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Contact Information

Kootenai County
Office of Emergency Management (OEM)
Physical Address: 1662 W. Wyoming Ave., Hayden, ID 83835
Mailing Address: P.O. Box 9000, Coeur d’Alene, ID 83816-9000
Phone: (208) 446-1775 Fax: (208) 446-1780
General Email: kcoem@kcgov.us
Website Address: http://oem.kcgov.us
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Before we begin. . .
You can proceed at your own speed through this
course doing it in one sitting or several. To move on
to the next slide, click the DOWN arrow. To return to
a previous slide, click the UP arrow. The entire course
and exam should take approximately 1 hour.
Please take the exam at the end of this course. Email
your test to OEM to receive your certificate and
course credit.
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EOC 101 – What’s covered
• Why OEM and what is the EOC?
• The role OEM Volunteers play in the EOC.
• How Volunteers are
– assigned in the EOC
– contacted to come into the EOC during an emergency
– how often volunteers are activated.
• Other ways Volunteers serve.
• How to be prepared.
• When activated to come into the EOC, what to know
– before entering the EOC
– when entering the EOC
– when working in the EOC
– when exiting the EOC.
• Structure of the EOC.
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A few helpful acronyms:
•
•
•
•
•
•
•
•

BOCC – Board of County Commissioners
EOC – Emergency Operations Center
IC – Incident Command or Commander
IOEM – Idaho Office of Emergency
Management (State level OEM)
KCSO – Kootenai County Sheriff’s Office
LE – Law Enforcement
OEM – Office of Emergency Management
SOP – Standard Operating Procedures
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Why OEM
and what is the EOC?
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Idaho Code
Chapter 10, Title 46-1009
…provides that each Board of County Commissioners
(BOCC) is responsible for disaster preparedness and
coordinating their County’s response. This includes:
• Adopting an Emergency Operations Plan
• Establishing policy for how the County will operate
during an emergency
• Proclaiming a local disaster/emergency when
needed
• Approving non-budgeted, emergency expenditures
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OEM was established by the
BOCC to fulfill these mandates
Who we report to: OEM is part of the Kootenai County
Sheriff’s Office. It operates under the guidance of our Sheriff
and the BOCC.
Who funds OEM: OEM receives 50% of its funding through
taxpayer dollars from the County and 50% from the Emergency
Management Program Grant (EMPG) administered by the U.S.
Department of Homeland Security (FEMA).
Who we work with: OEM works with local, state, and federal
governments, private industry, and non-governmental
organizations (NGOs) to support our County’s preparedness and
emergency response capabilities.
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OEM Mission Statement:
The Office of Emergency Management’s mission is to provide and coordinate
mitigation, preparedness, response, and recovery programs necessary to protect people,
property, and the environment from major emergencies and disasters.
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Responding to Local Emergencies
When an incident occurs
that requires County
assistance from OEM, the
Incident Commander on
the scene contacts OEM.
OEM, in conjunction with
the Sheriff, assesses the
need and, if appropriate,
Photo: County Windstorm Damage
advises the BOCC of the need to declare a local
emergency or disaster and activate the EOC. In other
cases, it may be a county partner requesting assistance
in dealing with an imminent or ongoing threat.
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Emergency Operations Center (EOC)

Photo: Kootenai County EOC

FEMA defines an EOC as “a physical location at
which the coordination of information and resources
to support incident management (on-scene operations)
activities normally takes place.”
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What does the EOC do?
1. It establishes a central
location from which to
manage the emergency
2. It facilitates
interagency
coordination
3. It makes decisions to
manage the incident
…all in an effort to

Photo: The EOC was activated during the Groene
kidnapping. The FBI, KCSO and volunteers spent
months working together in the EOC.

4. Support incident response efforts during an emergency or
disaster
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Interagency coordination
can include working with:
KCSO (Sheriff)
BOCC
(Commissioners)

Fire Jurisdictions

Municipalities & Cities

EOC

OEM
State Agencies
(e.g. IOEM)

Field Incident
Commander

US Dept. Homeland
Security/FEMA
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What role do OEM
Volunteers play in the EOC?
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Volunteer functions:
The EOC cannot
function without
trained, community
volunteers. Volunteers
play a critical role in the
EOC by taking on much
needed functions.
Photo: OEM Volunteer, Angel Christian, sets up the EOC’s documentation files
during the 2020 COVID-19 activation. Documentation enables our County to apply
for reimbursement to cover the emergency.
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Volunteer functions can include:

Photo: OEM Volunteer, Portia
Pounds, on phones during the
COVID-19 Activation.

• Answering calls from the
public
• Obtaining resources
• Maintaining documentation
• Data compilation
• Monitoring news sites,
websites and keeping the
EOC informed
• Ordering food, snacks,
making coffee
• Copying, collating,
distributing materials
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Volunteer functions (continued):
• Field work (e.g. damage
assessment)
• Field communications -amateur or tactical radio
• Inputting receipts and
tracking costs
• Keeping track of deployed
equipment and ensuring its
maintenance and return

VHF/UHF Antenna
700 Mhz
Antenna

Photo: During the Cape Horn Fire, amateur
MCU – Mobile
radio set up the Mobile Communications Unit. It
Communications
was discovered that first responders coming in
Unit
from other counties and states to assist were
using VHF/UHF radios vs the 700 Mhz radios utilized by Kootenai County. To solve the
problem, ham radio installed a “cross band repeater” that served as a “translator” and
enabled the two modes to communicate. This solution was possible because of the
knowledge volunteers bring into emergency situations!
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in other words…
We need volunteers willing to do anything and
everything. From keeping us in “caffeine” to running a
communications station in the field.
Volunteers who want the most “play” should
(1) have basic computer and Microsoft Office skills
(2) be able and willing to serve where needed, and
(3) are available to come into the EOC for 2 or more
days a week.
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How are Volunteers assigned?
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We work to match your
skills and interests to the
need at hand.

If you find yourself in a place where you feel you
don’t belong – tell the EOC Coordinator. We want
you to be successful – but sometimes success comes
from being stretched
!
The following slides showcase some real-life examples
and the skillset involved….
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Power
Outage
and 911
A power outage
led to residents
inundating 911
with nonemergency calls
asking about the
outage, tying up
lines and
hampering 911’s

Photo: Kootenai County 911

ability to answer emergency calls.
The EOC was activated and set up
the “Citizen Inquiry” phone lines
to help take the burden off 911.
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Skillset:
Volunteers comfortable with the public and who possess
good verbal communication skills on the phone.
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Courtesy Timberlake Fire Protection
District

Cape Horn Fire

The Cape Horn Fire that nearly destroyed Bayview needed onsite communication ability. OEM’s amateur radio volunteers
set up a mobile communication unit.
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Skillset:
Amateur radio license and County security clearance.
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COVID-19
Photo: Heath
Sheppard was
detailed by
Kootenai County
Fire & Rescue as
Safety Officer
during the
COVID-19
activation. Here
he sets up plastic
sheeting to
provide some
physical barriers
in the EOC.

First responders and healthcare workers were having
trouble sourcing PPE (Personal Protective Equipment) in
order to perform their jobs. The EOC activated to help.
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Skillsets we drew on:
Administrative, research, verbal, and computer skills
filling functions such as searching the internet for PPE,
making calls, and ordering PPE, setting up
documentation files, creating supporting documents in
Excel and WORD, answering phones, and ordering
food.
26

How are Volunteers contacted?

27

Do NOT self-activate
First, when an incident happens, please do not report to
the EOC.
If OEM activates the EOC, and we have a position for
you to fill, we will contact you directly.
Self-activating (reporting before being contacted to do
so) complicates the logistics of responding to an
emergency. We may still be setting up the EOC or
determining the extent to which we need staffing.
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If you are contacted…
…to come into the EOC, you may hear from us in any of
several ways depending on the pace of the incident and
the needs of the event. Generally, we will contact you
via:
• Text (see next slide for more detail)
• Phone Call
• Email
This is why it is important to update your contact
information with OEM when it changes.
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If you are contacted via cell text:
The County has a Mass Notification
subscription service called ALERT!
ALERT!
Kootenai to alert residents of
Kootenai
potential safety issues. OEM also
uses this service to contact volunteers
regarding their availability to report to the EOC
when activated. The Alert goes out as (1) a text,
(2) a call, and (3) as an email. Please follow the
instructions and respond even if you can’t come into the EOC.
NOTE: Volunteers do not need to sign up for Alert! Kootenai. You are
automatically placed in the Alert! Kootenai system when you are
accepted as an OEM Volunteer.
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Who will be contacted?
Who and how many volunteers will be contacted
depends on the
1. Size of the activation or particular need – some or
all volunteers may be contacted.
2. Type of activation. E.g. COVID put some
volunteers at risk, so who came in was based on a
number of factors, including age and health
considerations.
3. Skillset needed. We try to place volunteers in
positions that match their skills and knowledge.
31

How often can I
expect to be activated?
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There are long-time volunteers that may never have
been activated. They may not have been available when
called or a community partner (law enforcement, fire,
EMS, or public health) were assigned to fill positions,
or the activation did not include the position a volunteer
held1, etc.
Other volunteers have participated in a number of
activations due to more availability (e.g. retired vs still
working), specialized skillset (e.g. Amateur Radio
Operator), etc.
In the past volunteers were assigned a particular position in the EOC. Today a single
volunteer may fill any number of positions in the EOC if able and available. This gives
more opportunities to volunteers and creates a larger pool of volunteers to draw from
during an activation.
1
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The reality is that activations are few. We are grateful
for this because an activated EOC means our
community is dealing with a crisis.

Peace and quiet are a good thing!
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Other ways volunteers serve.
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Although EOC activations are few, there are
other valuable ways OEM volunteers
contribute to our community:
• Assisting OEM with
projects. Examples
might be PPE supply
distribution, updating
the EOC resource
database, assisting at
preparedness events,
etc.

Photo: Retired Fire Chief/OEM
Volunteer, Larry Simms (Left), with
Cody Pace, OEM Staff (Right) work on
sanitizer distribution.
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More ways OEM volunteers
contribute to our community:
• Taking part in preparedness exercises such as fullscale County-wide exercises to test our readiness.
These events use OEM volunteers in the EOC and
as actors “on the scene”
Below is a link showing a full scale exercise
conducted in NY/NJ.
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More ways OEM volunteers
contribute to our community:
In this photo OEM is the
recipient of help.
Volunteers Heather
Dexter from the Kroc
Center (far Left), and
Robin Vest (Center) and
Sarah Lynch (far Right)
of CAPs (Civil Air Patrol)
come to OEM’s aid in
the EOC during COVID,
supplementing our OEM
volunteer ranks during
our volunteer shortage.

• Assisting partner agencies e.g. directing traffic at
a vaccination site, or joining another
organization’s volunteers when understaffed.
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How can I be prepared?
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Preparing before an EOC Activation:
1. Have a
“Readiness”
mindset.
Activations aren’t
planned.
2. Complete all required training in the first 6 mos.
3. Email your EOC 101 test and FEMA certificates to
OEM’s EOC Coordinator. You will then be
eligible for your volunteer orientation.
4. Attend the new volunteer orientation.
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Preparing before an EOC Activation:
Photo: L-R OEM
Volunteers Dale
DuRee, Ret. Fire Chief
Bill Steele, Bonnie
Kesson, and Bob
Kesson attend a
Forms Training at
OEM.

4. Participate in OEM in-house trainings and County
exercises to test and refine readiness.
5. Stay connected – keep up with OEM emails and
various OEM volunteer opportunities.
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If I’m activated,
how will I know what to do?
OEM tries to familiarize volunteers through our
orientation and various training opportunities, but the
best teacher is experience. For this reason we seek
volunteers that can be available 2 or more full days a
week during an activation. This allows you to work
with a volunteer or staff member in the EOC that can
teach you the position and then you can build on what
you learn – and in turn, teach another volunteer.
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If activated – what to
know before entering the EOC
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Before you enter the EOC:
•
•
•

•

Wear your ID (Also, wearing your volunteer t-shirt helps
people identify you in the EOC, but it’s not required.)
Dress comfortably and layer in the event the EOC
becomes hot or tends to be cold.
Food: Lunch, snacks, water, coffee, tea, and other
beverages are provided. A microwave and refrigerator are
available if you wish to bring your own food.
Personal cell phones, laptops and tablets are permitted for
personal use during down time and there is public wi-fi
available. However EOC activities should be performed
on EOC laptops which are secure and provide access to
the EOC network.
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• If for some
reason there is a
shortage of EOC
laptops and you
wish to use your
personal
computer, clear
usage first with
the EOC
Coordinator. Arrangements must be made for work
product to be transferred back to the EOC directory
and any thumb drives wiped. EOC laptops remain in
the EOC at all times unless specifically deployed.
45

Entering the EOC
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When you enter the EOC:
1. Wear your ID badge.
2. Bring your EOC SOP (Just in case. We’ll have some in the EOC).
3. Check IN as you enter the EOC. (All personnel
hours are recorded to provide documentation of
what was done during an activation.)
4. Fill out any other requested forms at the Check IN
station e.g. cell phone list.
5. Report to the EOC Coordinator your first day of
activation so you can be set-up. If the Coordinator
is with another EOC member, report to your Section
Chief until the EOC Coordinator or her/his designee
is free to meet with you.
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When you enter the EOC:
6. Do not leave valuable items unattended. The
County is not responsible for the theft or loss of
personal property.
7. The County has two EOCs: a Primary EOC at
OEM’s offices in Hayden and a Back-Up EOC in
the Sheriff’s Office.
• Report to the Primary EOC unless instructed
otherwise.
• Note that the Back-Up EOC at the Sheriff’s
Office requires you be with an OEM staff
member if you are anywhere other than in the
EOC.
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Working in the EOC
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When working inside the EOC:
• Emergencies are dynamic. Be willing to shift
positions if you are needed elsewhere.
• EOC SOP (Standard Operating Procedures). A copy
is given to all new volunteers, and we’ll have some in
the EOC and a softcopy in the EOC computer
directory. The SOP contains information on (1) how
to logon to the EOC laptops, operate EOC phones,
save documents, set up the EOC, etc. It’s a lifeline to
all things EOC.
• Chain of Command. Observe the EOC’s authority
structure.
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• Confidentiality Keep information confidential.
• Documentation All notes, copies of documents
and forms, phone messages, emails, etc. are
official documentation and should be placed in
the Documentation Unit “INbox” throughout
your shift for filing.
• Personal Cell Phone Use Reduce the noise level
in the EOC by stepping outside of the EOC to
take personal calls. If you are at the Back-Up
EOC in the Sheriff’s Office, use the wheelchair
ramp (exit through west-side doors of the EOC).
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• Staff Logs
Each position has a
Staff Log assigned
to it. This is a
record of the
activities performed
in that position and
any open tasks that
need to be done or
followed up on.
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 The person filling the position on a given shift,
keeps the Staff Log up to date.
 Upon arrival at your EOC position, review any
Staff Log notes from the prior shift and follow up
on any open tasks.
 Update the Staff Log as you go, or before you
leave your shift, so it is ready for the next shift to
review. The Staff Log also serves as
documentation for the Activation.
 If you change to another position, update the Staff
Log assigned to that position.
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• Computer use
(More info in the EOC SOP)

 Use EOC computers
for EOC work.
 To login:
User: first initial + last name [all lowercase]
e.g. jsmith
Password: [last 2 digits of the year] + KCoem!
e.g. 21KCoem!
(It will then prompt you to change your password.)
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• Computer use continued . . .
 The EOC directory has a separate directory
created for each activation with subdirectories for
each EOC Section (Logistics, Finance, etc.).
Name your documents according to the EOC
SOP.
 Logging Off – Before you leave, log off but do
not “shut down”. Shutting the laptop down
(turning it off) does not allow the laptop to
receive software updates.
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• Email (More info in the EOC SOP)
 EOC email (Gmail) should be used for EOC work.
A list of EOC email addresses is provided in the
EOC SOP. If you receive an EOC related email on
a personal account, forward it to the EOC email
account so there is a record of it.
 If the email is particularly significant, print and put
a copy in the Document Unit’s Inbox.
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•

Phone Texts – Phone texts
that contain significant
information should be
documented.
 Create a WORD
document. Include
your name, date,
and all pertinent information.
 Save the document in your position’s directory.
Example: If you are on the Damage Assessment
Team you would save it in EOC/EOC
ACTIVATIONS/[Activation
Name]/Planning/Damage Assessment.
 Put a hard copy in the Document Unit’s INbox for
filing.
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Exiting the EOC
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When Exiting
the EOC at the end of your shift:
• Turn in any remaining documentation to the
Documentation INbox.
• Brief your supervisor on any open actions and note
these items on your Staff Log for the next shift.
• If you are on a 24 hr operational period with
overlapping shifts – verbally brief your successor as
well.
• Tidy up your area, return any assigned or borrowed
items.
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Last but NOT least…
Remember to Check OUT.
The County needs both your Check IN and Check
OUT time for applying for reimbursement.
Emergencies are an unbudgeted expense for our
County – so every opportunity to apply for financial
relief is important.
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Structure of the EOC
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The EOC is based on
the Incident Command System (ICS)
• When activated, the EOC is staffed to the appropriate
level to manage the incident, expanding and
contracting as needed. Therefore, not all EOC
Sections or positions may be activated.
• Sections may be staffed in whole or in part.
• Sections may be staffed with a combination of
personnel: OEM staff, Law Enforcement, Fire, EMT
or other County partners, and citizen volunteers.
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EOC when fully staffed:
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When not fully staffed…
• Under ICS, when a position is
not filled, the position above it
assumes the duties of the
unfilled position.
• Example: If the Order Clerk
position is not filled, the Supply
Coordinator would assume the
Order Clerk’s duties. This
pattern continues upward. Thus,
if only the Logistics Chief
position is filled, the Chief
would assume all functions.
This allows the EOC to expand
and contract as needed.
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Quick Overview of EOC Sections:
• Before you enter the EOC, you can find a description
of the position you will be filling by going to the same
location as this training.
 Go to http://oem.kcgov.us
 Then “EOC Training”
 Then choose “EOC Positions”. This info is also
available in the EOC under the directory titled
“EOC Positions & Job Aids”
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Quick Overview of EOC Sections:

The following slides give a brief overview of each
Section and its functions.
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Command
NOTE: OEM Staff fill
certain positions
during a single shift
activation.

The Policy Group is not part of
Command but is shown here
because it provides direction
and is the approval authority.
The EOC Manager
oversees the EOC
and receives
direction from the
Policy Group. In a
large activation, the
EOC Manager will
have a Deputy.

The EOC Coordinator
staffs the EOC and
supports the general
functions of the EOC.

The EOC Field
Liaison represents
the EOC in the field.

The Safety Officer
handles all safety related
issues for the EOC.

The PIO is the EOC’s
public voice with the
media and public.
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Public Information:
The PIO is a member of the
Command Staff and handles
media and public information.

Media Support
assists the PIO with
the media and
other duties as
Citizen Inquiry handles
assigned.
phone inquiries from the
public.

Digital Media is
responsible for
monitoring and
posting to digital
media e.g. Facebook
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Logistics Section:
This unit is
amateur &
tactical radio.

This unit sources
whatever is
needed – people
or things

This unit is the
administrative
arm of the EOC.
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Operations Support Section:

Operations is staffed by Subject Matter Experts (SME’s). SME’s are specialists
in their area. Typically Law Enforcement and Fire are present. Depending
on the activation, other experts are brought in. For instance, a windstorm
resulting in power outages might have a representative from a utility
company present in the EOC.
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Finance Section:
The Finance Section is
responsible for all financial
and cost analysis aspects of
the EOC. It works closely with
Logistics, Operations, and
Planning sections,
maintaining cost/expense
records, approving certain
expenditures, handling the
financial aspects of contracts
and agreements, and
processing EOC timesheets.
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Planning Section:

Organizes all
forms, reports,
etc. to
document the
incident for
reimbursement
and other
needs.
Distributes
reports
generated by
Planning.

This unit keeps
the EOC
apprised/situationally aware of
what is happing
in and outside of
the EOC.

This unit tracks,
delivers and
returns items
acquired.

This unit handles
damage issues in
the community
and recovery
plans.
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How to take the exam

73

• The exam is titled “EOC 101 Online Exam”. It is a
“fillable” pdf and is located in the same place as
this Powerpoint.
• Save the test to your computer and fill it out.
• When complete, email it to the EOC Coordinator at
kcoem@kcgov.us.
• A certificate of completion will be sent to you by
mail and a copy placed in your training records file.
• If you have any difficulty finding or working with
the pdf, contact the EOC Coordinator at
208.446.1776 for assistance.
• Thank you for taking EOC 101. And now…
74

Guess what?
Thank you for being part of
the answer!
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From Start to Finish -- Thank you for
being part of the answer!
Congrats!!! From start to finish – Volunteers make our County RESILIENT!
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