, Emargency Assistance, Wousing, mnd Human Services N i)
Areex 7 - Logintics Managessent and Resource Support poos )
e &~ PublC Health and Medical Services pcs
Arenx 3 - Searcs & Rascue e L2y
Arewx 10 - O 3nd Wazardows Materisls Respanse peson
Areex 11 - Agricultare 334 NMTH Rescurces e s
eex 12 - Energy el
Aeeex 13 - Public Safety and Securty pcven
Reevex 14 - Lowg-Term Community Recovery e
e 15 - Extoreal Aftars pevss Lz
Sample Harard Annax - Morricane pam i)
Sample Haeard Annas - Hazardous M R
Sarmpie Gaaarimmnt Anax - Public Warke )
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Communications

Overview

Emergency communications methods and tools are listed here; remember to
include basics like cellphones, 800mhz radios, email, and pagers, as well as less
conventional mechanisms like social media, SMS or text alert systems, subscription
services, and local television stations.

Remember to assign the priority and define the type (voice, face to face, data or
other). Example would include Sirens = Face to Face, 800 mHz radios = Voice,
Cell/Mobile Phones = Other (they include the ability to use data, Facetime, or visual
communications and voice).

Describe how it is used and who has access to it in “Description” and any restrictions,
such as school officials or EMA access only, or if it is used to transmit confidential
data with HIPAA requirements, etc.

Editing Communications
1. Start by clicking the “Communications” button on the Main Menu task button
list.

2. Fill in the information on the communications resource screen by filling in the
blanks and using the drop-down boxes:

Name of Communication:
Priority: (select low, medium, or high)
Type: (select voice, face-to-face, data, other)
Quantity: (fill-in field)
(Check usage as)
Internal Use
External Use
Mobile Capability

Secure

Description: (free-form fill-in box)
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Name of Communication:
Priarity

Tope!
Quantity:
usage:

Figure: Adding a Communication Method and Clicking Save

Alert Notification Procedures

Overview
The purpose of alert notification procedures is to establish a strategy of how your
organization would contact its personnel if an event/disruption were to occur
(business hours/non-business hours). Refer to the “Help” button in this section for
more detail about this topic.
You will see that suggested general procedures are already provided for:

e Initial plan activation

e First level contact of and by the response team (key staff members)

e Second level of contacts (remaining staff)

Please review these procedures and add specific information as it relates to your
organization. Also note that many organizations already may have documentation in
standard file formats covering this information. If so, you can note that in the relevant
portion of this section, and then attach the files using the File Archive function.

Adding and Editing the Alert Notification Procedures

1. Click the “Alert Notification Procedures” button on the Main Menu button list.
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Plan
ooty )
—iE )

Main Menu

Main Meau @

Fie Mctiee J
(RN A S N oA

Pesoree ftivs J
PR et A

Miart Hatidzeszn eacirny
[Wabii i

Actions
Pazads | Sk Assessmers. | preveen )
People
rac J reois J Crges W suein | Boesions o s
g vt {Auctinca
Places
Facs mu‘mm

conmeatioss ) | wtum ok manowe || T s Naiisence
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Figure: Main Menu — Alert Notification Procedures
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2. Click the “Add New Procedure” button and enter the appropriate information.

.--{\ Alert Notification Procedures
. P —— Nen 1 - Erverpeacy Ooarstions M

| e + ™ .- Pacen » ]
Alart Notification Proceduras 9 -

No Notification Procedures have been entered.

Figure: Add New Procedures

Email Notification

Overview

The purpose of email notification is to provide you with an alternate or additional
email system. This is a supplement to your existing email system, and you are not
required to use it.

Sending an Email
1. Go to the Messages tab at the top of the Main Menu Page.

| -
3 Weicome, Kayla McMahan,
i) Main Menu Your username is Kayla,
- / Your access level is dev
\ AcceptanceTest - Assisted Living Plan 1 - Emergency Operations Plan - (740] - My Account

ser Manager
Instance: |-0cde30cO45dadadls Help

M.
File Archive
Base Flan
L Wekome to FLRCE. BOLOplanning.com, your on-ine source for developing and makntaning your Emergency
Operatons Flan (EOP).
Base Plan | View Plan J
FLHCC. BOLDpianning com was designed to create a 26 on-ine planning ant, that not caly
produces a hard <copy EOP cocument, but also a “iving plan”.
Messages ] Response £ Hons. |
ki ——ieh Using the buttons to the left, you can navigste through each section of your EOP.
For security purposss, please be sure 1 Jog-off when finished with your session
Actions
For comments or questions, please contact us at b8 BOLDglanning som,
Mazands / Risk Assessment | Aanexes |
People
Cantacts Teams Orders of Succession Delegations of Authar:
) ) ) egat iy )
| Departments / Positions
Places
Fachies | Security and Access |
Things
et Natification Proceduces | Communications Mutuel Aids and MOU's TTE / Plen Mertenance
] oo j AL l
References / Authorities
Copyright £ 2004 - 2024, BOLDplnningG, Inc., Al rights reserved

Figure: Plan Tab

2. Click on the “Compose Email” button.
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Additional
Addresses

Subject:

Figure: Picking a Group to Email

3. If you have entered contacts, labeled them under a certain category (e.g, all
staff, key staff, staff, etc.), and entered an email address for that contact, you
may choose which category of people you would like to send an email to.

1. You may also choose certain teams you would like to send an email
to, if you have entered contacts into certain teams in the Teams
section.

2. You may also enter other email addresses in the additional
addresses field.

4. Type in a subject for the email.

5. Compose an email by typing in the open text field.

1. You may also attach a file with your email.

6. Click the “Send” button.
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SMS Notifications

Overview
The purpose of SMS notifications is to provide you with an alternate or additional
notification system. You are not required to use it.

Sending an SMS

1. Go to the Messages tab at the top of the Main Menu Page.

' i) Main Menu Your sername is Kayia,

evel is dev

L
. AcceptanceTest - Assisted Lning #an 1 - Emergency Operations Flan - (740 - My Accou

ot - User Manager
oa A (=] Instance: 1-0cde30cO45dada®ls Help
s ctions » | g » \iew Pian Loge
General Info W

Wielcome to MLHOE. BOLDplenning.com, your on-ine source for developing and makntaning your Emergency
Operatons Flan (EOP).

Base Plan | View Plan )

FLHCC. BOLDpianning com was designed to creats a on-ine panning envi , that not caly
produces a hard copy EOP Coaument, but also 3 “iving pian”

Using the buttons to the left, you can navigste theough each section of your EOP.

For security purpos=s, plesse be sure 1o Jog-cff when finished with your session.

Actions
For comments or questions, please contact us at heo@BOLDlanNinG som,

Mazands / Risk Assessment | Aanexes |
People

Cantacts Teams Orders of Succession Delegations of Authari

J J e ) eget iy
Departments / Positions

Places

Facities | Seaity snd Access |
Things

: I
Mert Notificetion Procedures | Communications Mutusl Alds snd MOU's TTE / Plon Merttenance
References / Authorities ,

© 2004 - 202

ure: Messages Tab

R —

A Ig

2. Click on the “Compose SMS” button.

i), Messages
L) AccapracaTent

Figure: Compose SMS

3. If you have entered contacts, labeled them under a certain category (e.g, all
staff, key staff, staff, etc.), entered a cell phone number for that contact, you
may choose which category of people you would like to send an SMS to.

a. You may also choose certain teams you would like to send an SMS to, if
you have entered contacts into certain teams in the Teams section.

b. You may also enter other cell phone numbers in the Additional
Numbers box.
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A4 Statt

oy Kay Satt
s
Non-Stat
VendocfOther
raraing Partne
Nurse Team
Inective Mivse Taam

™
REMINDER: Mcase STart your Message wiih your organizanon name 1 igentify 1he S0urce of Ui messige

Figure: Picking a Group to Send an SMS to and Clicking the Send Button
4. Type the information for the SMS in the message box. It may be up to 140
characters.
5. Click the “Send” button.
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View Plan

Overview

Reports from and for your plan are automatically populated with your data and
formatted as you fill in the screens, and the better the data is that you include, the
more complete and more useful your reports will be. Your reports can be accessed
either through the Main Menu or the navigation bar.

Reviewing Your Plan

whe\ Main Menu

Figure: View Plan on the Main Menu
The following are the two main categories of reports available from the View Plan
screen:

1. Base Plan (refer to red square in Figure 1): The narrative portion of your plan.
The base plan lists the authorities and references and describes, in narrative
form, the concept of operations, procedures and the different phases of an
event (activation, alternate operations and reconstitution). Most of the base
plan is common to all plans. It contains the general overview of what the plan
is, its various parts, and how it will be activated.

2. Annexes (appendices) (refer to red square in Figure 2): This is the data for your
plan in list and table form. The annexes have most of the specific data related
to your organization.
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.-\\ View Plan
\ '/ AccaptanceTest - Assisted Living Plan 1 - Emergency Operations Plan - (740)
Actons > Feosle » Piacs» Things » T
Plan (%]
Status Report HTML WORD
L r—] «
W@  raciity Evacuation & |
00 ANNEX - TEAMS AND RESPONSIBILITIES &) =
BB ANNEX - ORDERS OF SUCCESSION e =
@@  ANNEX - DELEGATIONS OF AUTHORITY &) "y
®@®  ANNEX - COMMUNICATIONS & LY
BB ANNEX - SECURITY AND ACCESS CONTROLS a il
ANNEX - RISK ASSESSMENT &) 9
L -1 3 ANNEX - RISK SPECIFIC ACTION LIST e ks ]
Download All Annexes ) |
Download Compiate Plan (Base Plan + Annexes) &) =9
Download Action Checklists by Annex ) 3
Download Action Checklists by Department 3 |
- 0 Iﬂmms“uamm_‘.
Figure: Reports
.5\ View Plan
\ 'j AccaptanceTast - Assisted Living Plan 1 - Emergency Operations Plan - (740)
actions » Feopie = Things » [ veern | i |
Plan (7]
Status Report HTMI WORD
®8®  Basc Plan & 2
W@®  raciity Evacuation & |
W@ ANNEX - TEAMS AND RESPONSIBILITIES & =9
@B ANNEX - ORDERS OF SUCCESSION rd =
W@ ANNEX - DELEGATIONS OF AUTHORITY & o]
B@®  ANNEX - COMMUNICATIONS ) =
BB ANNEX - SECURITY AND ACCESS CONTROLS ) 49
ANNEX - RISK ASSESSMENT 4 =
ecs ANNEX - RISK SPECIFIC ACTION LIST & =
Download All Annexes & |
Download Compiate Plan (Base Plan + Annexes) &) =
Download Action Checklists by Annex & 9
Download Action Checklists by Department &l L]
S

Figure: Reports/Annexes

Your organization may or may not make use of all the annexes, but if you do, most of
the various reports can be formatted in three ways (refer to green square in Figure
2):

¢« HTML

e Word

« Summary (Excel spreadsheet)

HTML is good for a quick look at how the report will look if you have no need to save it
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or print it out immediately. Word format is for final saving or printing. The summary
format, using Excel, is useful if you want a more concise format or easier
manipulation of the data.

How to Download Action Checklists by Department

After developing annex actions and assigning them to department/positions, the
BOLDplanning platform offers the ability to run a report which downloads all annex
actions created within each annex. Actions are broken out into check lists both by
the phases and are also assigned to the department or agency responsible for them
and the hazard they directly pertain to.

1. Click on the Reports tab on the Main Menu Page.

oy Main Menu

Main Meau @

Plan
¥ Lrty ) Fie ctiee Bage #on ] Vi Mo | ot
U AL — | e 0 L i) e VA S S |
Heses Fesoarat fetiens J
R

Actions

paos | Mk Asscsemers | pervenes )

Peopla

—a ) e J s oo | poepions o aanwre |
Empartoranis  Aostises
Places
St Sty st Accens
Things
Miert Matiscaszn Kecosy Cenmaatisa Nk A e NOL TIE s Nantsemnce |
Aeferences  Athanes.

Figure: Clicking the Reports Tab on the Main Menu

2. Scroll down to the very bottom of Reports and click either the HTML download or
the Microsoft Word download for “Download Action Checklists by Department.”

e
-'h\ View Plan
\ "j AccaptanceTest - Assisted Living Plan 1 - Emergancy Operations Plan - (740)

\ e Feoes | = s —TT——
Plan @

Status Report HTML WORD
®8®  Base Plan
@@  raciity Evacuation
W ANNEX - TEAMS AND RESPONSIBILITIES
ANNEX - ORDERS OF SUCCESSION
@@ ANNEX - DELEGATIONS OF AUTHORITY
@@  ANNEX - COMMUNICATIONS
WS ANNEX - SECURITY AND ACCESS CONTROLS
ANNEX - RISK ASSESSMENT
L 1+1-3 ANNEX - RISK SPECIFIC ACTION LIST

o)
9
B

=
=9
%
)
Download All Annexes |

Download Compiate Plan (Base Plan + Annexes)
Download Action Checklists by Annex B
I | Download Action Checklists by Department & i} I

LRI g

=

s

Figure: Clicking the Desired Download for “Download Action Checklists by Department”
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3. The downloaded version will then download with all actions by
department/position for each annex.

Annex 1 - Transportation

Coordinating: Fulton County Public Works and Drainage
Preparedness (Pre-Event) Actions for Annex 1 - Transportation
1 | Regularly test public roadway information systems including electronic signs, bulletins, Short Message Service (SMS), and media channels.
2 | Integrate DOT mandated bridge, tunnel and roadway nents from the HMP into the Core Capabilities section of the EOP.
3 | Transportation authorities should report potential problems to the EOC Director for evaluation.
Response (During Event) Actions for Annex 1 - Transportation
1 [ Deploy additional staff if the emergency exceeds the existing Transportation and Resources staff's capabilities.
2 | Obtain ancillary resources as dictated by the emergency.
Recovery (Post Event) Actions for Annex 1 - Transportation
1 | Plan recovery, reconstitution, and other long-term actions.
2 | Coordinate and perform d g on infrastructure, transportation systems, facilities and equipment.
3 | Plan for the gradual shut down of emergency transportation operations.
Mitigation Actions for Annex 1 - Transportation
1 | Participate in the hazard identification process and identify and correct vulnerabilities.
2 | Identify responsibilities for liaison roles with state and neighboring communities’ transportation officials.
3 | Participate in mitigation planning team meetings and work with local emergency management to promote community preparedness.
Vulnerable Needs Actions for Annex 1 - Transportation
1 | Implement protection, resilience, and continuity planning, programs, trainings and exercises.
2 | Determine requirements for protected stakeholder information sharing
3 | Determine jurisdictional priorities, objectives strategies, and resource limitations.

Annex 1 - Transportation

Primary: Fulton County Public Works and Drainage
Preparedness (Pre-Event) Actions for Annex 1 - Transportation
1_| Regularly test public roadway information systems including electronic signs_ bulletins, Short Message Service (SMS). and media channels.

Figure: HTML Download of Action Checklists by Department

Mstosave @ [ D county_responsibilities_20210714

Home Insert Draw Design Llayout Reforonces Maiings Review View O Tellme

. A
! Aasbccode il « EnCed; il AaboCDJE Ml Asst CcOut (il ABbCDG N /
Cantion rphy: Heading 2 an asting 4 andng 5 Styles [

= Fare
1 Sin

Annex 1 - Transportation

Coordinating: Fulton County Public Works and Drain
Preparedness (Pre-Event) Actions for Annex 1 - Transportation
Regularly test putlic roadway information systems including electronic signs, bulletins,
Short Message Service (SMS), and media channels.
Inlegrate DOT mandaled bridge, tunnel and roadway assessments from the HVP nto the

Tr«nsppnnhoa authorities should tegoﬂ potential problems to the ECC Dwector for

Event) Actions for Annex 1 - Transportation
Deploy additional staff if lhn llmu'wl(:y oxcoeds the existing Transportation and
Rmvcas :l:frs

m_) Actions for Annex 1+ Tmon
Plan recovery, reconstitution, and other long-term adnons
Coordinate and perform damage
facilities and g_gmcnl

ion process and identify and correct vulnerabilities.

Identify responsibilities for liaison roles with state and neighbaring communities’
transportation officials.
Participate in mitigation planning team meetings and work with local emergency

1o promote
Needs Actions for Annex 1 - Tr
Implement protection, resilience, and commuity planning, programs, trainings and
exercises.
Determine nts jg[gp_(fl_e_ﬂ 1 stakeholcer information sharnng.
3 | Determine

3 Focus

sh {United States)

Figure: Microsoft Word Download of Action Checklists by Department
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Inline Images

Overview

A picture really is worth a thousand words. That’'s why we've made it easy to
incorporate previously created infographics, diagrams, maps, and other images into
the BOLDplanning.com platform. Simply access the inline Images feature in the text
editor, and voila! You can add and edit images, or even make them clickable links to

other important webpages.

Adding Inline Images
1. Discuss with your planning team the image you want to add
e Certain images might be too sensitive to share in distributed copies of the
plan and are, therefore, better served in the File Archive protected by your
BOLDplanning.com password.

2. Navigate to the section of the plan where you want to add the image

¢ Inthis example, we'll use alert notification procedures

e Make sure the section where the image is going to be inserted has the full
line text editor (shown in red below)
Next, click on the images icon (outlined in blue below)

Add New Procedure

Alert Notification Procedure:

M BT YA e |8 sE S @ s- ¥ Source | @

Figure: Add New Procedure Window in a BOLDplanning.com Business Continuity Plan (BCP)
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3. Use image properties to add, edit, and/or link your image
e Choose “Browse Server”

Select the Images folder on the left

e Click “Upload” and select your image (image filenames cannot contain
spaces or special characters)

e Click on the newly uploaded file to edit the size, if necessary (600px will

span the width of a Word® doc with typical margins)
e Click "OK”
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Test, Training, and Exercise (TTE)

Overview

All planners should be tracking activities through the TTE/Plan Maintenance module
of your system. All plan updates, participation in meetings and exercises need to be
tracked.

Adding Events

a. From the Main Menu, navigate to the TTE/Plan Maintenance module by clicking

on the button in the Main Menu.

b. Click the “Add New Event” button.

c. Select the date of the event, whether in the past or in the future. Check the
“Send Reminder” box if you would like the system to automatically send email
notices to users with access to your plan at 30 days and 10 days prior to the
event.

Select the event type

Select the event status: scheduled or completed

Enter an event title

Add a brief description about what you updated in your plan, or about the
exercise, meeting, or activation that you participated in. You may also want to
upload supporting documents to your File Archive and reference the file here.
Hyperlinking to the document is also supported.

h. Click “Save” when finished.

Q@ "o 0
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Add New Event [ x|

Event Date: ‘| (mm/dd/yyyy) send Reminder: |

Event Type: S v Pandemic Event: | | HSEEP Event:

Event Status:
Event Title: LE. (Annual Table Top Exercise)

Please describe this TTE / Plan Maintenance Event
B I U~ Sze- =& ct== 8

S &E@aasw =] Source | @

Figure: TTE/Plan Maintenance Details Page

Maintaining a Log of All Events

Keeping an updated list of all events (plan maintenance updates, meeting
participation, exercises, and real-world event activations) is an essential component
of a compliant plan. See below for an example of an updated TTE/Plan Maintenance

module.
Date Event Title Event Type Status Create Date Send Reminder?
5/18/2021 Meeting at Wendys Table Top Exercise Scheduled 05/12/2021 No a
9/12/2019 Texas EOP Phase 4: TDEMA Rollout and Ongoing Support Other Scheduled 05/22/2018 No M
8/25/2019 Texas EOP Phase 3: Project Execution QOther Scheduled 05/22/2018 No @
8/16/2019 Fulton County Mass Casualty Exercise Full Scale Exercise - HSEEP Event Scheduled 127152015 Yes @

Figure: List of TTE/Plan Maintenance Events




