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APPROVAL OF THE WHITEWATER REGION EMERGENCY PLAN 
I HEREBY ATTEST THAT THE Whitewater Region Emergency Plan has been reviewed and is 
up-to-date.  Employees designated with roles and responsibilities in this plan have been 
directed to familiarize themselves with the Whitewater Region Emergency Plan.  All employees 
of the Whitewater Region have been provided with the opportunity for training and awareness 
on the contents of the plan. 

 
 

  

Chief Administrative Officer/Clerk  Reeve 
 
 

  

Date  Date 
 
DISTRIBUTION LIST Copy No. 
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• Reeve and Council 1 - 7 
• Chief Administrative Officer (CAO) / Clerk 8-9 
• Treasurer / Deputy Clerk 10-11 
• Chief Building Official 12-13 
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• Manager, Plant Operations 16-17 
• Fire Chief 18-19 
• Superintendent, Public Works 20-21 
• Emergency Operations Centre 22 

County Of Renfrew 
• Warden of County Council 23 
• Chief Administrative Officer (CAO) / Clerk 24 
• Director, Public Works & Engineering 25 
• Director, Community Services 26 
• Director, Emergency Services 27 

Province Of Ontario 
• Chief, Emergency Management Ontario 28 
• Detachment Commanders Ontario Provincial Police – Pembroke & Renfrew 29 – 30  

Miscellaneous 
• Official File Copy 31 

Spare copies 
Extra copies should be retained in EOC for use by: 
• Amateur Radio Emergency Radio Service Club 32 
• Canadian Red Cross Society 33 
• County Fire Co-ordinator 34 
• St. John Ambulance 35 
• Salvation Army 36 
 
Note:  Each of the above require a copy of any agreement that they may have with the 
Whitewater Region. 
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PREFACE 

For optimum response efforts, employees must be familiar with the contents of this emergency plan prior 
to an emergency.  During an emergency, focus will normally be on two parts of this plan: 

Part 3 – Managing the Emergency 
Part 4 – Roles and Responsibilities. 

 
The Whitewater Region Emergency Plan has been designed and developed for the Corporation of the 
Township of Whitewater Region which is comprised of four previous municipalities resulting from an 
amalgamation which took effect 1 January 2001: 
• The Village of Beachburg; 
• The Village of Cobden; 
• The Township of Ross; and 
• The Township of Westmeath. 
 
This plan has been designed and developed specifically for the Township of Whitewater Region.  The 
plan is comprised of five parts: 
• Part 1 – General; 
• Part 2 – Emergency Operations Centre; 
• Part 3 – Managing the Emergency; 
• Part 4 – Roles and Responsibilities; and 
• Part 5 – Phasing Out Operations. 
 
For ease of reference, there is a Table of Contents at the front of each Part.  
 
In adhering to emergency management practices and principles, emergency position titles as listed below 
are used throughout the emergency plan.  Otherwise, regular titles are used throughout the plan in order 
to minimize the potential for confusion during a time of competing priorities and compressed timeframes.  
These emergency positions—essential during an emergency—normally do not exist in the conduct of 
normal business; employees have been designated to carry out the following emergency roles:  
• Emergency Operations Centre Manager (EOC Manager) – Chief Administration Officer/Clerk; 
• Operations Officer (Ops Officer) – Administrative Assistant; and 
• Duty Officer (DO) – designated support staff.  
 
Within this plan, the emergency role of each member of the Community Control Group (CCG) is identified 
separately.  Members of the CCG should be aware that performance of non-emergency activities may still 
be required.  As per daily operations, there may be a requirement for the re-assignment of duties should 
any role become overwhelmed.  Conversely, a person may be assigned an additional role (or tasks) 
should his/her emergency tasking not be demanding due to the nature and scope of the emergency at 
hand.  At all times, as in normal circumstances, the EOC Manager has the prerogative of reassigning 
tasks to balance the workload. 
 

DISCLAIMER 
This document has been developed specifically for the Township of Whitewater Region.  It is designed 
to complement the Township’s existing systems, protocols and procedures.  The effectiveness of this plan 
depends upon four main factors: 
 the emergency responder’s level of expertise; 
 the emergency responder’s level of awareness of his/her roles and responsibilities; 
 the level of preparation to carry out the required tasks; and 
 the level of commitment in carrying out those tasks. 

Municipal employees are responsible for being familiar with the emergency plan.  In addition, the 
Community Emergency Management Coordinator must be notified of any changes so that the plan can 
be modified accordingly. 
 
Use of this plan for any purpose other than that for which it was designed, is prohibited without written 
consent. 

Ivy F. Stewart Consulting 
© December 2004 
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PART 1 

INTRODUCTION 
The Whitewater Region Emergency Plan has been developed to enable the Township of 
Whitewater Region to respond to an emergency within its jurisdiction.  The plan is designed to 
facilitate the effective and timely mobilization and co-ordination of resources for emergency 
response activities.  Employees with designated emergency response roles are expected to be 
familiar with their responsibilities. 
 
The Emergency Management Act defines an emergency as: 

“a situation caused by the forces of nature, an accident, an intentional act or otherwise that 
constitutes a danger of major portions to life or property”. 

Other terminology relevant to emergency management is contained in the section entitled, 
“Definitions”. 
 
Section 2.1(1) of the Emergency Management Act states that: 

“Every municipality shall develop and implement an emergency management program and 
the council of the municipality shall by by-law adopt the emergency management program.” 

In accordance with the above, Whitewater Region has adopted the Community Emergency 
Management Program by By-law # 05-02-184. 

 
Sub-section 2(1) of the Emergency Management Act states that every municipality shall develop 
and implement an emergency management program.  The program shall consist of: 
• an emergency plan in accordance with Sub-section 2(2)(a); 
• training programs and exercises in accordance with Sub-section 2(2)(b); and 
• public education in accordance with Sub-section 2(2)(c). 
 
Sub-section 3(6) states that: 

“Every municipality shall review, and if necessary, revise its emergency plan every year”. 
 
In accordance with Sub-section 6.2 (1): 

“Every municipality…shall submit a copy of their emergency plans and of any revisions to 
their emergency plans to the Chief, Emergency Management Ontario, and shall ensure that 
the Chief, Emergency Management Ontario has, at any time, the most current version of 
their emergency plans.” 

 
OBJECTIVE 
The objective of the Whitewater Region Emergency Plan, as per Subsection 4(1) of the 
Emergency Management Act, is to limit damage to persons, property or the environment 
through prompt co-ordinated actions beyond normal procedures. 
 
This plan is intended to provide guidance and direction for the township to respond to an 
emergency of which there may be multi-sites, and one or more jurisdictions1 involved.   
 
In accordance with Subsection 4(1) of the Emergency Management Act, the plan may be 
implemented in whole or in part as the situation warrants.  The emergency response may range 
from a single agency response to a fully coordinated joint response. 
 

                                         
1 Jurisdiction refers to the limits or territory within which the Whitewater Region’s authority may be 
exercised.          Page 2 of 12 
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MANDATE 
The mandate of each municipality within the Province of Ontario is authorized under Section 
3(1) of the Provincial Emergency Management Act which states that: 

Every municipality shall formulate an emergency plan governing the provision of necessary 
services during an emergency and the procedures under and the manner in which 
employees of the municipality and other persons will respond to the emergency and the 
council of the municipality shall by by-law adopt the emergency plan. 2002,c.14,s.5(1).” 

 
Section 4(1) of the Emergency Management Act for the Province of Ontario states that: 

“The head of council of a municipality may declare that an emergency exists in the 
municipality or in any part thereof and may take such action and make such orders as he or 
she considers necessary and are not contrary to law to implement the emergency plan of the 
municipality and to protect property and the health, safety and welfare of the inhabitants of 
the emergency area. R.S.O. 1990, C.e.9, S.4(1).” 

 
Accordingly, based on the provisions of the Ontario Emergency Management Act, the 
Whitewater Region Emergency Management By-law allows for: 
• establishment of an Community Emergency Management Program for the Whitewater 

Region; 
• the designation of a Community Emergency Management Coordinator for the Whitewater 

Region; 
• the making of such orders as considered necessary and not contrary to law to implement 

the Whitewater Region Emergency Plan; and 
• updating and exercising of the Whitewater Region Emergency Plan on an annual basis. 
 
AUTHORITIES AND AGREEMENTS 
 
AUTHORITIES 
The authorities listed below relate to the development and implementation of the Whitewater 
Region Emergency Plan.  The documents are contained in Part 1: 
• Annex A - Whitewater Region By-Law # 05-02-184. 
 
Of particular significance are the following references in the Emergency Management Act and 
its provisions: 
• Section 3(1) provides that a council of a municipality shall formulate an emergency plan. 
• Section 4(1) outlines the authority for the declaration of an emergency. 
• Section 9 identifies what a municipal emergency plan may provide for. 
 
The County of Renfrew Emergency Plan (November 2004) outlines the roles and 
responsibilities of the departments of Community Services (emergency social services), 
Emergency Services (ambulance services), and Public Works & Engineering (roads) in the 
event of an emergency. 
 
AGREEMENTS 
To facilitate a prompt emergency response, agreements have been set up with organizations 
which would have a role within the Whitewater Region in the event of an emergency.  The 
agreements—as outlined below—are contained in Part 1 of this plan as follows: 
• Annex B - Renfrew County Mutual Aid Agreement (Fire); and 
• Annex C – Agreement between Whitewater Region and Amateur Radio Emergency Services. 
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COMMUNITY PROFILE 
The Whitewater Region consists of four communities and rural areas: 
• Village of Beachburg; 
• Village of Cobden; 
• Township of Ross; and 
• Township of Westmeath. 
Population for the Whitewater Region 
The population for the Whitewater Region as a whole is approximately 6,300. 
Medical Services and Facilities 

 Ambulance Services 
The Province of Ontario provides land ambulance and paramedic services under the 
management of the County of Renfrew Emergency Services. 

 Hospital and Long-Term Care Facilities 
There are no hospitals located within the Whitewater Region.  The closest hospitals are the 
Pembroke Regional Hospital and the Renfrew Victoria Hospital.  A Medical Centre in Beachburg 
provides “walk-in” medical services.  In addition to the walk-in clinic, the Village of Cobden has a 
medical centre which is a stand-alone clinic/municipal operation. 

 

There are two privately owned Long-Term Care Facilities within the Whitewater Region: 

• Caressant Care Cobden Nursing Home & Retirement Home in Cobden; and 
• Country Haven Retirement Home on the outskirts of Beachburg. 
 

In an emergency, a request can be made through Emergency Management Ontario (EMO) for 
the 200-bed Emergency Hospital which is equipped with its own generators and a temporary 
water supply capability.  The Emergency Hospital can be set up in an existing building such as a 
school.  Health Canada can be reached through EMO on a 24-hour/7-day basis.  The portable 
hospital is similar to a MASH unit and can be operational under difficult circumstances when 
permanent medical facilities are overwhelmed or not operational. 

Hydro and Natural Gas 
Whitewater Region receives its hydro from Hydro One with the exception of Beachburg; it is 
supplied with hydro from the Ottawa River Power Corporation of the City of Pembroke.  Within 
the Whitewater Region, Enbridge Consumers Gas supplies natural gas to Cobden only. 

Media 
Residents of the Whitewater Region rely on radio broadcasting from the following FM radio 
stations: 
• STAR 96--located in the City of Pembroke; 
• MY FM 96.1 – located in the Town of Renfrew; and 
• CHIP 101.7 – located in Fort Coulonge, Province of Quebec (operated by volunteers). 
CJHR 98.7 FM, Heritage Radio, located in Renfrew is licensed; it expects to start broadcasting 
in May 2005. 
 
The township receives broadcasts from the A Channel TV station located on the outskirts of the 
City of Pembroke, CTV in the City of Ottawa (160 km east of the township), and via COGECO 
cable network.  The Whitewater Region also receives television service from satellite outlets.  A 
list of media contacts are attached to the Public Information Officer’s roles and responsibilities 
contained in Part 4.  
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Municipal Governance 
The Whitewater Region is governed by a Reeve, a Deputy Reeve and 7 councillors—all elected 
for a three-year term.  The Whitewater Region is represented on the County of Renfrew Council 
by the Reeve or, in his/her absence, the Deputy Reeve. 

When Reeve is Elected Warden of the County 
Should the Reeve also be elected as Warden of the County of Renfrew, it is critical that the 
following elements are considered and, where necessary, protocols are put into place at the 
lower-tier municipality: 
• the emergency may impact more on the County as a whole than on the Reeve’s 

municipality; 
• the alternate to the Reeve at the township may be unavailable; 
• the alternate to the Warden may be unavailable; or 
• the Reeve may be unavailable to both the County and the township. 
Provision has been made at the County for an alternate to the Warden. 
 
The Reeve must therefore ensure that the Deputy Reeve is available in the township in the 
event that his/her role at the County warrants his/her attendance at the County.  
 
Municipal Services 
The Whitewater Region is responsible for providing the following services to the public: 
• management of the township’s financial and administration services; 
• Building Codes and Regulations – compliance to codes and regulations with respect to all 

types of construction, ditching, and erection of signs within regional limits; 
• fire services – fire protection; 
• police services – provided by the Ontario Provincial Police (OPP) – Pembroke and Renfrew 

Detachments; 
• recreational facilities and parks – three arenas, and one park; 
• landfill operations; 
• plant operations: 

• one elevated water storage tower; and 
• one sewage treatment plant and life station; 

• public works and utilities: 
• maintenance and operation of approximately 350 km of township road network; 
• maintenance of water distribution systems – Beachburg, Cobden and Haley Station; 
• maintenance of sewage collection system – Cobden; 

 
Operation of the water supply system and the sewage collection system are shared 
responsibilities between the Plant Manager and the Superintendent of Public Works.  The PW 
Department is responsible for all pipes and valves “in ground” for both the water distribution and 
sewage collection systems, while Plant Operations relate to the fenced-in areas of the plants. 
 
There is one water tower in the Whitewater Region which is located in Cobden; the capacity of 
the tower is approximately a one-day supply.  Beachburg has a belowground water storage 
system.  Haley Townsite is a municipal system while Ross and Westmeath services are via 
wells and septic systems.  Cobden is the only area with a sewage system.  
 
Services provided by the County Of Renfrew 
The following services are provided by the County of Renfrew throughout their jurisdiction: 
• Community Services; 
• County Roads; 
• Emergency Services (land ambulance); and 

Page 5 of 12 
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• Planning and Economic Development (including Land Division). 
Services provided by the Province 
The Province of Ontario is responsible for providing services to the Whitewater Region as 
follows: 
• Ambulance Services – Renfrew County Ambulance Services managed the County; 
• Home-Care Services – Community Care Access Centre (CCAC) in Renfrew County which is 

located in the Pembroke Mall; 
• Health Services: 

• Renfrew County District Health Unit located in the County of Renfrew Administrative 
Building; 

• Pembroke General Hospital located in the City of Pembroke; and 
• Renfrew Victoria Hospital situated in the nearby Town of Renfrew. 

• Long-Term Care Services—Although there are no Long-Term Care services provided by the 
Province within the township, there are two privately owned facilities located therein. 

 
OTHER EMERGENCY PLANS 
With the exception of the Mutual Aid Agreement (Fire) for the County, the Whitewater Region is 
not part of an emergency plan for any other municipality.  A copy of the Mutual Aid Agreement 
(Fire) is included in Part 1. 

DEFINITIONS 
Effective emergency response requires understanding of terminology common to emergency 
management.  Definitions of such words and phrases are outlined below in alphabetical order. 
• Activation – to put in a “state of readiness”; to place designated employees on stand-by and 

to prepare the necessary equipment, facilities and other resources for use. 
• Alert - a process by which actions are taken to inform the public of a real or potential danger. 
• Communications – the message provided as public information (e.g., news releases, Public 

Service Announcements (PSAs), and media relations such as radio, television and print). 
• Emergency – a situation caused by the forces of nature, an accident, an intentional act or 

otherwise that constitutes a danger of major portions to life or property. 
• Emergency Operations Centre (EOC) – a central facility serving as a focal point for the head 

of local government and departmental representatives to direct, control, co-ordinate and 
support emergency operations within their jurisdiction; also known as the “Nerve Centre”. 

• Implementation – to put the emergency plan into effect; includes convening the Community 
Control Group (CCG), opening and staffing the Emergency Operations Centre (EOC), using 
emergency expenditure authorities and conducting emergency response activities. 

• Lead Agency – the organization responsible for the direction and control of resources 
assigned to respond to an emergency.  Normally, the agency with the greatest vested 
interest in the response activities (or the mandate), is designated as the lead agency. 

• Mobilization - A process by which actions are taken to activate (mobilize) resources. 
• Notification System – a process by which actions are taken to inform the authorities and 

stakeholders of a real or potential danger. 
• Priority Access to Dialling Program– a federally-sponsored telecommunications program co-

ordinated by the provincial / territorial governments in which emergency telephone numbers 
are identified by an organization, and maintained in working order on a priority basis by the 
telephone company (program previously known as Line Load Control). 

• Silent Hours – hours outside of normal working hours— holidays, weekends and evenings 
(except for shift workers). 

• Support Role – the provision of assistance to a lead agency by an organization which does 
not come under the authority of the lead agency under normal daily activities. 

• Telecommunications – equipment that is used to transmit or receive information (e.g., a 
radio, telephone, cellular phone, mobile phone, ham radio, CB (Citizen’s Band), facsimile, 
etc.             

  Page 6 of 12 



WHITEWATER REGION EMERGENCY PLAN 

 
December 2004  

PART1 
JURISDICTIONS 
The geographical boundaries of the Whitewater Region are defined as: 
• Ward One: 

• North Boundary - Pembroke Township boundary to the Ottawa River including Lot 23, 
Concession North Front A, Westmeath; 

• South Boundary – Cobden Road (County Road 8) and forester’s Falls Road (County 
Road 7); 

• East Boundary – Beachburg road through the centre of Beachburg (Main Street) to 
Foresters Falls Road (County Road 7); 

• West Boundary – Stafford Township Boundary / snake River Line; 
• Ward Two: 

• North Boundary – Ottawa River; 
• South Boundary – LaPasse Road and Concession 4 between Lots 10 and 11; 
• East Boundary – Provincial Boundary (Ottawa River); 
• West Boundary – Beachburg Road 

• Ward Three: 
• North Boundary – LaPasse Road; 
• South Boundary – Horton Line; 
• East Boundary – Provincial Boundary (Ottawa River); 
• West Boundary – Beachburg Road to Queens Line (County Roads 21 and 4); 

• Ward Four: 
• North Boundary – Foresters Falls Road and County Road 8 (Cobden Road); 
• South Boundary – Horton Township Boundary; 
• East Boundary – Queens Line (County Road 4); 
• West Boundary – Townline between Ross and Bromley Townships. 

 
Organizations from other jurisdictions (e.g., provincial and federal agencies, non-government 
agencies, etc.) are also located within the Whitewater Region.  These organizations and 
agencies within the region are considered as potential resources to the township during both the 
planning and responses phases of Emergency Management.  
 
For an emergency response effort to be effective, all employees should be aware of and respect 
the mandates and jurisdictions of agencies not a part of the Corporation of the township’s 
organizational structure.   

 
STRATEGIC CONSIDERATIONS 
There are activities in emergency management that occur during most emergencies.  These are 
pitfalls that the township can be proactive in dealing with to a large extent.  The pitfalls are listed 
below and are covered in more detail in Part 3 – Managing the Emergency: 
• Protocol for Requests for Emergency Assistance; 
• Continued Service to Areas of Whitewater Region Unaffected by the Emergency; 
• “Single-Window” Approach – Emergency Management; 
• Emergency Financial Assistance / Reimbursement; 
• Temporary Reduction / Suspension of Services to Unaffected Areas; 
• Short-Term versus Long-Term Emergency Response Planning; 
• Daily versus Emergency Roles; 
• Direction from the Premier of Ontario to Provide Support; and  
• Termination of a State of Local Emergency. 
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Annex A 

 
THE CORPORATION OF THE TOWNSHIP OF WHITEWATER REGION 

 
BY-LAW # 05-02-184 

_____________________________________________________________________ 
 

 Being a By-Law to Adopt the Whitewater Region Emergency Plan. 
_______________________________________________________________________ 

 
WHEREAS, the Province of Ontario Emergency Management Act R.S.O. 1999, Chapter E.9 
Section 2.1(1) requires the development, implementation and adoption by Council of an 
emergency management program consisting of an emergency plan, training programs, public 
education, and any other element required by the standards for emergency management 
program set under Section 14; 
 
AND WHEREAS this Act requires that every municipality formulate an emergency plan 
governing the provision of necessary services during an emergency, and the procedures under 
and the manner in which employees of the municipality and other persons will respond to the 
emergency; 

 
AND WHEREAS the Act requires that the council of the municipality shall by by-law adopt the 
emergency plan; 

 
AND WHEREAS the Act requires that every municipality shall review and, if necessary, revise 
its emergency plan every year; 
 
AND WHEREAS the Act requires that every municipality submit a copy of the emergency plans 
and of any revisions to their emergency plans to the Chief, Emergency Management Ontario, 
and shall ensure that the Chief, Emergency Management Ontario has, at any time, the most 
current version of their emergency plans; 
 
NOW THEREFORE the Municipal Council of The Corporation of the Township of Whitewater 
Region enacts as follows: 
 
1. THAT the Township of Whitewater Region has formulated the Whitewater Region 

Emergency Plan 2005 governing the provision of necessary services during an emergency 
and the procedures under and the manner in which employees of the municipality and other 
persons will respond to the emergency; 

 
2. THAT the Township of Whitewater Region will review and, if necessary, revise its 

emergency plan every year; 
 
3. THAT the Township of Whitewater Region will submit a copy of the Whitewater Region 

Emergency Plan 2005 and any revisions thereof to the Chief, Emergency Management 
Ontario and will ensure that the Chief, Emergency Management Ontario has, at any time, 
the most current version of the township’s emergency plan; and 

 
 
4. THAT the Council of the Township of Whitewater Region, by By-Law, hereby adopts the 

Whitewater Region Emergency Plan 2005 attached hereto as Schedule “1”. 
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Read a First, Second and Finally Passed on the Third Reading, this 2nd day of February,  
2005. 
 
 
 
 
 

  

Chief Administrative Officer / Clerk  Reeve 
  

 
 

Date  Date 
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Annex B 

 
 

RENFREW COUNTY MUTUAL AID AGREEMENT (FIRE) 
THE CORPORATION OF THE TOWNSHIP OF WHITEWATER REGION 

BY-LAW NUMBER 2005-_______ 
 
 
 
 

(Current agreement to be inserted) 
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Annex C 

 
AGREEMENT BETWEEN 

THE CORPORATION OF THE WHITEWATER REGION 
AND 

THE RENFREW COUNTY AMATEUR RADIO EMERGENCY SERVICES (ARES) 
 

This agreement made the __ day of December 2004, between the Corporation of the 
Township of Whitewater Region and the Renfrew County Amateur Radio Emergency Services 
(ARES). 
 
WHEREAS, the Corporation of the Township of Whitewater Region has developed an 
Emergency Management Program designed to provide staff with guidelines to effectively 
manage an emergency; 
 
AND WHEREAS, the Corporation of the Township of Whitewater Region has established as a 
priority, the health, safety, welfare and protection of property of the inhabitants in an emergency; 
 
AND WHEREAS, Section 13(3) of the Emergency Management Act (RSO 1990 Chapter E.9) 
provides that the council of a municipality may make an agreement with the council of any other 
municipality or with any person for the provision of any personnel, service, equipment or 
material during an emergency;  
 
AND WHEREAS, the Township of Whitewater Region Emergency Management Program 
involves the use by the Whitewater Region of amateur radio operator services; 
 
AND WHEREAS, the Renfrew County Amateur Radio Emergency Services (ARES) consists of 
residents of the area who volunteer ham radio operator services; 
 
AND WHEREAS, the Township of Whitewater Region and the Renfrew County Amateur Radio 
Emergency Services (ARES) wish to co-operate one with the other in time of emergency; 
 
NOW THEREFORE, the parties hereby agree to the following: 
 
 THAT the EOC Manager will notify the ARES Emergency Co-ordinator (or his/her 
designate) and request the assistance of amateur radio operators; 

  
 THAT the ARES Co-ordinator is responsible for alerting the amateur radio operators as 

identified in the ARES Telephone Tree; 
 
 THAT the ARES Co-ordinator will advise the Emergency Operations Centre Manager 
(hereinafter referred to as the EOC Manager) of the availability of ham operators and the 
response time for establishing emergency communications to the Corporation of the Township 
of Whitewater Region; 
 
 THAT the amateur radio operators will be briefed by the EOC Manager as to the nature 
and scope of the emergency, and will be assigned where needed; 
 
 THAT the ARES Co-ordinator will liaise with the EOC Manager with regards to 
deployment and scheduling of amateur radio operators in accordance with the priorities identified 
by the EOC Manager and in accordance with the number of available amateur radio operators; 
 

 THAT the ARES Co-ordinator will take direction from the EOC Manager and assist the 
EOC Manager regarding the capabilities and equipment accessible for the emergency; 
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THAT the amateur radio operator(s) will assist the EOC Manager and the Community 

Control Group with communications activities; 
 

 THAT all documentation and communications will remain the property of the Whitewater 
Region and a copy of the ARES logs will be provided to the Corporation of the Township of the 
Whitewater Region for their records; 
 

 THAT all amateur radio operators assigned to work with the Corporation of the Township 
of Whitewater Region will be in good standing with ARES; 
 

THAT the amateur radio operators will maintain a log of events in accordance with 
ARES procedures; 
 

THAT the ARES Co-ordinator (or his/her alternate) will provide the Reeve, Deputy 
Reeve, EOC Manager and members of the Community Control Group with information and 
advice relating to ARES matters; 
 

THAT the ARES Co-ordinator (or his/her alternate) will provide volunteers at each 
location to assist the EOC Manager of each centre in telecommunication matters; and 
 

THAT the Corporation of the Township of Whitewater Region shall take into 
consideration any costs incurred by ARES in its working with the township, and if fairly agreed 
to, cover incidental costs incurred by ARES—the costs to be considered are those which allow 
fair compensation where such costs are warranted (e.g., courier services provided by ARES 
members). 
 
TERMINATION 
This agreement may be terminated by either of the parties hereto, by 60 days notice given in 
writing to the other parties by delivering the same in person or by ordinary mail.  A notice shall 
be deemed to have been given on the third business day following the date on which it was 
mailed. 
 
SUCCESSORS AND ASSIGNS 
This agreement shall inure to the benefit of, and be binding upon, the parties hereto and their 
respective successors and assigns. 
 
IN WITNESS WHEREOF the parties hereto have hereunto affixed their seals attested by the 
proper officers in that behalf. 
   

 
Municipal Corporation of the 

Township of Whitewater Region 
 Amateur Radio Emergency Services 

   
Date  Date 
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EMERGENCY OPERATIONS CENTRE (EOC) AND FACILITIES 
The Emergency Operation Centre (EOC) is a multi-module facility designed and equipped to 
facilitate the response activities of the Community Control Group.   The EOC has various 
components as listed below: 
• Operations Room (also referred to as the Ops Room); 
• Telecommunications Centre (also known as the Telecom Room); 
• Media and Inquiry Centre; 
• meeting rooms; 
• feeding area; 
• rest area; 
• workers holding area; and 
• sleeping accommodation. 
 
Although each module is independent, all operate under the authority of and in support of the 
Community Control Group.  Administration of the primary, alternate and any co-located EOCs is 
the responsibility of Community Emergency Management Co-ordinator. 
 
State of Readiness – Equipment and Supplies 
The Emergency Operations Centre (EOC) must be maintained in a state-of-readiness at all 
times.  The operations Officer (Administrative Assistant) is responsible for ensuring that the 
EOC equipment is operational and that supplies are available for members of the Community 
Control Group (CCG).  A list of EOC equipment is included at Part 2 – Annex A. 
 
The Operations Officer is also responsible for acquiring, distributing and ensuring that a three-
day supply of stationery, forms and pens are kept in the EOC to sustain EOC operations over a 
long-weekend; this also applies for the alternative EOC. 
 
Department Heads are responsible for ensuring that up-to-date manuals and policies specific to 
their operations are available in the EOC for their use when required.  
 
Mobile Command Post / Site Command Post 
The Whitewater Region does not own a mobile command post.  A request for use of the 
Emergency Management Ontario (EMO) mobile command post can be made through the Duty 
Officer at the Provincial Operations Centre, or through the Community Officer for EMO – SE 
Ontario.  In addition, a fully equipped Police Mobile Command Post may be available for use by 
the OPP at their request through the Ontario Provincial Police – Perth Detachment.  The vehicle 
is designed and equipped with the necessary equipment and telecommunications to facilitate 
emergency site control and co-ordination.  There is no guarantee that either vehicle will be 
available as they may already be in use.    
 
Should the mobile command posts be unavailable, a building close to the site / impact area 
should be designated as an Emergency Site Command Post at the time of the emergency.  The 
facility selected must have an area large enough to accommodate the Emergency Site Manager 
(ESM) and his/her team.  The facility will require a basic telecommunications system in order to 
set up the necessary equipment (e.g. telephone, fax and or a modem for data transmission). 
 
ACTIVATING THE EMERGENCY OPERATIONS CENTRE (EOC) 
The Reeve, EOC Manager (CAO/Clerk), and the Operations Officer have the authority to 
activate the EOC. 
 
 

Page 2 of 13 



WHITEWATER REGION EMERGENCY PLAN 

 
December 2004  

PART 2 – EMERGENCY OPERATIONS CENTRE 
STAFFING THE EOC 
 
During Normal Conditions 
The EOC is not staffed under normal conditions. 
 
During Transition from Normal to Emergency Conditions 
The Operations Officer (Admin Assistant) will assume responsibility for the initial operation until 
the first member of the Community Control Group (CCG) arrives to take charge. 
 
During Emergency Conditions 
The EOC Manager (CAO/Clerk) is responsible for EOC operations during an emergency, and 
for ensuring that staff (including support staff) are available as required. 
 
HOURS OF WORK DURING EMERGENCY OPERATIONS 
During the emergency, the hours of work for members of the CCG will be six hours on and six 
hours off duty.  The first staggered relief should be scheduled to occur after six hours and be 
completed by the eighth hour of operation.  Should there be a requirement for longer shifts; the 
EOC Manager will be made aware of the need.   
 
The Operations Officer is responsible for providing the shift scheduling and changes of each 
person within the specified timeframe in collaboration with the members of the CCG. 
  
The EOC Manager will determine whether there is a requirement for a 24-hour/7-days-a-week 
operation (referred to as 24/7).  Incoming and outgoing members of the CCG are responsible for 
ensuring that incoming and outgoing staff are properly briefed and debriefed. 
 
Refer to the ‘Documentation and Reports’ section below for more information on the duty roster. 
 
CONTACT BY EMPLOYEES WITH FAMILY MEMBERS 
During the first six hours of the emergency, opportunity should be provided to each member of 
the Community Control Group and EOC support staff to inquire as to the safety of their family as 
a result of the emergency.  An unlisted telephone line will be made available for this purpose.  
Family members will be provided with a brief status of the emergency situation and its possible 
duration.   

Major problems, which may preclude an employee’s continued presence in the EOC, will be 
discussed with the Emergency Operations Centre Manager.  In the event of a telephone outage, 
a combination of Public Service Announcements will be used to keep family members informed. 

DOCUMENTATION AND REPORTS 
 
Reports and Forms 
Examples of the reports and forms used in the EOC are contained in Part 2 – Annex B.  A 
supply of the Service Log form should be available in the EOC Kit of each CCG members.  A 
three-day supply of these forms must be maintained in the EOC at all times. 

Duty Roster 
The Duty Roster is used to track who enters and leaves the EOC, and at what times.  This form 
is background information for developing shift schedules and for accountability purposes.  A 
sample is contained in Part 2 – Annex B, Appendix 1. 
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Main Event Log 
A Main Event Log is a chronology of major events or decisions taken throughout the 
emergency.  The Duty Officer—who is responsible for maintaining the Main Event Log—will 
start the log as soon as the Emergency Operations Centre is activated.  The equipment 
provided for this purpose (normally an electronic easel or a flip chart) should be strategically 
placed so that it is visible to all CCG members at all times.  As it is impossible for the Duty 
Officer to be aware of all major events or decisions, it is the responsibility of every member of 
the CCG to ensure that major events in his/her area of responsibility are provided to the Duty 
Officer for recording. 
 
The Main Event Log is to be printed or written in a clear concise and legible manner.  Shorthand 
or abbreviations are discouraged.  As each page of the Main Event Log is completed, the Duty 
Officer will ensure that copies are made and filed in a central area for easy access by each 
member of the CCG with one copy being retained for the official emergency record.  A sample 
of the Main Event Log which outlines the format is included at Part 2 – Annex B, Appendix 2. 
 
Major Incident Report 
The Major Incident Report is for use when a critical incident has occurred which impacts 
severely upon other emergency responders or the public, and is of an urgent nature.  This 
information must be shared immediately with those who have a vested interest.  Refer to Part 2 
– Annex B, Appendix 3 for a sample. 
 
Message Form 
The message form is used as one method of communications.  It can be dispatched by fax, by 
courier or sent to the Amateur Radio Operator for transmission.  A sample of the form is 
contained at Part 2 – Annex B, Appendix 4. 
 
Service Log 
The purpose of the Service Log is for departments to keep a paper trail of their emergency 
response activities.  Each member of the CCG is responsible for maintaining a Service Log of 
emergency activities relating to his/her area of responsibility—specifically the date and time, 
decisions made, actions taken and instructions issued.  Individual logs will be closed at the end 
of each shift and a copy provided to the Operations Officer to be retained as part of the official 
emergency record. A supply of the Service Log form will be available in the EOC Kit of each 
CCG members.  A sample of the Service Log is included at Part 2 – Annex B, Appendix 5. 
 
Situation Report (SITREP) 
The Situation Report is designed as a status report and should be completed on a regular basis 
as scheduled, and at the discretion of, the EOC Manager.  The SITREP should provide a 
summary of activities to date, or from the last SITREP, as appropriate. A sample of the SITREP 
is included at Part 2 – Annex B, Appendix 6. 
 
TELECOMMUNICATIONS 
The primary methods of communicating to and from the EOC will be by telephone, facsimile, 
messenger or courier.  The Telecommunications Centre (Telecom Centre) will support the 
Operations Room through the Amateur Radio Emergency Services (ARES).   

One telephone line (presently servicing the Municipal Hall) will be used in the EOC.  Each 
workstation within the Operations Room should have a dedicated, unlisted telephone line.  In 
addition, there is one facsimile and one modem line available.   
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All emergency-related lines should be listed in the Priority Access to Dialing Program through 
Bell Canada.  The numbers assigned to these new telephones are to remain unlisted and 
should only be circulated on a “need-to-know” basis.  

STAFFING THE EMERGENCY OPERATIONS CENTRE (EOC) 
 
During Normal Conditions 
The EOC is not staffed under normal conditions. 

During Transition from Normal to Emergency Conditions 
The Operations Officer will assume responsibility for the initial operation until a member of the 
Community Control Group arrives to take charge. 

During Emergency Conditions 
The EOC Manager is responsible for the EOC operations during an emergency and for ensuring 
that staff (including support staff) are available as required. 
 
Security of the EOC 
The Emergency Operations Centre is a restricted area—off limits for all except those with 
designated emergency response roles and responsibilities and a “need-to-know”.  This is to 
ensure that there is no interference with emergency response activities.   
 
Security of the EOC facilities, equipment, supplies and all records within the EOC is the primary 
responsibility of the Operations Officer although all CCG members have a responsibility to 
ensure compliance with security requirements. 
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Annex A 

 
WHITEWATER REGION 

EOC EQUIPMENT 
 
Below is the list of furniture, equipment, telecommunications and supplies maintained in the 
Emergency Operation Centre.  During an emergency, replenishment of the supplies is the 
responsibility of the Operations Officer.  In normal conditions, the Operations Officer 
(Administrative Assistant) is responsible for maintaining the EOC in a state of readiness. 
 

 FURNITURE & EQUIPMENT  TELECOMMUNICATIONS 

 35 mm camera  AM / FM Battery-operated Radio 

 Chairs  External telephone lines (for staff only) 
(#s not to be given out) 

 Computers  Fax 

 Desks   Internal telephone lines (for staff only) 

 Maps - region / county / province  On-Line Terminals 

 Microwave  Pagers 

 Photocopier  Portable two-way radios 

 Radio  Telephones (Cellular) 

 Refrigerator  Telephones (Base Station / Mobile) 

 Safe  Television (with cable) 

 Shredder  SUPPLIES 

 Tables  First Aid Kit 

 Typewriters  Flashlights and batteries 

 Uninterrupted Power Supply (generator)  Paper - letterhead/forms/messages/etc. 

 DOCUMENTATION  Supply box (pens, stapler, scissors, etc) 

 Emergency Management Act  OTHER 

 Whitewater Region By-Law #____-2001  Coffee / tea supplies 

 Whitewater Region Emergency Plan   

 
 Telecommunications 

All radio telecommunication facilities available in the primary EOC require duplication in the 
alternate centre. 
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 Appendix 1 
 

WHITEWATER REGION 

EMERGENCY OPERATIONS CENTRE 
DUTY ROSTER 

Name & Title Time In Time Out Replaced By Time In Time Out 
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 Appendix 2 
 
 Date_____________ 
 Page ____ of ______ 

WHITEWATER REGION 

MAIN EVENT LOG 
 

TIME EVENT ACTION 
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 Appendix 3 
 

WHITEWATER REGION 
MAJOR INCIDENT REPORT 

 
 

LOG #____  LOCATION:________________  DATE/TIME RECEIVED:__________________ 
 
DEPARTMENT: ____________________   ORIGINATOR:____________________________  
 
NATURE OF INCIDENT: 
 

 

 

 

 
STATUS: 
 

 

 

 

 
OTHER COMMENTS: 
 

 

 

 

 
 
DISTRIBUTION LIST: 
• Reeve 
• Deputy Reeve 
• Other _________________ 

_______________________________ 
EOC Manager      

 
Date: _____________________    
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 Appendix 4 
WHITEWATER REGION 

MESSAGE FORM 

FROM: 
 
Date & Time of Origin: 
 
TO: 
 
Priority:    Routine         Urgent Originator's Telephone Number: 
 
MESSAGE: 
 

 

 

 

 

 

 

 
                        
 __________________________ 
             Authorized by  
 
ARES Radio Operator: 

RECEIVED FROM: SENT TO: 
Date / time: Date / time:  

                                 
 
DISTRIBUTION  
 Recipient (or ARES) File Copy Originator 
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 Appendix 5 
WHITEWATER REGION 

SERVICE1 LOG 
 
LOCATION & DEPARTMENT:    DATE: 
NAME PAGE  ___ OF ___ 
TIME FROM (Originator) TO (Recipient) PARTICULARS REMARKS 
     

     

     

     

     

     

     

     

     

     

     

 

                                         
1 “Service” denotes a department or agency.  The person will record only those activities relating to his/her area of responsibility—NOT for all areas of 
responsibility. 
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 Appendix 6 
WHITEWATER REGION 

SITUATION REPORT (SITREP) 
 
Date: ___________  Time: ______  Department:_________________           
 Routine   Urgent  
 
Location: _______________________ From:________________ to _______________ 
 
GENERAL INFORMATION:   
 

 

 

 
EOC MANAGER: 
 

 

 

 
CHIEF BUILDING OFFICIAL: 
 

 

 

 
MANAGER OF LANDFILL OPERATIONS: 
 

 

 

 
MANAGER OF PLANT OPERATIONS: 
 

 

 

 
FIRE CHIEF: 
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PUBLIC INFORMATION OFFICER: 
 

 

 

 
SUPERINTENDENT OF PUBLIC WORKS: 
 

 

 

 
TELECOMMUNICATIONS: 
 

 

 

 
OPERATIONS OFFICER: 
 

 

 

 

 
OTHER: 
 

 

 

 

 

 
 

________________________________________ 
(Signature of EOC Manager) 

_____________________    
(Date) 

 
 
Distribution List: 
• Reeve • CEMC (file copy) 
• Deputy Reeve • Other: 
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MANAGING THE EMERGENCY 
Four success factors in dealing with an emergency depend upon how well the members of the 
Community Control Group perform the following: 
• management of information; 
• teamwork; 
• communications; and 
• decision-making. 
 
Since an emergency could occur at any time of the day, any day of the week or any season of 
the year, members of the Community Control Group (CCG) should be aware that response 
efforts can face increased difficulties dependent upon these factors or the combination thereof.  
For example, an emergency that occurs at night creates unique problems as it does not allow 
for an effective damage assessment; this impacts negatively on response efforts.  Likewise, an 
emergency during winter months creates additional response requirements; exposure to the 
cold can result in hypothermia and in extreme cases, death.  
 
Although the Ontario Emergency Management Act makes frequent reference to “community” 
and uses the term interchangeably with “municipal”, the legislation contains no legal definition 
for community. 
 
Upon notification of a threat of an emergency or an emergency, the protocol for members of the 
Township’s Community Control Group (CCG) is get into a ‘state-of-readiness’.  To do this: 
• proceed immediately to the Emergency Operations Centre (EOC) Operations Room; 
• open a departmental Service Log; 
• notify designated departmental staff; and 
• review his / her specific roles and responsibilities in Part 4 of this plan. 
 
The EOC Manager (Chief Administration Officer / Clerk) will determine the level of response 
necessary following consultation with the Reeve and members of the CCG, as appropriate.  In 
the event that the EOC Manager and alternate are unavailable, the Community Emergency 
Management Coordinator will make the determination.  A variation to this protocol would be if 
the CCG members were advised otherwise in the emergency alert notification. 
 
It is not unusual for staff who are unfamiliar with EOC activities to frequently be assigned EOC 
tasks.  This is due to the fact that designated responders are often unable to perform their tasks 
(e.g., unable to get to the EOC, a family crisis, personal injury or even death as a result of the 
emergency, sustainability of response efforts, etc.).  It is therefore essential that staff and their 
alternates assigned to work in the EOC be familiar with the roles and responsibilities contained 
in Part 4; the responsibilities were developed in collaboration with Township department heads.  
This plan is designed to complement existing Township Standard Operating Procedures 
(SOPs). 
 
Dependent upon the nature and scope of the emergency, additional tasks may be assigned to a 
responder; on the other hand, some of the tasks listed may become irrelevant.  The roles and 
responsibilities contained in Part 4 should therefore be used as a checklist for essential 
emergency tasks, and be revisited on an on-going basis throughout the emergency to ensure 
due diligence.  Any new task to be performed should be brought to the immediate attention of 
the EOC Manager for approval; that task should then be added permanently to the emergency 
role of the responder and annotated for future revision to the emergency plan. 
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As with standard management practices, an employee’s level of skills and departmental 
expertise may—as during normal times—result in an employee being given blanket authority by 
the EOC Manager to perform emergency tasks.  The employee would be required to record any 
added tasks and submit the documentation to the EOC Manager in a timely manner. 
 
LEVELS OF EMERGENCIES 
There are more than 70 types of emergencies that could affect the health and safety of the 
public.  There are three levels of emergencies—municipal (or local), provincial/territorial, and 
federal (national) emergencies.  The majority of emergencies occur at the municipal level. 
 
Municipal / Local Emergency 
Section 4(1) of the Emergency Management Act authorizes the head of council of a municipality 
to declare a state of local emergency.  The Emergency Management Act also allows the 
Premier of Ontario to make such a declaration. 
 
Provincial / Territorial Emergency 
Section 7(1) of the Emergency Management Act states that “…the Premier of Ontario may 
declare that an emergency exists through Ontario or in any part thereof and may take such 
action and make such orders as he or she considers necessary and not contrary to law…” 
 
The declaration of a provincial emergency normally applies when a large disaster affects a large 
population or multi-municipalities.  The authority for declaring a state of emergency at the 
provincial level is the Premier.  When a provincial emergency is declared, specific powers may 
be exercised by, or on behalf of, the designated Minister. 
 
It is incumbent upon the Township’s management team to be familiar with provincial legislation 
that may impact upon their area of responsibility in the event of an emergency.  In particular, the 
occupational health and safety legislation and regulations must still be complied with. 
 
Federal (National) Emergencies 
An emergency declared under the federal Emergencies Act 1988 relates to four categories of 
national emergencies--public welfare, public order, international and war.  The authority for 
declaring a state of emergency at the federal level is the Prime Minister.  The Governor-in-
Council may develop orders and regulations to deal with additional powers required. 
 
Provincial /Territorial governments are also required to develop plans and arrangements to 
respond to a national disaster, including, if necessary, assuming power above the normal 
provincial daily functions.  Sections 8(1), 19(1), 30(1) and 40(1) of the federal Emergencies Act 
provide further detail. 

 
WHITEWATER REGION - EMERGENCY MANAGEMENT ORGANIZATION 
The Whitewater Region Emergency Plan provides for the Township’s normal organizational 
structure to retain its status quo during an emergency, as changing the organizational structure 
would cause confusion.  In addition, it could potentially result in responders assuming tasks for 
which they have no authority and for which they may lack the necessary training and skills.  

 
ROLE OF THE COUNTY OF RENFREW 
Although the role of the County of Renfrew is not contained in detail in this emergency plan, the 
County—as an upper-tier municipality—has the mandate for: 
• emergency social services (by Order-in-Council 167/2004); 
• emergency services (land ambulance services); 
• maintenance of county roads and bridges.      
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These unique factors must be recognized and require consideration regarding emergencies. 
 

WARDEN OF THE COUNTY 
In the event that the Reeve of the Township of Whitewater Region is elected as Warden of the 
County, the following elements be considered and, where necessary, protocols be put into place 
at the Township: 
• the emergency may impact more on the County than on the Whitewater Region; 
• the alternate to the Reeve at the Township may be unavailable; 
• the alternate to the Warden at the County level may be unavailable; or 
• the Reeve may be unavailable to both the County and the lower-tier municipality. 
Provision must therefore be made at the Township level for an alternate to the Deputy Reeve 
should he/she also not be available to perform the Reeve’s role at the Township should the 
Reeve be unavailable. 

 
ALTERNATE DESIGNATIONS 
A situation may arise whereby the Reeve, the EOC Manager or any member of the Community 
Control Group (CCG) is unavailable or unable to perform his/her duties for various reasons 
(e.g., injury or death, unreachable, three shifts – 24/7, etc.).   To eliminate the impact of such 
circumstances, there is a requirement to designate two alternates to perform those roles. 

 
TOWNSHIP ROLES AND RESPONSIBILITIES IN AN EMERGENCY 
The Township of Whitewater Region will respond to an emergency within its legal obligations, 
mandate and jurisdiction, and within the limits of its resources (human, fiscal and equipment).  
The roles and responsibilities of the Township’s employees and its partners - both on- and off-
site, and Emergency Management Ontario (EMO) are contained in Part 4 of this plan: 
• CCG - members of the Community Control Group (CCG); 
• ERT - members of the Emergency Response Team (ERT); 
• Partners - emergency responders who are external to the Township’s organizational 

structure but who have a vital role and their own mandate in the response activities.  
 

COMMUNITY CONTROL GROUP (CCG) 
The membership of the Community Control Group (CCG) consists of senior staff with delegated 
emergency response roles.  Department heads have designated staff from their departments to 
perform emergency tasks as required.  The CCG duties are contained in Part 4 – Roles and 
Responsibilities; note the temporary titles for tasks not required during normal daily activities. 
• CCG – Reeve; 
• CCG – EOC Manager (CAO/Clerk) – Temporary; 
• CCG – Chief Building Official; 
• CCG – Superintendent, Public Works 
• CCG – Manager, Landfill Operations; 
• CCG – Manager, Plant Operations; 
• CCG – Fire Chief; 
• CCG – Public Information Officer – Temporary; 
• CCG – Treasurer/Deputy Clerk; 
• CCG – Community Emergency Management Coordinator (CEMC); 
• CCG – Operations Officer (Administrative Officer) - Temporary;  
• CCG – Duty Officer (Support Staff) - Temporary; and 
• CCG – Scribe – Temporary. 
When reassigning roles from one person to another, CCG members must also ensure that the 
commensurate level of authority is provided and furthermore, that the person is qualified to 
render the assistance relative to the position assigned and has the level of expertise required. 
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EMERGENCY RESPONSE TEAM (ERT) TEMPORARY ASSIGNMENTS 

In an emergency, tasks may need to be performed away at site (impact area) on a temporary 
basis.  Although not identified as regular positions, these essential tasks must be assigned to 
staff with the commensurate level of authority and expertise (Part 4 of this plan).  These 
positions are referred to as members of the Emergency Response Team (ERT): 
• ERT – Emergency Site Manager; 
• ERT – Assistant Emergency Site Manager; 
• ERT – Fire Control Officer; and 
• ERT – Public Works Control Officer. 
 
OFF-SITE 
There are response activities which are carried out at a location other than the EOC and the 
site; these are identified as off-site.  For the Township, the off-site responders are: 
• Off-Site – Area Supervisor, Reception & Evacuation Centres – staffed by County staff; and 
• Off-Site – Manager, Volunteer Registration Centre – Township staff / volunteer. 
 
PARTNERS 
In the context of emergency management, partners are classified as such due to their agency’s 
mandate and they have a significant role to perform in any emergency.  They are not a part of 
the Whitewater Region’s organizational structure, and may or may not be providing those 
services through an agreement.  Depending upon the nature and scope of the emergency, 
officials from other organizations —referred to as “Partners”—may be invited to participate by 
relocating to the Whitewater Region EOC to assist Township CCG members. 
 
There may be occasions whereby it is not feasible for a representative of external organizations 
to work out of the Township’s EOC due to the nature of their tasks.  In such situations where 
their expertise is required, the EOC Manager should consider the option of requesting that the 
organization provide regular updates and status reports to the Township’s EOC Manager.  This 
type of situation should be documented for future reference as issues may arise out of the lack 
of representation/expertise from another organization being available within the EOC. 
 
The roles and responsibilities of Partners to the CCG are listed below: 

• Partner - Emergency Management Ontario (EMO); 
• Partner - Medical Officer of Health (MOH) / Ministry of Health; and 
• Partner - Ontario Provincial Police (OPP) – Pembroke and Renfrew Detachments. 
• Partner - Renfrew County Community Care Access Centre (CCAC). 

The Community Officer for Emergency Management Ontario (EMO)—Southeastern Region—is 
a readily available resource to provide assistance to all Community Control Groups in his/her 
area of responsibility. 
 
VOLUNTEERS – ORGANIZATIONS AND INDIVIDUALS 
Volunteers play a significant role in responding to emergencies—whether as part of an 
organization or as an individual.  Volunteers should be directed to register at the Volunteer 
Registration Centre (VRC) to be established by the Manager of the VRC at a site away from the 
EOC and the immediate impact area; the location of the VRC will be determined by the CCG 
from a list of potential VRC locations.  The VRC is required for co-ordination of required skills 
and assignment of tasks.  In addition, registration is a legal requirement in the event of 
compensation for injury or death, identification of fraudulent claims, possible remuneration at a 
later date, et cetera.  The Supervisor, VRC Resources is responsible for ensuring that all 
volunteers have been registered prior to assigning tasks. 
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STATE OF LOCAL EMERGENCY 
Criteria for Declaring A State Of Local Emergency 
The criteria for declaring a state of local emergency is based on the following factors: 
• a situation has occurred that constitutes a danger of major proportions to life or property; 
• the resource capability of the municipality is overwhelmed; 
• additional legal powers are required; and 
• the emergency has such an impact that there exists a potential need for reimbursement of 

emergency response costs through the Ontario Disaster Relief Assistance Program or 
Disaster Funding Assistance program. 

 
Authority for Declaring A State Of Local Emergency 
Section 4(1) of the Emergency Management Act RSO 1990 of Ontario states that: 

“The head of council of a municipality may declare that an emergency exists in the 
municipality or in any part thereof and may take such action and make such orders as he 
considers necessary and are not contrary to law to implement the emergency plan of the 
municipality and to protect property and the health, safety and welfare of the inhabitants of 
the emergency area.” 

 
The Reeve (or his/her designated alternate) is the authority for declaring a state of local 
emergency. 
 
A form for a “Declaration of a State of Local Emergency” is included in Part 3 - Annex A. 
 
Termination of A State Of Local Emergency 
Section 4(2) of the Emergency Management Act RSO 1990 of Ontario states that: 

“The head of council or the council of a municipality may at any time declare that an 
emergency has terminated.” 

 
The Reeve (or designated alternate) is the authority for termination of a state of local 
emergency; however, it should be noted that Section 4(4) of the Emergency Management Act 
RSO 1990 states that: 

“The Premier of Ontario may at any time declare that an emergency has terminated.” 
 
A “Termination of a State of Local Emergency” form is included in Part 3 - Annex B. 
 
NOTIFICATION SYSTEM 
 
Notification Source 
Municipal officials may become aware that an emergency has occurred through various 
methods—the public, the media, employees, another organization or through the Ontario 
Provincial Police (OPP) Detachment.  One exception is the emergency plan for the Chalk River 
Nuclear Laboratories in which the OPP is identified as the official notification agency.   

When notification is received from source other than the OPP, officials should attempt to confirm 
the integrity of the information through the OPP.  If the information cannot be confirmed, the 
municipality should err on the side of caution and activate the Emergency Operations Centre. 

Notification – Information Required 
Once notified of an emergency, as much information as possible is required to facilitate an 
effective emergency response and good decision-making by members of the Community 
Control Group (CCG).                                                                                                 
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A Notification and Preliminary Assessment Checklist” is included at Part 3 - Annex C.  It should 
be completed to the extent possible and retained as an official record.  The information on the 
form should be provided to the EOC Manager (CAO / Clerk) or the CEMC.  If neither is 
available, the Reeve should be notified.  At a minimum, the information which should be 
obtained is as follows: 
• the name and telephone number of the person calling in the emergency; 
• nature of the emergency; 
• scope of the emergency (preliminary damage assessment); 
• location; 
• injuries / fatalities; 
• action taken; and 
• assistance required (if any). 
 
Notification to the Province of a Local Emergency 
Further to the above, Section 4(3) of the Emergency Management Act RSO 1990 states that: 

“The head of council shall ensure that the Solicitor General is notified forthwith of a 
declaration made under subsection (1) or (2).” 

 
REPORTING LOCATION 
In the event of an emergency, members of the Community Control Group (CCG) will proceed 
immediately to the Emergency Operations Centre (EOC).  Should the primary EOC be 
inaccessible or unavailable, members of the CCG should proceed to the alternative EOC.  In an 
extreme case whereby the alternative EOC is inaccessible or unavailable, members of the CCG 
will gather at the third pre-designated location.  The person notifying staff of the emergency will 
provide the location. 
 
NOTIFICATION OF MUNICIPAL STAFF 
Staff with designated emergency response roles will be contacted by their Department Head 
and advised to: 
• remain at his/her present location; 
• be on standby; or 
• report to a designated official at a specific location. 
Department Heads are also responsible for identifying and providing administrative support staff 
to work in the EOC on a rotational basis once the EOC is activated. 
 
WHITEWATER REGION  - EMERGENCY PREPAREDNESS ORGANIZATION 
The Whitewater Region Emergency Plan provides for the normal organizational structure of the 
Corporation to retain its status quo during an emergency.  To change the organizational 
structure could potentially cause confusion, and result in responders assuming tasks for which 
they have no authority.  
 
Temporary Duty Assignments for Designated Employees in an Emergency Situation 
The Township does not have full-time positions relating to activities such as Public Information 
(Media And Inquiry Centres) or the registration of volunteers (Volunteer Registration Centres)—
both essential services in an emergency.  Due to the importance of these activities, staff or 
volunteers assigned to these roles must have the training and / or skills required to perform the 
tasks which are contained in Part 4 – Roles and Responsibilities. 
 
To reiterate, when roles are reassigned from one person to another, members of the CCG must 
ensure that the commensurate level of authority is also provided. 
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SAFETY OF STAFF AND STAFF RELATIONS 
Safety of staff is a priority for every manager.  The possibility exists that an employee may be 
required to enter an area of risk in performing his/her duties.  Under health and safety 
regulations, the employee must be advised of known1 elements of danger.  In addition, 
management must consider health and safety issues when staff are called out (e.g., protective 
gear for a chemical spill).  Management should bear in mind that the requirements of the 
Occupational Health and Safety Program must still be adhered to during an emergency. 
 
Management should also consider whether surplus staff should be sent home, or alternatively, 
to remain in the office if this is safer (e.g., tornado, floods, etc.).  Furthermore, management 
should consider the possibility that an employee may be needed more at home than at work 
(e.g., the serious injury of a family member).  For the good of the public, it must be remembered 
that the emergency response is a priority for management and employees of the Township. 
 
REFUSAL TO WORK IN DANGEROUS CONDITIONS 
Employees have every right to refuse to work in conditions they perceive to be dangerous.  In 
keeping with the policy that employee safety comes first, it is not anticipated that this should be 
a major issue.  The provincial and federal labour codes and regulations must be complied with 
in an emergency situation.  As per the normal work routine, health and safety policies also 
remain in effect.  Of particular importance to manager are the following Canada Labour Code 
requirements: 
 
• Part II - Section 124 states that: 

"Every employer shall ensure that the safety and health at work of every person 
employed by him/her is protected". 

 
• Section 125(s) states that the employer must: 

"ensure that each of his/her employees is made aware of every known or foreseeable 
safety or health hazard in the area where that employee works". 

 
• Section 128(2) of the Code states, 

"An employee may not, pursuant to this section, refuse to use or operate a machine or thing 
or to work in a place where: 
• the refusal puts the life, health or safety of another person directly into danger; or 
• the danger referred to in sub section (1) is inherent in the employee's work or is a normal 

condition of employment." 
This section is primarily intended for use by emergency responders such as police, fire and 
ambulance services (e.g., first responders).   

 
Should an employee refuse to do what they consider dangerous work, it is important that both 
the employer and the employee apply the procedures according to the Occupational Health and 
Safety Act and labour regulations.  Upon refusal, the employee must choose if he/she is 
refusing under the Labour Code or under a collective agreement.  Refusal under the Labour 
Code does not allow another employee to be assigned the task until the situation has been 
investigated and approved by a Labour Inspector.  Refusal under a collective agreement does 
allow for another employee—who has been apprised of the situation and the previous refusal by 
an employee—to perform the task if he/she agrees to do so. 
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ACTIVATION / IMPLEMENTATION OF WHITEWATER REGION EMERGENCY PLAN 
 
Activation of the Whitewater Region Emergency Plan 
When an employee of the Whitewater Region becomes aware of a potential emergency, he/she 
shall notify his/her Department Head who in turn will notify the EOC Manager and other 
members of the Community Control Group (CCG).  The EOC Manager is responsible for 
notifying the Reeve.  The EOC Manager, in collaboration with CCG members, will render a 
decision as to whether the Whitewater Region Emergency Plan should be activated. 

Implementation of the Whitewater Region Emergency Plan 
The Whitewater Region Emergency Plan may be implemented, in whole or in part, without being 
first activated dependent upon the severity and scope of the situation.  There are two 
mechanisms whereby the emergency plan will be implemented: 

• the Reeve declares a state of local emergency; and 
• the Premier declares that an emergency exists throughout Ontario or in any part thereof. 
 
In the absence of the Chief Administrative Officer / Clerk (EOC Manager), or his/her inability to 
act, the Deputy CAO is authorized to activate the Whitewater Region Emergency Plan.  In the 
absence of both, the Public Works Supervisor is the designated authority. 

 
APPOINTMENT OF AN EMERGENCY SITE MANAGER (ESM) 
Depending on the scope of an emergency, an Emergency Site Manager (ESM) may be 
appointed or confirmed by the Community Control Group (CCG) at the time of the emergency.  
The appointment will be based on the nature and scope of the emergency.  Should the scope of 
the emergency be beyond the capacity of one ESM to effectively handle the situation, a second 
ESM may be appointed by the CCG.  In an emergency covering a very large area, the Township 
could be divided into manageable segments with perimeters clearly defined, and site managers 
designated accordingly. 

OPERATIONAL CO-ORDINATION OF THE EMERGENCY RESPONSE 
The Community Control Group (CCG) is responsible for the direction and control of emergency 
operations and resources within its jurisdiction.  This includes additional resources that are 
provided from other municipalities or agencies upon request by the Whitewater Region.  
 
It is important to note that for resources from other agencies providing support to the Whitewater 
Region, the “direction and control” relates only to “what, where and when” needs to be done, but 
not “how”.  The reasoning is as follows: 
• the support agency has the authority and the expertise to do the tasks; 
• the support agency has accountability for management of its resources; and 
• the lead agency leaves itself vulnerable to litigation should anything go wrong based on 

erroneous or inadequate direction and/or control being provided to the support agency.  
 
Emergency operations will be co-ordinated and controlled from the designated Whitewater 
Region Emergency Operations Centre. 
 
EVACUATION 
In the event that an evacuation is required, the Ontario Provincial Police (OPP)—in collaboration 
with the Superintendent of Public Works, and if required, the Director of Public Works and 
Engineering for the County, will identify the evacuation area(s) and routes.  Part 3 – Annexes D 
and E relate to the County’s support and emergency social services roles and responsibilities. 
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The Township of Whitewater Region is responsible for identifying potential locations of reception 
and evacuation centres in advance, and at the time of the emergency, selecting the most 
appropriate locations in collaboration with the OPP, the Township CCG, and the Director of 
Community Services for the County.  Refer to Part 3, Annex F for the information required. 

SUPPORT TO LOCAL MUNICIPALITIES 
 
Protocol – Requests for Support 
Requests from local municipalities for support must be made by way of an official request from 
the Head of Council of the municipality affected, to the Reeve of the Township.  This provides 
legal protection for employees responding to an emergency not working within their usual area 
of jurisdiction.  

Any resources assigned to a requesting municipality fall under the direction, control and 
maintenance of the requesting municipality. 

Depending on the impact of the emergency, officials of the Township should consider whether 
providing resources to another municipality would be at the expense of the municipality’s ability 
to respond within its mandate should the emergency also affect its jurisdiction.  It must be 
recognized that, in fact, the Township may be unable to provide resources to any other 
municipality and may itself be requesting assistance from neighbouring municipalities or the 
Province. 
 
Nevertheless—upon formal request by another municipality with whom no mutual assistance 
agreement exists—the Township of Whitewater Region may provide support, as appropriate in 
the situation.  
 
AGREEMENTS 
In the absence of a declaration of a state of local emergency, agreements already in place with 
the Township allow the Community Control Group (CCG) to respond immediately when 
warranted (e.g., Mutual Aid Agreement - Fire). 
 
Where agreement has been less formal, the Township should nevertheless respond positively 
to authorized requests for emergency support in keeping with a support role.  Nevertheless—
upon formal request by another municipality with whom no mutual aid agreement exists—the 
Township may provide support, as appropriate for the situation at hand.  Decisions made and 
actions taken must be documented accordingly. 
 
Agreements regarding the provision of assistance to other municipalities should specify: 
• the support available (taking into consideration the roles and responsibilities in Part 4); 
• the conditions and criteria under which any support would be provided; and 
• the criteria for activation and implementation of emergency plans and/or arrangements when 

these conditions are met. 
 
When considered advantageous to have formal agreements (e.g., Mutual Aid or Assistance 
Agreements, Memoranda of Agreement / Understanding), agreements should be developed. 

 
PUBLIC INFORMATION / MEDIA RELATIONS 
Information regarding an emergency is essential to the emergency responders, other 
organizations and the public at large.  A Media and Inquiry Centre will be set up in a pre-
designated location to meet these needs.  The Assistant Public Information Officer will staff the 
centre; volunteer assistance may be also required in order to keep the public informed.  
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All news releases, news conferences and Public Service Announcements (PSAs) must be co-
ordinated through the designated Whitewater Region Public Information Officer.   The EOC 
Manager must approve all news releases prior to release.  The Reeve and the EOC Manager 
will be provided with copies of all information released. 

 
 DESIGNATED SPOKESPERSONS 

 
 Reeve 

As the ultimate authority for the corporation, the Reeve is the official spokesperson for the 
Whitewater Region.  In his/her absence, the Deputy Reeve is the alternate. 

 EOC Manager / Public Information Officer 
All releases of information must be approved by the EOC Manager prior to release.  During an 
emergency, the EOC Manager is also the Public Information Officer with assistance being 
provided by support staff and volunteers, as necessary. 

 Department Heads 
Department Heads will comment officially only on those aspects of the emergency activities 
relating to his/her area of responsibility, and only on activities of which he/she has first-hand 
knowledge. 

 Public Information Officer (PIO) – Site 
If necessary, a Public Information Officer (Site) will be designated by the EOC Manager at the 
time of the emergency to work at the site.  The Public Information Officer on site is responsible 
for media activities.  Prior to any release, the information must be co-ordinated with the Public 
Information Officer located in the EOC and approved by the EOC Manager. 

 Requests for Information Relating to other Organizations 
Any request for information relating to another organization or agency shall be directed to the 
designated spokesperson for that particular organization. 

 Designated Phone Numbers for Public Inquiries 
At the time of the emergency, telephone numbers will be designated solely for public inquiry and 
media purposes.  Public inquiry numbers will be broadcast to the public through Public Service 
Announcements (PSAs). 
 
Emergency Operation Centre numbers will not be given to the media or to the public, and are to 
be treated as unlisted numbers for use by emergency responders only. 

  
 MEDIA AND INQUIRY CENTRE 

The Media and Inquiry Centre will be located away from the Emergency Operations Centre.  
The purpose of the Centre is twofold: 
 
(1) Media Activities: 

• to provide a location where news conferences can be held without interfering with the 
EOC operations; and 

• to facilitate the effective and prompt release of information to all of the media at one 
time.  
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(2) Inquiry Activities: 

• to keep the public informed, as appropriate, by providing information relating to 
issues that affect them such as the locations of Reception Centres and the 
Evacuation Centres;  

• to provide self-help instructions; 
• to provide updates on the status of the situation; and 
• to provide any other information relevant to the emergency. 

 
CRITICAL INCIDENT STRESS MANAGEMENT (CISM) 
There is no indicator to identify whether an incident will cause a critical stress reaction.  Critical 
incident stress may result in problems at a later date (e.g., sleeplessness, loss of appetite, poor 
job performance, and behavioral changes).  Management should be sensitive to the fact that the 
following have a high probability of stressing employees involved in or exposed to an incident: 
• serious injury or death of a colleague in the line of duty or at the work place; 
• mass casualty incidents (e.g., airline disaster, bus accident, train derailment); 
• natural disasters (e.g., tornado, earthquake); 
• serious injury or death of a person while in an emergency responder’s care; and 
• incidents where the employee knows or identifies with the victim (e.g., involving a child).  
 
EFFECT OF CRITICAL INCIDENT STRESS 
As individuals have different coping mechanisms for dealing with stress and differing tolerance 
levels, reactions to stress will also differ.  Reactions may be immediate or delayed, and 
emotional and / or physical reactions may vary in intensity ranging from mild to devastating.  
Critical incident stress affects not only the individual but also his / her work organization, family 
and friends.  Failure to deal promptly and effectively with critical incident stress may affect: 
• staff morale (greater job dissatisfaction); 
• labour / management relations (interpersonal conflicts); 
• personal behaviour; 
• absenteeism; 
• work performance; and  
• staff turnover. 
 
INTERVENTION GUIDELINES 
Various types of interventions are available to assist employees with critical incident stress and 
the effect the incident has upon staff.  Critical incident stress debriefings should be planned for 
at the beginning of an emergency, and staff should be encouraged to attend.  Staff should be 
made aware that these debriefings are not “patient/doctor counseling sessions”.  The sessions 
are usually conducted by employees of an organization who have experienced a similar 
emergency firsthand and can relate to the emotions and behaviour that the emergency 
responder is dealing with.  Debriefings can be provided during or after the incident.  On-site 
assistance is generally not appropriate as it is perceived—by both responders and victims 
alike—as disruptive and intrusive. 
 
Local agencies such as the Salvation Army, the Ministerial Association, the Lorraine Centre, 
etc., can provide valuable assistance to those affected by the emergency.  Consideration must 
also be given to meet the spiritual and psychological needs of those affected as these are 
significant elements of the emergency management recovery phase.  These needs must be 
considered when establishing a reception and evacuation centre. 
As the County’s Director of Community Services is responsible for setting up short-term 
sessions for evacuees, the Director, in collaboration with the EOC Manager, can arrange to 
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meet the needs of Township employees, as required on a short-term basis.  The EOC Manager 
will focus on long-term needs for Township employees.  It should be noted that Emergency 
Management Ontario can provide Critical Incident Stress Management teams should the need 
arise. 
 
LEGAL ASPECTS – EMPLOYEE INDEMNIFICATION 
The following authorities relate to protection from personal liability:  
• Section 11 of the Provincial Emergency Management Act RSO 1990, 
• By-Law #2005- ___ - “A By-Law to provide for the Indemnity and Defense of Councilors and 

Employees of the Whitewater Region Against Liability Incurred While Acting on Behalf of the 
Whitewater Region”. 

 
Under By-Law #2005-____, the Whitewater Region will indemnify an employee under the 
following conditions: 
• the employees acted honestly and in good faith in the best interests of the region; and 
• in criminal or administrative actions/proceedings enforceable by a monetary penalty, the 

employee had reasonable grounds to believe that his/her conduct was lawful.  
 

FINANCIAL ASPECTS 
 
Normal Delegated Signing Authority 
Normal delegated signing authorities remain in effect during an emergency.   Additional 
procedures have been put into place for emergency funding and expenditures as noted below. 

Financial Coding 
Budgets for emergencies do not exist as emergencies cannot be forecast, however, the 
Whitewater Emergency Management Program By-Law #2005- _____ provides authority for 
emergency expenditures once the specified criteria have been met.  Nonetheless, it is vital that 
emergency-related expenditures are captured for potential reimbursement at a later date by the 
provincial or federal governments.  Therefore, financial code ___ will be used for emergency 
expenditures identified below under the section titled, “Emergency Expenditures – During an 
Emergency Situation”. 
 
Regular Emergency Expenditures – Township Purchasing Guidelines 
The purchasing policy includes expenditure guidelines in the event of an emergency; bear in 
mind that there are no changes from normal delegated spending authorities.  
 
Emergency Expenditures – During an Emergency Situation 
Although normal delegated signing authorities remain in effect during an emergency, additional 
emergency expenditures will occur as noted below.  Therefore, upon activation of the EOC in an 
emergency, departments are responsible for the following costs under Department Code ___: 

• salary (regular/overtime) of the Community Control Group (CCG) and support staff working 
on emergency response activities; 

• charges for long distance telephone calls incurred; 
• taxi and transportation charges; 
• courier and freight charges; 
• costs associated with emergency management agreements such as: 

amateur radio costs; and Red Cross (to be determined at the time of the emergency); 
• costs of purchase and rental for any additional material or equipment; and 
• other costs incurred, as agreed by the Chief Administrative Officer/Clerk under his/her 

normal delegated spending authority        
•  
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The provisions of the Emergency Management Act, Section 9 allows that: 

“An emergency plan formulated under Section 3, 6 or 8 shall… (f) provide for such other 
matters as are considered necessary or advisable for the implementation of the emergency 
plan during an emergency”. 

 
Therefore, to facilitate a rapid response effort, the Emergency Management Program By-Law 
provides for moneys up to the amount of $25,000 for emergency expenditures based on the 
following criteria: 
• the situation constitutes a danger of major proportions to life or property; and 
• an official state of local emergency has been declared. 
 
Standing Offers 
The Standing Offer method of supply is to be utilized whenever possible.  The call-up shall be at 
the price stated in the agreement and subject to all other terms and conditions set out in the 
agreement.  The purchasing policy specifies the amounts for emergency purchase orders. 
 
Disaster Relief Funding 
Disaster financial assistance may be available from the Province under the Ontario Disaster 
Relief Assistance Program (ODRAP) to reimburse emergency expenditures in part.  The criteria, 
terms and conditions, and payment are emergency-specific; the assistance (what, why, when, 
where and how) will be established by the Province at the time of the emergency.  The 
Community Emergency Management Coordinator is responsible for contacting Emergency 
Management Ontario (EMO) to obtain current program information. 
 
In addition to ODRAP, financial resources and disaster relief funding may be available when 
required as a result of a major emergency.  The federal government manages a Disaster 
Financial Assistance program that may also be a resource to the municipality.  Other resources 
and funding may entail contacting individuals or agencies responsible for compensation and 
claims, vendor contract administration, cost recovery, and disaster assistance. 

 
STRATEGIC CONSIDERATIONS 
 
Protocol for Requests for Emergency Assistance 
Initial responsibility for responding to an emergency rests first of all with the individual.  When 
the individual can no longer cope with situation the responsibility elevates to the local 
municipality.  When the response capability of a municipality is overwhelmed and additional 
support is required, the level of responsibility would normally move from municipal to provincial, 
and finally to the federal level.  It is important to note that, at each level of government, 
assistance from the next level must be formally requested. 

 
 Township Requests Assistance from the Province, Federal Government, Other Agencies 

Requests for assistance from provincial or federal governments must always be directed to 
Emergency Management Ontario.  There are a few exceptions: 
• The Township has a Mutual Aid Agreement in place with an agency—in which case, EMO 

should be notified that the agreement has been activated; or 
• The Township deals directly with the provincial or federal agency on a regular basis due to 

existing delegated authorities. 
When additional resources are required from local agencies, the Reeve should formally make 
the initial request for assistance to the head of the agency involved.  Once official contact has 
been made, transactions should occur directly with the designated official of the agency by 
members of the CCG.   
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 Township Support to Local Municipalities 

As standard emergency management protocol, requests from one municipality to another for 
emergency support must be made by official request from the Head of Council (or alternate) of 
the municipality in need of assistance.  Resources reassigned from one municipality to another 
come under the direction, control and maintenance of the requesting municipality and become 
their responsibility.  Due diligence must always be applied in order to legally protect employees 
in the event of injury or death when responding to an emergency which is not at their normal 
place of business nor within their normal jurisdiction; workers insurance may not provide 
benefits to employees under such conditions.  It is critical for municipal officials to note that, 
depending upon the impact of the emergency, providing resources to another municipality may 
be at the expense of the Township, in fact, that they may be unable to provide resources to 
anyone. 

Continued Service to Areas of Whitewater Region Unaffected by the Emergency 
Members of the Community Control Group (CCG) and employees of Whitewater Region should, 
at all times, be cognizant of the fact that unaffected areas of the town will still require service. 

 “Single-Window” Approach – Emergency Management 
Unless agreements for goods and services are already in place, requests for obtaining 
assistance from the provincial and federal governments must be directed by the Community 
Control Group to Emergency Management Ontario (EMO).  EMO is the single point of contact 
for such assistance (“single-window” approach).   In the same manner, the CCG is the single-
window for obtaining resources for the municipality.  Requests for additional resources are to be 
channeled through the CCG for the following reasons: 
• the CCG is kept apprised of the needs of the Township; 
• the CCG can obtain the necessary resources identified by the Emergency Site Manager 

(ESM) while the site team continues to respond to the emergency (CCG provides support by 
obtaining resources for the ESM); 

• the CCG can coordinate the response activities (e.g., a surplus of resources in one area can 
be reallocated to an area in need); 

• the CCG is ultimately responsible and accountable for responding to the emergency; 
The single-window system allows for an accurate assessment of the requirement for additional 
resources and its associated costs.  
 
Emergency Financial Assistance / Reimbursement 
There is no criterion (e.g., official declaration of an emergency) which precludes payment of 
disaster relief funding.  However, experience has demonstrated that a declaration improves the 
potential for obtaining disaster relief funding.  With respect to finances, refer to a preceding 
section entitled ‘Financial Aspects’. 
 
Temporary Reduction / Suspension of Services to Unaffected Areas 
Section 7.1(1) of the Emergency Management Act provides for temporary suspension of 
legislative provisions in an emergency.  Specific information in this regard should be sought from 
EMO at the time of the emergency.  When emergency response efforts overwhelm the 
Township’s resources, CCG members should consider reducing or temporarily suspending non-
essential1 services.   Non-essential services are services that would are not life-threatening in 
nature.  Furthermore, legal advice should be sought regarding the ‘injury/damage test’; a risk 
assessment would be made to determine what injury or damage costs could be levied should the 
service be discontinued.  As an example, contracts with associations or individuals for arena ice 
rental could be reimbursed if that service could not be provided due to the emergency. 

 
 

                                         
1  Non-essential relates to non-life threatening services.               Page 16 of 23 
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Short-Term versus Long-Term Emergency Response Planning 
Members of the CCG should be proactive throughout the emergency.  A good practice is to 
commence short-term planning (up to 6 hours) and long-term planning (more than 6 hours) for 
response and recovery activities as soon as possible once the EOC is activated.  
 
Daily versus Emergency Roles 
Department Heads should bear in mind that aspects of the normal, daily activities outside of the 
disaster impact area that must be maintained during an emergency.  Members of the 
Community Control Group need to consider designating a “second-in-command” to deal with 
daily roles.  Staff should not be expected to cover both roles due to the potential for confusion.  
The EOC Manager should plan for a shortage of human resources as this issue normally arises 
during prolonged response efforts and the need for shift changes (e.g., staff times three shifts). 
 
Direction from the Premier of Ontario to Provide Support 
As per the Emergency Management Act - Section 7(4), the Premier can direct a municipality to 
provide support to another municipality or the province.  Resources so assigned fall under the 
direction and control of the organization identified by the Province as the lead agency.   Should 
the Province direct the Township to provide assistance in to an emergency in any part of the 
province, the Province may authorize repayment of costs incurred by the County.  In turn, the 
province may receive financial assistance from the federal government for response activities 
that could impose an excessive burden on the provincial economy.  It is therefore critical that 
emergency response expenditures be coded to facilitate a post-emergency roll-up of costs. 
 
Termination of a State of Local Emergency 
Section 4(2) of the Emergency Management Act of Ontario states that: 

“The head of council or the council of a municipality may at any time declare that an 
emergency has terminated.” 

Section 4(4) of the Emergency Management Act states that: 
“The Premier of Ontario may at any time declare that an emergency has terminated.” 

For more information relating to the phasing-out of emergency operations, refer to Part 5.  A 
‘Termination of a State of Local Emergency’ form is included in Part 3 - Annex B. 

 
POST-EMERGENCY REVIEW 
Within three working days of the termination of the emergency, each member of the Community 
Control Group (CCG) will review and assess documentation relating to his/her departmental 
response activities from a “lesson’s learned” approach.  The objective is to analyse the 
response activities from a “no-fault” perspective in order to: 
• identify emergency management program requirements; 
• identify training needs; 
• identify the need for policies and procedures, or the clarification thereof; and 
• update the Whitewater Region Emergency Plan. 
 
Within five working days, the Chief Administration Officer should conduct a briefing with all 
members of the Community Control Group and compile a report with recommendations to be 
presented to the Reeve and Council. 
 
Within 20 working days, Council should be convened to review the recommendations, make 
decisions regarding the recommendations, identify action to be taken and by whom.  The Chief 
Administration Officer is responsible for implementing the decisions of Council. 
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Annex A 
 
 

DELCARATION OF A STATE OF LOCAL EMERGENCY 
 

 WHEREAS the area described herein is in immediate or imminent danger that has 
resulted or may result in serious harm to the safety, health or welfare of people, or in wide 
spread damage to property; 
 
EMERGENCY AREA DEFINED 
The emergency has occurred in the area defined hereunder: 
(  ) the area under the jurisdiction of the Corporation of the Township of Whitewater Region; or 
(  ) the area within the Corporation of the Township of Whitewater Region bounded by: 

 
North: 

  
South: 

 
East: 

  
West: 

 
NATURE OF THE EMERGENCY 
 
 
 
 

 
 AND WHEREAS the undersigned is satisfied that an emergency as defined in the 
Emergency Management Act, exists or threatens the Corporation of the Township of Whitewater 
Region; 
 
 AND WHEREAS the Council of the Corporation of the Township of Whitewater Region 
has: 

 by resolution approved; or, 
 in the absence of a sufficient number of Council members, the undersigned has consulted 

with the majority of the members of the Township’s Community Control Group (CCG); 
 
THE UNDERSIGNED HEREBY DECLARES, pursuant to Section 4(1) of the Emergency 
Management Act RSO 1990, a state of local emergency in the Corporation of the Township of 
Whitewater Region as of and from _____ o’clock in the  forenoon, or  afternoon of the 
________ day of __________________ 20___ A.D. 
 
THE DECLARATION OF A STATE OF LOCAL EMERGENCY shall exist: 

 until ___ o’clock in the  forenoon or  afternoon of the ___ day of ______ 20___ A.D., or,  
 
DATED at the Village of Cobden, Township of Whitewater Region in the County of Renfrew, 
Province of Ontario, this _____ day of _________________, 20____ A.D. 
 
 

_________________________________ 
Reeve 

Corporation of the Township of Whitewater Region 
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Annex B 
 

 
TERMINATION OF A STATE OF LOCAL EMERGENCY 

 
WHEREAS, pursuant to Section 4(1) of the Emergency Management Act, a state of local 
emergency was declared in the Corporation of the Township of Whitewater Region at ____ 
o’clock in the  forenoon or the  afternoon of the _____ day of __________20___ A.D.; 
 
EMERGENCY AREA DEFINED 
The emergency occurred in the area defined hereunder: 

 the area under the jurisdiction of the Corporation of the Township of Whitewater Region; or 
 the area within the Corporation of the Township of Whitewater Region bounded by: 

North: 
East: 
South: 
West: 

 
NATURE OF THE EMERGENCY 
 
 
 
 

 
  
AND WHEREAS the undersigned is satisfied that an emergency as defined in the Emergency 
Management Act no longer exists or threatens the Corporation of the Township of Whitewater 
Region; 
  
AND WHEREAS the Council of the Corporation of the Township of Whitewater Region has: 

  by resolution approved; or,  
  in the absence of a sufficient number of Council members, the undersigned has consulted 

with the majority of the members of the Township's Community Control Group (CCG); 
 
THE UNDERSIGNED HEREBY DECLARES, pursuant to Section 4(2) of the Emergency 
Management Act, RSO 1990 the state of local emergency in the Corporation of the Township of 
Whitewater Region terminated as of ____ o’clock in the  forenoon or the  afternoon of the 
___ day of___________ 20___ A.D. 
 
DATED at the Corporation of the Township of Whitewater Region in the County of Renfrew, 
Province of Ontario, this _____ day of _____________________, 20___ A.D. 
 
 
 
 

_________________________________ 
Reeve 

Corporation of the Township of Whitewater Region 
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NOTIFICATION AND PRELIMINARY ASSESSMENT CHECKLIST                              Annex C 
IMPORTANT:  The information below will provide a basic preliminary assessment of the 
emergency.  It is only intended to provide a general assessment of the situation so that 
responders can perform urgent emergency response activities.  It is not intended to represent a 
formal damage assessment such as that of a professional assessor (e.g., inspector or 
engineer). 
When completing the form, any item is not applicable, should be annotated as “N/A”. 
# Item Comments 
1 Source of information: 

 Name of Person and organization: _________________________ 
 Phone # of Person: _____________________________________ 
 Time and date of message received: _______________________ 
 Other information:  (Identify specifics in the “Comments” column) 

 

2 Nature of the emergency:  
3 Scope and magnitude of the emergency: 

 Whole or a large part of the Township is affected 
 Only Township assets are affected 
 Only Township assets and the surrounding area are affected 

 

4 Involvement of Township services/resources:  Yes    No    Unknown 
 Staff:  Yes    No    Unknown 
 Facility:  Yes    No    Unknown 
 Assets:  Yes    No    Unknown 
 Equipment:  Yes    No    Unknown 
 Supplies:  Yes    No    Unknown 

(Identify specifics in the “Comments” column) 

 

5 Preliminary assessment of the impact: 
 number of injuries:  Township (internal):____    Overall (external): ____ 
 number of deaths:  Township (internal):____  Overall (external): ____ 
 damage to Township property (in your opinion): 

 are buildings damaged:  Yes    No    Unknown 
 are buildings still accessible:  Yes    No    Unknown 
 are building elevators working:  Yes    No    Unknown 

 damage to Township assets (in your opinion): 
 are phones working:  Yes    No    Unknown 
 are alarm systems working:  Yes    No    Unknown 

 other pertinent data: (Identify specifics in the “Comments” column) 

 

5 What action has been taken so far and who is involved at this point? 
 

 

6 Does the Township require any action or assistance at this point? 
 

 

7 Is there any other information that is deemed necessary for Township 
operations? 
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Annex D 
COUNTY OF RENFREW 

SUPPORT TO LOCAL MUNICIPALITIES 
 
Upon official request from a local municipal authority, the Municipal Corporation of the County of 
Renfrew may provide the following support to a municipality—relative to the level of County 
resources (human resources, assets and finances) available and needed within the Corporation 
at the time of the emergency: 
 

 emergency services (e.g., paramedic services); 
 

 emergency social services which includes emergency lodging, feeding, clothing, registration 
and inquiry, and personal services; 

 
 emergency service respecting the delivery of social assistance payments; 

 
 emergency service respecting the social housing program; 

 
 mobilization of equipment, as required; 

 
 provision of telecommunications support services, as needed (e.g., telephones, facsimiles, 

supplies, etc.); 
 

 provision of a limited amount of accommodation available at the County’s long-term care 
facilities; 

 
 provision of a limited number of work stations on a temporary basis should there be a 

requirement for a municipality’s employees to relocate in order to conduct their normal 
business affairs; 

 
 provision of an Emergency Operations Centre, if appropriate; 

 
 provision of staff: 

 on loan to other municipalities to assist them in an emergency in which the 
County of Renfrew is not fully engaged; 

 as part of a Community Control Group (CCG); 
 at Reception and Evacuation Centres in other locations (Legion Halls, Armories, 

community halls, etc.,) in other municipalities; 
 

 preliminary assessment of impact on business in the afflicted area to resume operations; 
 

 post-emergency assessment of the industrial loss in the disaster area; and 
 

 provision of local data (e.g., damage assessments.). 
 
NOTE:  County officials must be prudent in assessing available resources so as not to 
negatively impact upon the County’s ability to meet its obligations within the County’s mandate. 
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Annex E 
COUNTY OF RENFREW AS A PARTNER TO MUNICIPALITIES 

THE PROVISION OF EMERGENCY SOCIAL SERVICES 
 
Upon request to the Warden of the County of Renfrew from the Head of Council of a lower-tier 
municipality within the its’ boundaries, the County is mandated to provide Emergency Social 
Services (ESS) relating to the provincial Order-In-Council 167/2004 (see Part 6): 
 

 ensuring that departmental staff with designated emergency social services duties are 
contacted and made aware of the situation; 

 
 designating an Area Supervisor of Ontario Works to report to the requesting municipality’s  

EOC, alternative EOC, or location identified in the mobilization alert; 
 

 the Area Supervisor is responsible for: 
 opening and maintaining an ESS Service Log of actions taken regarding ESS activities; 
 advising the members of the municipal CCG in matters related to the care and 

maintenance of people displaced as a result of the emergency; 
 determining—in collaboration with the local Head of Council or CAO—whether there is a 

need to open Reception and Evacuation Centre(s), and the number and location of 
facilities to be opened and staffed when evacuation of residents may be necessary; 

 instructing staff, agencies and volunteers with emergency roles to report for duty at 
designated Reception and Evacuation Centres to perform the following tasks: 

 emergency lodging; 
 emergency feeding; 
 emergency clothing; 
 personal services; and 
 registration and inquiry; 

 ensuring that reception centres and lodging facilities are equipped and operational (e.g., 
telecommunications, port-a-potties, security, etc.);  

 ensuring the provision of the following to evacuees: 
 support to residents evacuated from their homes and relocated to a 

centre; 
 emergency food, clothing, lodging, personal services, registration and 

inquiry; 
 directing and co-ordinating the support activities of: 

 local and provincial welfare agencies; 
 volunteer agencies providing support to social services; 

 arranging for Critical Incident Stress Debriefings for those negatively affected by the 
emergency in collaboration with the local Health Services representative and the 
municipal Coordinator of Human Resources; 

 
 providing the municipal CCG as well as the County’s Director of Community Services with 

current information on the emergency; and 
 

 recommending the activation of ESS mutual assistance agreements when required. 
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Annex F 
FACILITIES IDENTIFIED FOR POTENTIAL EMERGENCY USE 
Lower-tier municipalities within the County of Renfrew are responsible for initially identifying 
facilities within their municipality that would be appropriate for use during an emergency.  Upon 
identification of the facilities, the premises will be jointly inspected, classified and designated for 
potential emergency use by a representative from both the County and the municipality. 
(a) Elementary or Primary Schools: 

• deemed to be without cafeterias; not suitable for group feeding. 
(b) Secondary / High Schools: 

• deemed to have cafeterias for food preparation / feeding, and gyms for lodging. 
(c) Legion Halls: 

• deemed to have kitchens for food preparation / feeding, and halls for lodging. 
(d) Church Halls: 

• deemed to have kitchens for food preparation / feeding, and halls for lodging. 
(e) Tourist Lodges: 

• deemed to have kitchens for food preparation / feeding, and rooms for lodging. 
(d) Other: 

• deemed to have kitchens for food preparation / feeding. 
Within (Municipality’s Name), facilities have been designated and assigned for use as follows: 

• Social Services - for use as Reception and Evacuation Centres. 
• Human Resources  - for use as Volunteer Registration Centres (VRCs); and 
• Health Services - for use as Nursing Facilities or Emergency Hospitals; 

 
A.  Facility Designated for Social Services - Reception1 or Evacuation Centres 

Map 
# 

PS / SS Name of School Designation Capacity Ward 

      
      
      
      
      

 
B.  Facility Designated for Human Resources - Volunteer Reception Centres (VRCs)  

Map # Name Of Facility Capacity Ward 
    
    
    

 
C.  Facility Designated for Health Services – Nursing Facility or Emergency Hospital 

Map # Name of Facility Designation Capacity Ward 
     
     

Note:  Calculations for the maximum capacity of school facilities for use as emergency 
accommodation relative to normal student capacity is: 

• 100% of the student capacity for shelter accommodation for students; or 
• 40% of the student capacity for shelter accommodation for adults. 
• Attempt to segregate those who require a quiet environment (e.g., seniors from youth 

and children). 
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PARTNER – MEDICAL OFFICER OF HEALTH…………………………………………………. 
PARTNER – ONTARIO PROVINCIAL POLICE (OPP)…………………………………………… 
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ROLES AND RESPONSIBILITIES IN THE EVENT OF AN EMERGENCY 
The Whitewater Region will respond to an emergency within the limits of its resources—human, 
fiscal and equipment—and within its legal obligations.  The roles and responsibilities of 
municipal employees - both on site (Site Team) and off-site, and the Province of Ontario 
Emergency Management Ontario are contained in this section as outlined below: 
• CCG – members of the Community Control Group and partners; 
• Site – members of the Site Team; 
• Off-Site – municipal employees working at locations other than the County EOC or site; 
• Partners – agencies who are not a part of the Whitewater Regional organizational structure. 

 
ALTERNATE DESIGNATIONS 
A situation may arise whereby the Reeve or a member of the Community Control Group (CCG) 
is unavailable or unable to perform his/her duties for any reason (e.g., injury or death, away 
from the Whitewater Region or unreachable, etc.).  In such circumstances, an alternate has 
been designated in the respective roles and responsibilities outlined in Part 4. 

 
COMMUNITY CONTROL GROUP (CCG) 

The roles and responsibilities of each member of the CCG are contained in this section.  Note 
that some roles are temporary duty assignments for the duration of an emergency. 
• Reeve; 
• EOC Manager - temporary; 
• Chief Building Official;  
• Superintendent of Public Works; 
• Manager, Landfill; 
• Manager, Plant; 
• Public Information Officer - temporary; 
• Fire Chief; 
• Operations Officer (Ops Officer) - temporary; 
• Duty Officer (DO) – temporary; and 
• Scribe (optional and temporary).  
 
Depending on the impact of the emergency, scribes may be assigned to record the decisions 
made and actions taken by the EOC Manager, the Fire Chief or any other member of the 
Community Control Group as determined by the EOC Manager at the time of the emergency.   

 
EMERGENCY RESPONSE TEAM (ERT) 
The roles and responsibilities of the ERT are also contained in this section as listed below.  
Note that some roles are temporary duty assignments for the emergency. 
• Emergency Site Manager; 
• Assistant Emergency Site Manager; 
• Duty Officer (DO) - temporary; 
• Fire Control Officer (FCO); 
• Public Works Control Officer (PWCO); 
• Staging Area Coordinator (SAC) – temporary; and 
• Scribe (optional and temporary). 

 
OFF-SITE – MUNICIPAL EMPLOYEES 
The roles and responsibilities of municipal employees at locations other than the EOC and the 
site are also contained in this section.  Note that these roles are temporary duty assignments for 
the duration of an emergency. 
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• Manager, Media and Inquiry Centre; 
• Manager, Volunteer Registration Centre; 

 
PARTNERS 
Depending upon the nature of the emergency, the following partners may be located within the 
Emergency Operations Centre as part of the CCG.  The roles and responsibilities of Partners to 
the Whitewater Region CCG are listed below: 
• Partner - Amateur Radio Emergency Services (ARES)– Renfrew County; 
• Partner - Arena Managers; 
• Partner - Community Officer, Emergency Management Ontario (EMO). 
• Partner - County of Renfrew – Community Services; 
• Partner - Medical Officer of Health (MOH)–Province of Ontario; and 
• Partner - Ontario Provincial Police (OPP) – Province of Ontario. 
 
It should be noted that the Community Officer for the Southeastern Region of the EMO is also a 
resource to the Whitewater Region Community Control Group. 

 
VOLUNTEERS – ORGANIZATIONS AND INDIVIDUALS 
Volunteers play a significant role in responding to emergencies—whether it is through an 
organization or as an individual.  To be an effective resource, volunteer services must be 
managed. 

Volunteers should be instructed to register at the Volunteer Registration Centre for co-ordination 
of required skills and assignment of tasks.  Registration is a necessary legal requirement in the 
event of compensation for injury or death, identification of fraudulent claims, possible 
remuneration at a later date, et cetera. 
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CCG - REEVE 
During an emergency within the Whitewater Region jurisdiction, the Reeve (or alternate, the 
Deputy Reeve), as a member of the Community Control Group (CCG), is responsible for the 
following activities1: 
 
NOTIFICATION SYSTEM 

 complete the Notification and Preliminary Assessment Checklist to the extent possible (see 
Part 3, Annex C); 

 
 alert the following of an emergency or threat of an emergency that may involve municipal 

resources: 
 Chief Administration Officer2 / Clerk; 
 Deputy Reeve; 
 Councillors; 
 members of the Community Control Group (CCG); 
 County Community Emergency Management Coordinator; 
 Warden of the County of Renfrew; and 
 Community Officer for Emergency Management Ontario – Southeastern Ontario; 
 Duty Officer - Provincial Operations Centre, Emergency Management Ontario. 

 
PREPARATION PHASE 

 proceed to the pre-designated Emergency Operations Centre (EOC) or the alternate EOC, 
as appropriate; 

 
 ensure that: 

 notification of designated staff is completed as per the Fan-Out List protocol; 
 a Service Log (sample in Part 2) relating to the Reeve’s decisions made and actions 

taken is opened and maintained by a designated employee; 
 the Whitewater Region Emergency Plan is activated or implemented, as appropriate, 

depending on the nature and scope of the emergency; 
 notification of those with emergency response roles are notified of the activation or 

implementation of the Whitewater Region Emergency Plan: 
 partners; 
 designated volunteers; and 
 Emergency Management Ontario. 

RESPONSE PHASE 
 chair meetings of Council and the CCG (excluding CCG regular briefings); 

 
 act as official spokesperson for the Whitewater Region although a member of management 

may be designated in accordance with standard protocol/policy; 
 

 declare a state of local emergency in accordance with the Emergency Management Act 
Section 4(1) as appropriate, based on the criteria outlined in the emergency plan; 

 
 provide regular updates to Council on emergency related matters using the Major Incident 

Reports and Situation Reports for background information; 
 
 
 
 
 
                                         
1 Note that the activities may be expanded to meet the needs of the emergency   Page 5 of 54 
2 Community Emergency Management Coordinator (CEMC) 
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 ensure that the following are advised of the declaration of a state of local emergency: 
 Chief Administrative Officer/Clerk, Whitewater Region; 
 members of Council; 
 the Warden of the County of Renfrew; 
 heads of neighbouring municipalities; 
 Community Officer, Emergency Management Ontario; and 
 the community at large (e.g., the public, the private sector, other levels of 

government – through press release or media conference, etc.).  
 

 request assistance from neighbouring municipalities, the County, the province, the federal 
government, or volunteers through the proper protocols upon recommendation from the 
CCG; 

 
 establish a schedule of press conferences, news releases and Public Service 

Announcements (PSAs) in collaboration with the EOC Manager (CAO/Clerk) and the Public 
Information Officer (PIO) in order to keep the public apprised of the situation at hand; 

 
 review press releases and PSAs issued by the EOC Manager; 

 
 take the necessary action to meet requirements beyond normal needs and policies in order 

to provide support to members of the CCG and the Site Team; 
 

 approve expenditures and the acquisition of equipment and personnel to meet the 
requirements of emergency response activities: 

 as outlined within the approved guidelines and policies; 
 beyond the established spending limits when the need exists. 

 
RECOVERY PHASE 

 identify, prioritize and re-establish essential1 and non-essential services that were 
temporarily suspended, assigned a reduced level of service, or damaged during the 
emergency; 

 
 repair or replace Whitewater Region assets damaged as a result of the emergency; and 

 
 return the Region’s operations and assets to the pre-emergency state of affairs to the extent 

possible, as quickly as possible.  
 
PHASING OUT EMERGENCY OPERATIONS 

 declare the state of local emergency terminated upon recommendation of the CCG; 
 

 ensure that the following are advised of the termination of a state of local emergency: 
 Chief Administrative Officer/Clerk, Whitewater Region; 
 members of Council; 
 Warden of the County of Renfrew; 
 heads of neighbouring municipalities; 
 Community Officer, Emergency Management Ontario; and 
 the community at large (e.g., the public, the private sector, other levels of 

government – through press release or media conference, etc.).  
POST EMERGENCY ACTIVITIES 

 convene Council within 20 working days to review recommendations made by members of 
the CCG regarding response activities; and 

                                         
1 As a guideline, “essential” refers to life-threatening.                 Page 6 of 54 
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 make decisions on the recommendations presented by members of the CCG, prioritize 
actions to be taken, and direct the CAO to follow-up on Council decisions. 

 
Should the notification of an emergency be received during silent hours (after normal working 
hours, weekends or holidays), the Reeve will notify the EOC Manager who will complete the 
call-out. 
 
WHITEWATER REGION POLITICAL STRUCTURE 
 
 

  
WHITEWATER REGION EMERGENCY ORGANIZATIONAL STRUCTURE 

 

Emergency Management Ontario

Community Emergency Management Committee
Whitewater Region

Community Control Group (CCG)
Whitewater Region

(see EOC Manager's chart for members)

Emergency Operations Centre (EOC) Manager
Whitewater Region

(Chief Administrative Officer (CAO) / Clerk)

Reeve
Whitewater Region

Warden
County of Renfrew
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Finance & Administration
Committee

Water & Sewage
Committee

Public Works
Committee

Fire
Committee

Waste Management
Committee

Reeve
Whitewater Region Council
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Reeve
Whitewater Region

The Reeve is the ultimate authority overseeing the 
emergency operations. Flexibility is required for the 
Reeve to attend meetings, deal with political and 
unforeseen activities, and for conducting daily 
business transactions.  The Reeve must be provided 
with regular scheduled briefings and should attend the 
EOC as appropriate. 

The Terms of Reference for the roles 
and responsibilities of each participant 
are outlined in Part 4 of the Whitewater 
Region Emergency Plan.   

Prov 
EMO 

COMMUNITY CONTROL GROUP (CCG) 
•Reeve 
•EOC Manager  
•Operations Officer (Ops Officer) 
•Duty Officer (DO) 
•Chief Building Official 
•Fire Chief 
•Manager, Landfill 
•Manager, Plant 
•Public Information Officer (EOC Manager) 
•Superintendent, Public Works 
•Special Advisory Group (e.g., Legal Counsel, 
etc.) 

OFF-SITE 
•Manager, Inquiry & Media Centre 
•Manager, Volunteer Registration Centre 
•Area Supervisor, Reception & Evacuation Centre* 
          (*County of Renfrew has mandate)SITE 

•Emergency Site Manager 
•Assistant Emergency Site Manager 
•Duty Officer (DO)  
•Fire Control Officer (FCO) 
•Public Information Officer (PIO) 
•Public Works Control Officer (PWCO) 
•Scribe (optional) 
•Staging Area Co-ordinator (SAC) 

OTHER PARTNERS WHOSE SERVICES 
MAY BE REQUIRED OFF-SITE 

• Canadian Red Cross Society 
• Church Groups 
• Royal Canadian Legion 
• St John Ambulance 
• Salvation Army 
• VCARS 
• Others 

PARTNERS 
•Amateur Radio Emergency Services (ARES) 
•Arena Managers – Beachburg & Cobden 
•County of Renfrew - Community Services  
•County of Renfrew - Land Ambulance Services 
•Medical Officer of Health 
•Ontario Provincial Police 
•Provincial EMO 
 
*Partner - Community Services - County of 
Renfrew: for feeding / lodging / clothing / 
individual & family services / registration & inquiry 

PART 4 – ROLES AND RESPONSIBILITIES 
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EOC Kit List - Reeve 
Documents and supplies required by the Reeve in an emergency are listed below.  The kit is 
replenished in advance and retained in the EOC.  Items held in a separate location should be 
identified as such on this form, and those items required which are not listed should be added. 
 

# Item Location 

1 Emergency Management Act, RSO 1990 Kit 

2 Municipal Act, 2004 Kit 

3 Whitewater Region Emergency Plan Kit 

4 Current Directory of Whitewater Region Municipal Officers Kit 

5 By-Law No. 02-12-90 – Purchasing Policies & Procedures By-Law Kit 

6 Telephone Book Kit 

7 Purchasing Guidelines Kit 

8   

   

   

# Supplies Location 

1 Forms - Major Incident Report (Part 2 – Annex B, Appendix 3) Kit 

2 Forms - Message Form (Part 2 – Annex B, Appendix 4) Kit 

3 Forms - Service Log (Part 2 – Annex B, Appendix 5) Kit 

4 Forms - Situation Report (SITREP) (Part 2 – Annex B, Appendix 6) Kit 

5 File folders Admin 

6 Hi-liters (various colours) Kit 

7 Pads of lined paper Kit 

8 Paper clips Kit 

9 Pens and pencils Kit 

10 Stapler and staples Kit 

11 Stickies Kit 

12 Telephone message pads Kit 
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CCG – EOC MANAGER (CAO/CLERK) 
During an emergency within the jurisdiction of the Whitewater Region, the Emergency 
Operations Centre (EOC) Manager (or alternate, the Treasurer/Deputy Clerk),), as a member of 
the Community Control Group (CCG), is responsible for the activities1 listed below: 
 
NOTIFICATION SYSTEM 

 complete the Notification and Preliminary Assessment Checklist to the extent possible (see 
Part 3, Annex C); 

 
 alert the Reeve of an emergency or threat of an emergency that may involve municipal 

resources; 
 

 proceed to the EOC, the alternative EOC, or to the location identified in the mobilization alert; 
 

 activate the Whitewater Region Fan-Out List in order to contact department heads or staff 
with designated emergency responsibilities in order to: 

 provide them with details as per the Notification and Preliminary Assessment 
Checklist; 

 advise staff—as appropriate, and depending on the situation at hand—to: 
 assemble at the EOC, alternative EOC or other designated meeting 

location); 
 remain at his/her present location as no action is required at this time; 
 be on alert or standby, listen to the radio, and await further 

contact/instructions; or 
 report to a designated official at a specified location; 

 
PREPARATION PHASE 
Upon arrival at the designated Emergency Operations Centre (EOC): 
 

 ensure that the emergency plan and the EOC are activated2, as appropriate; 
 

 ensure that the Operations Officer: 
 opens and maintains a Service Log (Part 2 – Annex B, Appendix 5) on behalf of the EOC 

Manager relating to decisions made and actions taken; 
 arranges for administrative support staff to work in the EOC during the emergency; 
 makes arrangements for the feeding and shift relief of the CCG members if the 

emergency is prolonged; 
 calls out additional employees to assist, as directed by the EOC Manager; 

 
 review and direct staff to review the Whitewater Region Emergency Plan—in particular, 

Parts 3 – Managing the Emergency, and Part 4 – specifically their roles and responsibilities; 
 

 monitor events to facilitate planning and decision-making for a six-hour period at a minimum, 
as permitted by the status of the emergency;  

 
 ensure the temporary designation of municipal employees / volunteers to perform the 

following roles: 
 Manager of the Volunteer Registration Centre – to register and manage volunteers; 
 Assistant Public Information Officer – to manage media and public inquiry activities; and 
 Supervisor of the Reception and Evacuation Centre (excluding schools); 

                                         
1 Note that the activities may be expanded to meet the needs of the emergency  Page 10 of 54 
2 In a State-of-Readiness 
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RESPONSE PHASE 

 authorize the activation or implementation of the Whitewater Region Emergency Plan, in 
whole or in part, following consultation with the Reeve or upon declaration of an emergency; 

 
 recommend to the Reeve when a declaration of a state of local emergency is deemed 

necessary, based on the criteria outlined in the Whitewater Region Emergency Plan; 
 

 ensure that matters relating to the health and safety of residents and staff are the priority 
with respect to all emergency response activities; 

 
 publicize details to the population of the area affected by the declaration; 

 
 fax a copy of the declaration to the Duty Officer at the Provincial Operations Centre; 

 
 ensure that, when appropriate: 

 a Manager of the Volunteer Registration Centre is appointed; 
 a Volunteer Registration Centre is set up off-site in an appropriate location; 
 staff or trained volunteers are assigned to the Volunteer1 Registration Centre to register 

volunteers; 
 

 provide regular updates and act as principle advisor to the Reeve and members of Council 
on emergency-related matters; 

 
 co-ordinate and direct: 

 emergency response and/or support activities within the EOC; 
 response activities with external agencies, the County, and neighbouring municipalities 

who are providing support to the Whitewater Region; 
 

 ensure that the following are advised of the activation or implementation of emergency 
response activities under the emergency plan: 

 Reeve and Council; 
 employees of the Whitewater Region; 
 partners identified in the Whitewater Region Emergency Plan; 
 County Community Emergency Management Coordinator; 
 Warden of the County of Renfrew; 
 heads of neighbouring municipalities; 
 Duty Officer – Provincial Operations Centre, Emergency Management Ontario; 
 Community Officer - Emergency Management Ontario; and 
 the community at large (e.g., public and private sectors, and the public). 

 
 schedule and chair regular and urgent planning cycles2 (briefings) of the CCG; 

 
 ensure that if an evacuation is necessary: 

 the CCG identifies a facility that is suitable for use as a Reception and Evacuation 
Centre (if it is a school, the County of Renfrew has an agreement with the school board 
that it must activate); 

 the Warden of the County is contacted to request that the Director of Community 
Services set up and manage a Reception and Evacuation Centre; 

 a municipal employee makes the necessary arrangement to get the facility (excluding 
schools) opened and in a state of readiness for the Director of Community Services to  

                                         
1 Volunteers may be paid or unpaid, however the process of registering volunteer workers is required for legal 
reasons (e.g., injury or death of a volunteer, possible remuneration at a later date, etc.)  
2 The Communications Officer should normally be the last speaker in order to document information for potential 
release to the public.            Page 11 of 54 
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 municipal employees and/or volunteers provide support to the Director of Community 

Services for the duration of the centre being operational upon his/her request;  
 

 ensure that the CCG: 
 designates a Emergency Site Manager, when necessary; 
 establishes and maintains a communication link with the Emergency Site Manager; 
 obtains and provides operational updates from the Site in a prompt and timely manner; 
 provides support to the Emergency Site Manager by responding to and facilitating 

requests for support; 
 

 assess emergency needs and establish priorities of response activities on an on-going 
basis; 

 
 ensure that status reports are available, circulated, discussed and displayed within the EOC 

for use by those with a “need-to-know”; 
 

 activate any agreements when existing resources are inadequate to meet the demands of 
the emergency; 

 
 request assistance from the province or federal government (as appropriate) through the 

provincial EMO upon recommendation from the CCG; 
 

 ensure that: 
 an Assistant Public Information Officer (PIO) is appointed; 
 the Media and Inquiry Centre is operational; 
 the telephone inquiry numbers are broadcast and published for use by the public; 
 all news releases and Public Service Announcements (PSAs) from the EOC are 

approved by the EOC Manager prior to their release; 
 

 ensure a necessary level of continuous service to the unaffected part of the Region in 
accordance with legal obligations and available resources while simultaneously providing 
emergency response activities to the affected part of the Region; 

 
 ensure that the CCG has access to appropriate members of the Special Advisory Group on 

legal, financial and administrative matters, when required; 
 

 convene Council as directed by the Reeve or as the situation warrants; 
 

 provide regular updates and act as principle advisor to the Reeve and Councilors on 
emergency-related matters; 

 
 designate the alternate EOC Manager1 when normal daily activities at hand require the 

immediate attention of the CAO versus dealing with the EOC activities; 
 

 chair meetings on issues relating to administration; 
 

 provide advice and direction to CCG members on matters relating to the CAO’s normal area 
of responsibility; 

 
 approve press releases and public service announcements prior to release of the 

information; 
 ensure that the Reeve is aware of issues relating to emergency response activities; 

                                         
1 The Treasurer/Deputy Clerk will be Acting Chief Administrative Officer/Clerk when the CAO is unavailable; should 
both be unavailable, the Reeve will appoint an EOC Manager.     Page 12 of 54 
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 arrange for provision of Critical Incident Stress Debriefings for responders in collaboration 
with the Director of Community Services for the County of Renfrew; 

 
 liaise with Provincial Labour officials, other levels of government and organizations on non-

routine human resource matters not contained within human resource policies; 
 

 commence short-term (up to 6 hours) and long-term (more than 6 hours) operational 
planning as soon as possible; 

 
 ensure continuous service delivery to unaffected parts of the Region to the extent possible; 

 
 request assistance from the province, through Emergency Management Ontario, as needed;  

 
 liaise with an employee's next-of-kin in the event of injury or death; and 

 
 maintain on-going liaison with officials who are responsible for providing external services to 

the Region (e.g., police, hydro, highways) to ascertain whether the services can be 
maintained, or alternatively, to identify their contingency plan; 

 
RECOVERY PHASE 

 identify, prioritize and re-establish essential1 and non-essential services that were 
temporarily suspended, assigned a reduced level of service, or damaged during the 
emergency; 

 
 commence long-term operational planning (more than 72 hours) as soon as possible; 

 
 repair or replace Whitewater Region assets damaged as a result of the emergency; 

 
PHASING OUT EMERGENCY OPERATIONS 

 ensure that the following are advised of the termination of a state of local emergency: 
members of Council; 

 County Community Emergency Management Coordinator; 
 Warden of the County of Renfrew; 
 heads of neighbouring municipalities; 
 Community Officer, Emergency Management Ontario; and 
 the community at large (e.g., the public, the private sector, other levels of 

government – through press release or media conference, etc.). 
 

 identify priorities for: 
 repatriating residents who were evacuated during the emergency; 
 re-establish routines to a normal state of affairs as quickly as possible; 
 ensure the return of any equipment that has been borrowed or loaned; 
 re-establish services that were temporarily suspended / reduced due to the emergency; 
 ensure that residents are apprised of the municipality’s progress on an on-going basis. 

 
POST EMERGENCY ACTIVITIES 

 conduct a meeting of the CCG within 5 days after termination of the emergency to: 
 review the actions taken and decisions made; 
 develop a post-emergency “lessons learned” report; and 
 make recommendations to council. 
 convene Council within 20 working days (at the call of the Reeve) to review  

                                         
1 Essential denotes life-threatening situations.                                                                        Page 13 of 54 
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 recommendations made by members of the CCG; 
 

 record Council’s decisions, and prioritize actions to be taken to follow-up on Council 
decisions; and 

 
 carry out the direction of the Whitewater Region Council. 

 

Should this plan be implemented in support of a local municipality or the Province of Ontario, 
response actions will be taken under the direction of the lead agency. 

ORGANIZATIONAL STRUCTURE 
It should be noted that the job titles in dotted lines are those positions which exist during an 
emergency only.  The title of the person who will perform those tasks is included in parenthesis. 
 
It should be noted that the job titles in dotted lines are those positions which exist during an emergency  
only.  The title of the person who will perform those tasks is included in parenthesis. 
 
 
 

Officer-In-Charge
OPP

Renfrew Detachment

Community
Emergency Management

Co-Ordinator

Special Advisory Group
Legal Council

Partners
Others, as appropriate

Operations Officer
(Executive Assistant)

Duty Officer

Chief
Building
Official

Lead Hand

Equipment Operators

Mechanic

Superintendent
Public Works

Manager
Volunteer Registration

Centre
(VRC)

Public Information Officer (PIO)
Media & Inquiry

Centre
(MIC)

Volunteer
Firefighters

Deputy Fire Chief

Fire Chief

Plant
Operators

Plant Manager
(Water & Sewage Systems)

Operator

Manager
Landfill Operations

EOC Manager
(CAO/Clerk)

Arena Managers
Beachburg & Cobden

Manager
Reception & Evacuation

Centre
(REC)

County
Public Works

Control Officer
(for County Roads)

County of Renfrew
Emergency Social Services
Public Works & Engineering

Reeve
Whitewater Region

The EOC Manager coordinates and 
controls the emergency operations. He/she 
may elect to designate a department head 
with direct emergency response 
involvement as the EOC Manager. 

The Reeve is the ultimate 
authority overseeing 
emergency operations.  

Note that the municipal/provincial networks, which exist in daily operations, remain in place in the event of an 
emergency.  

Prov 
EMO 

EMO and the OPP each have 
a mobile command post 
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EOC Kit – EOC Manager  
Documents and supplies required by the EOC Manager in an emergency are listed below.  The kit is 
replenished in advance and retained in the EOC.  Items held in a separate location should identified as such 
on this form, and those items required which are not listed should be added. 
 

# Item Location 

1 Copy of the Whitewater Region Emergency Plan Kit 

2 Current Directory of Municipal Officers Kit 

3 By-Law # 02-12-90 – Purchasing Policies and Procedures By-Law Kit 

4 Municipal Act 2004 Kit 

5 Telephone Book Kit 

6 Purchasing Guidelines Kit 

   

   

# Supplies Location 

1 Forms - Duty Roster (Part 2 – Annex B, Appendix 1) Kit 

2 Forms - Major Incident Report (Part 2 – Annex B, Appendix 3) Kit 

3 Forms - Message Form (Part 2 – Annex B, Appendix 4) Kit 

4 Forms - Service Log (Part 2 – Annex B, Appendix 5) Kit 

5 Forms - Situation Report (SITREP) (Part 2 – Annex B, Appendix 6) Kit 

6 Box of diskettes Admin 

7 File folders Admin 

8 Hi-liters (various colours) Kit 

9 Pads of lined paper Kit 

10 Paper clips Kit 

11 Pens and pencils Kit 

12 Printer / Fax Paper Admin 

13 Ruler Kit 

14 Stapler and staples Kit 

15 Stickies Kit 

16 Telephone message pads Kit 

17 Toner for printer Admin 
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CCG –CHIEF BUILDING OFFICIAL 
During an emergency within the jurisdiction of the Whitewater Region, the Chief Building Official, as 
a member of the Community Control Group (CCG) under the direction of the EOC Manager, is 
responsible for the activities listed below: 
NOTIFICATION SYSTEM 

 complete the Notification and Preliminary Assessment Checklist to the extent possible (see Part 
2, Annex C); 

 
 alert the CAO/Clerk (EOC Manager) of an emergency or threat of an emergency that may 

involve municipal resources; 
 

 proceed to the EOC, the alternative EOC, or to the location identified in the mobilization alert; 
 

 contact departmental staff with designated emergency responsibilities in order to: 
 provide them with details as per the Notification and Preliminary Assessment Checklist; 
 advise staff—as appropriate, and depending on the situation at hand—to: 
 remain at his/her present location as no action is required at this time; 
 be on alert or standby, listen to the radio, and await further contact/instructions; or 
 report to a designated official at a specified location; 

PREPARATION PHASE 
Upon arrival at the designated Emergency Operations Centre (EOC): 
 

 open and maintain a Service Log (Part 2) on decisions made and actions taken relating to the 
Building Inspector’s area of responsibility; 

 transportation1. 
 

 reviewing the Whitewater Region Emergency Plan, and in particular, Part 3 – Managing the 
Emergency, and Part 4 – specifically these roles and responsibilities; 

RESPONSE PHASE 
 monitor events relating to structural issues; 

 
 enforce regulations and codes pertaining to all types of construction; 

 
 review architectural plans; 

 
 issue building permits, on an urgent basis when necessary, and inspect work sites to ensure 

conformance to regulations and codes; 
 

 obtain expert advice (e.g., refer to qualified professionals) on the integrity of damaged structures; 
 

 co-ordinate transportation requirements for: 
 evacuation of the public when necessary; 
 employees – to and from one work site to another; 
 volunteer workers from the Volunteer Registration Centre to the various job sites; 
 report to the EOC and advise members of the CCG on the integrity of structures damaged as 

a result of the emergency 
 
 
 

                                         
1 For purposes of this plan, transportation relates to arranging transportation               Page 16 of 54 
 for evacuations only.    
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 inspect damaged structures and make recommendations concerning repair and demolition. 
 
RECOVERY PHASE 

 identify and prioritize the essential1 and non-essential building inspection services that were 
temporarily suspended or assigned a reduced level of service in the emergency; 

 
 commence long-term operational planning (more than 72 hours) as soon as possible; 

 
PHASING OUT EMERGENCY OPERATIONS 

 identify priorities for: 
 activities relating to building inspection—i.e., inspection, building requirements, demolition 

requirements, etc.; 
 re-establish routines to a normal state of affairs as quickly as possible; 
 re-establish any service that has been temporarily suspended or reduced as a result of the 

emergency; 
 ensure that residents are apprised on an on-going basis of the status relating to the Chief 

Building Official’s activities which impact upon them. 
 
POST-EMERGENCY ACTIVITIES 

 within 3 days after termination of the emergency: 
 review the actions taken and decisions made; 
 develop a post-emergency “lessons learned” report for the CAO/Clerk; and 
 make recommendations to the CAO/Clerk. 

 
Should this plan be implemented in support of a local municipality or the Province of Ontario, 
response actions will be taken under the direction of the lead agency. 
DEPARTMENTAL STAFF 
The Chief Building Official has support services provided by a staff member who also provides 
support to the CAO/Clerk. 
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EOC KIT – CHIEF BUILDING OFFICIAL  
Documents and supplies required by the EOC Manager in an emergency are listed below.  The kit is 
replenished in advance and retained in the EOC.  Items held in a separate location should identified 
as such on this form, and those items required which are not listed should be added. 
 

# Item Location 

1 Copy of the Whitewater Region Emergency Plan Kit 

2 Building Code Desk & Vehicle 

3 Telephone Book Kit 

4 By-Law # 02-12-90 – Purchasing Policies and Procedures By-Law Kit 

   

   

   

   

# Supplies Location 

1 Forms - Duty Roster (Part 2 – Annex B, Appendix 1) Kit 

2 Forms - Major Incident Report (Part 2 – Annex B, Appendix 3) Kit 

3 Forms - Message Form (Part 2 – Annex B, Appendix 4) Kit 

4 Forms - Service Log (Part 2 – Annex B, Appendix 5) Kit 

5 Forms - Situation Report (SITREP) (Part 2 – Annex B, Appendix 6) Kit 

6 Box of diskettes Admin 

7 File folders Admin 

8 Hi-liters (various colours) Kit 

9 Pads of lined paper Kit 

10 Paper clips Kit 

11 Pens and pencils Kit 

12 Printer / Fax Paper Admin 

13 Ruler Kit 

14 Stapler and staples Kit 

15 Stickies Kit 

16 Telephone message pads Kit 

17 Toner for printer Admin 
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CCG – SUPERINTENDENT OF PUBLIC WORKS (PW) 
During an emergency within the jurisdiction of the Whitewater Region, the Superintendent of Public 
Works, as a member of the Community Control Group (CCG) under the direction of the EOC 
Manager, is responsible for the activities listed below: 
NOTIFICATION SYSTEM 

 complete the Notification and Preliminary Assessment Checklist to the extent possible (see Part 
2, Annex C); 

 
 alert the CAO/Clerk (EOC Manager) of an emergency or threat of an emergency that may 

involve municipal resources; 
 

 proceed to the EOC, the alternative EOC, or to the location identified in the mobilization alert; 
 

 contact departmental staff with designated emergency responsibilities in order to: 
 provide them with details as per the Notification and Preliminary Assessment Checklist; 
 advise staff—as appropriate, and depending on the situation at hand—to: 
 remain at his/her present location as no action is required at this time; 
 be on alert or standby, listen to the radio, and await further contact/instructions; or 
 report to a designated official at a specified location; 

 
PREPARATION PHASE 
Upon arrival at the designated Emergency Operations Centre (EOC): 
 

 open and maintain a Service Log (Part 2) on decisions made and actions taken relating to his/her 
area of responsibility: 

 public works; and 
 utilities; 

 
 test the building’s auxiliary power unit; 

 
 review the Whitewater Region Emergency Plan, and in particular, Part 3 – Managing the 

Emergency, and Part 4 – Roles and Responsibilities; 
 
RESPONSE PHASE 

 respond promptly to PW requests for volunteer workers by: 
 co-ordinating departmental needs for volunteers, when necessary; 
 identifying the skills and equipment needed; 
 providing the requests to the Manager of the Volunteer Registration Centre; and 
 conducting follow-up; 
 ensure that the mobilization for the PW staff has been completed, and establish standby and 

duty schedules for staff based upon availability; 
 ensure that individuals employed by PW during the emergency and/or post-emergency 

phases: 
 are registered and that records are maintained; 
 receive an identification card for food, transportation and other purposes, when necessary; 
 have transportation from the Volunteer Registration Centre to a job site or from one job site to 

another; 
 provide assistance to fire-fighting authorities under the direction of the Fire Chief in matters such 

as search and rescue, special hazards (e.g., chemical spills), or building collapses; 
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 brief members of the CCG on matters relating to: 

 gas supply network;  
 hydro services; 
 road conditions; 
 safety issues; and 
 telephone services; 

 
 provide PW personnel and material resources in support of emergency response operations; 

 
 ensure that the region’s roads are open and accessible by emergency response services; 

 
 arrange for the demolition of unsafe structures when authorized by the CCG; 

 
 establish priorities for the restoration of any roads damaged as a result of the emergency; 

 
 arrange, if necessary, for an alternate supply of electric power regarding residential, commercial 

and industrial usage; 
 

 obtain situation reports from PW staff throughout the region on an on-going basis in order to 
provide members of the CCG with regular departmental status reports; 

 
 maintain liaison with: 

 PW service providers and suppliers regarding the status of service within the region; 
 Enbridge Consumers Gas regarding the status of service within Cobden and co-ordinate any 

response affecting the utility; 
 the Ministry of Transportation and the County of Renfrew Public Works and Engineering 

Department for information on provincial / county roads and highways within the region; 
 transportation, flood control, conservation and environmental authorities for preventive or 

relief measures; 
 local and provincial utility companies (e.g., hydro, gas, telephone) and make recommendations 

for discontinuation of these utilities—public or private—when necessary in the interests of 
public safety; 

 
 establish and maintain wireless radio communications among Whitewater Region employees 

(e.g., PW radio system); 
 

 ensure that the Region’s road networks are open and accessible to emergency response 
vehicles and facilities (e.g., fire halls, public works yards, ambulance base stations, etc); 

 
 arrange for the discontinuance of any utility (gas or hydro) or service when authorized by the 

CCG in the event that the utility or service poses a threat to response personnel or residents; 
 

 maintain service levels to areas of the Whitewater Region unaffected by the emergency; and 
 

 commence long-term operational planning (more than 72 hours) as soon as possible; 
 
RECOVERY PHASE 

 identify and prioritize the essential and non-essential PW utilities and services that were 
temporarily suspended or assigned a reduced level of service during the emergency; 

 
re-establish essential PW services at the end of the emergency period should they be affected 
by the impact of the emergency:                      Page 20 of 54 
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 municipal roads; 
 utilities (gas and hydro); 

 
PHASING-OUT EMERGENCY OPERATIONS 

 identify priorities for re-establishing: 
 road repairs, gas supply network, utilities (hydro); 
 routines to a normal state of affairs as quickly as possible; 
 services that were temporarily suspended or reduced due to the emergency; 
 communications to ensure that residents are apprised of the status of PW activities which 

affect them. 
 
POST-EMERGENCY ACTIVITIES 

 within 3 days after termination of the emergency: 
 review the actions taken and decisions made; 
 develop a post-emergency “lessons learned” report for the CAO/Clerk; and 
 make recommendations to the CAO/Clerk. 

 
Should this plan be implemented in support of a local municipality or the Province of Ontario, 
response actions will be taken under the direction of the lead agency. 
ORGANIZATIONAL STRUCTURE - PW 
 

Lead Hand
Truck/Equipment

Operators

Truck/Equipment
Operators

Water Distribution
Wastewater Collection

Operators

Superintendent
Public Works

 
 

Departmental Staff 
• Superintendent  (1) • Truck/ Equipment Operators (  ) • Mechanic    (1) 

• Leadhand    (1)  • Water Distribution/Wastewater Collections Operators  
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EOC KIT – PUBLIC WORKS 
Documents and supplies required by the Superintendent of Public Works in an emergency are listed 
below.  The kit is replenished in advance and retained in the EOC.  Items held in a separate location 
should identified as such on this form, and those items required which are not listed should be 
added. 
 

# Item Location 

1 Copy of the Whitewater Region Emergency Plan Kit 

2 Highway Traffic Act Kit 

3 Public Utilities Act Kit 

4 Drainage Act Kit 

5 Municipal Act Kit 

6 Telephone Book Kit 

7 By-Law # 02-12-90 – Purchasing Policies and Procedures By-Law Kit 

   

# Supplies Location 

1 Forms - Duty Roster (Part 2 – Annex B, Appendix 1) Kit 

2 Forms - Major Incident Report (Part 2 – Annex B, Appendix 3) Kit 

3 Forms - Message Form (Part 2 – Annex B, Appendix 4) Kit 

4 Forms - Service Log (Part 2 – Annex B, Appendix 5) Kit 

5 Forms - Situation Report (SITREP) (Part 2 – Annex B, Appendix 6) Kit 

6 Box of diskettes Admin 

7 File folders Admin 

8 Hi-liters (various colours) Kit 

9 Pads of lined paper Kit 

10 Paper clips Kit 

11 Pens and pencils Kit 

12 Printer / Fax Paper Admin 

13 Ruler Kit 

14 Stapler and staples Kit 

15 Stickies Kit 

16 Telephone message pads Kit 

17 Toner for printer Admin 
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CCG – MANAGER OF LANDFILL OPERATIONS 
During an emergency within the jurisdiction of the Whitewater Region, the Manager of Landfill 
Operations, as a member of the Community Control Group (CCG) under the direction of the EOC 
Manager, is responsible for the activities listed below: 
NOTIFICATION SYSTEM 

 complete the Notification and Preliminary Assessment Checklist to the extent possible (Part 2, 
Annex C); 

 
 alert the CAO/Clerk (EOC Manager) of an emergency or threat of an emergency that may 

involve municipal resources; 
 

 proceed to the EOC, the alternative EOC, or to the location identified in the mobilization alert; 
 

 contact departmental staff with designated emergency responsibilities in order to: 
 provide them with details as per the Notification and Preliminary Assessment Checklist; 
 advise staff—as appropriate, and depending on the situation at hand—to: 
 remain at his/her present location as no action is required at this time; 
 be on alert or standby, listen to the radio, and await further contact/instructions; or 
 report to a designated official at a specified location; 

 
PREPARATION PHASE 
Upon arrival at the designated Emergency Operations Centre (EOC): 
 

 open and maintain a Service Log (Part 2) on decisions made and actions taken relating to 
waste management; 

 
 review the Whitewater Region Emergency Plan, and in particular, Part 3 – Managing the 

Emergency, and Part 4 – Roles and Responsibilities; 
 
RESPONSE PHASE 

 respond promptly to departmental (Landfill Operations) requests for volunteer workers by: 
 co-ordinating departmental needs for volunteers for the department; 
 identifying the skills and equipment needed; 
 providing the requests to the Manager of the Volunteer Registration Centre; and 
 conducting follow-up; 

 
 ensure that the mobilization for departmental staff has been completed, and establish standby 

and duty rosters for staff based upon availability; 
 

 ensure that individuals/volunteers employed by Landfill Operations during the emergency: 
 are registered and that records are maintained; 
 receive an identification card for food, transportation and other purposes; 
 have transportation from the Volunteer Registration Centre to a job site, or from one job site 

to another; 
 

 brief members of the CCG on matters relating to: 
 municipal solid wastes; and 
 waste management systems;  

 
 provide personnel and material resources in support of emergency response operations; 
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 obtain situation reports from departmental staff throughout the region on an on-going basis in 

order to provide members of the CCG with regular departmental status reports; 
 

 maintain liaison with: 
 service providers and suppliers regarding the status of service within the region; 
 the Ministry of Environment for information on waste management issues within the region for 

preventive or relief measures; 
 

 assess the need for waste management and temporary landfill sites and arrange viable 
solutions; 

 
 maintain service levels to areas of the Whitewater Region unaffected by the emergency; and 

 
 commence long-term operational planning (more than 72 hours) as soon as possible; 

 
RECOVERY PHASE 

 identify and prioritize the essential1 and non-essential landfill and waste management services 
that were temporarily suspended or assigned a reduced level of service during the emergency; 

 
 re-establish essential landfill and waste management services at the end of the emergency 

period should they be affected by the impact of the emergency; 
 
PHASING OUT EMERGENCY OPERATIONS 

 identify priorities for re-establishing: 
 landfill operations that were temporarily suspended or reduced in the emergency; 
 routines to a normal state of affairs as quickly as possible; 
 communications to ensure that residents are apprised on an on-going basis of the status of 

response activities which affect them. 
 
POST EMERGENCY ACTIVITIES 

 within 3 days after termination of the emergency: 
 review the actions taken and decisions made; 
 develop a post-emergency “lessons learned” report for the CAO/Clerk; and 
 make recommendations to the CAO/Clerk. 

 
Should this plan be implemented in support of a local municipality or the Province of Ontario, 
response actions will be taken under the direction of the lead agency. 
Organizational Structure – Landfill Operations 
 

Sanitation
and Sewage

Operators

Manager
Landfill Operations

in Cobden, Ross & Westmeath
(Westmeath to close in 2005)

 
Departmental Staff 
• Manager        (1) • Plant Operators           ( 1 )  
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EOC KIT – LANDFILL OPERATIONS 
Documents and supplies required by the Manager of Landfill Operations in an emergency are listed 
below.  The kit is replenished in advance and retained in the EOC.  Items held in a separate location 
should identified as such on this form, and those items required which are not listed should be 
added. 
 

# Item Location 

1 Copy of the Whitewater Region Emergency Plan Kit 

2 Municipal Act 2004 Kit 

3 Drainage Act Kit 

4 Ontario Environmental Protection Act Kit 

5 Health Act Kit 

6 Labour Code Kit 

7 Waste Management Regulations 347 Kit 

8 Municipal Health and Safety Association Policies Kit 

9 By-Law # 02-12-90 – Purchasing Policies and Procedures By-Law Kit 

10 Telephone Book Kit 

# Supplies Location 

1 Forms - Duty Roster (Part 2 – Annex B, Appendix 1) Kit 

2 Forms - Major Incident Report (Part 2 – Annex B, Appendix 3) Kit 

3 Forms - Message Form (Part 2 – Annex B, Appendix 4) Kit 

4 Forms - Service Log (Part 2 – Annex B, Appendix 5) Kit 

5 Forms - Situation Report (SITREP) (Part 2 – Annex B, Appendix 6) Kit 

6 Box of diskettes Admin 

7 File folders Admin 

8 Hi-liters (various colours) Kit 

9 Pads of lined paper Kit 

10 Paper clips Kit 

11 Pens and pencils Kit 

12 Printer / Fax Paper Admin 

13 Ruler Kit 

14 Stapler and staples Kit 

15 Stickies Kit 

16 Telephone message pads Kit 

17 Toner for printer Admin 
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CCG – MANAGER OF PLANT OPERATIONS 
During an emergency within the jurisdiction of the Whitewater Region, the Manager of Plant 
Operations, as a member of the Community Control Group (CCG) under the direction of the EOC 
Manager, is responsible for the activities listed below: 
NOTIFICATION SYSTEM 

 complete the Notification and Preliminary Assessment Checklist to the extent possible (see Part 
2, Annex C); 

 
 alert the CAO/Clerk (EOC Manager) of an emergency or threat of an emergency that may 

involve municipal resources; 
 

 proceed to the EOC, the alternative EOC, or to the location identified in the mobilization alert; 
 

 contact Plant staff with designated emergency responsibilities in order to: 
 provide them with details as per the Notification and Preliminary Assessment Checklist; 
 advise staff—as appropriate, and depending on the situation at hand—to: 
 remain at his/her present location as no action is required at this time; 
 be on alert or standby, listen to the radio, and await further contact/instructions; or 
 report to a designated official at a specified location; 

 
PREPARATION PHASE 
Upon arrival at the designated Emergency Operations Centre (EOC): 
 

 open and maintain a Service Log (Part 2) on decisions made and actions taken re Plant 
activities; 

 review the Whitewater Region Emergency Plan, and in particular, Part 3 – Managing the 
Emergency, and Part 4 – Roles and Responsibilities; 

 
RESPONSE PHASE 

 respond promptly to requests for Plant volunteer workers by: 
 identifying the skills and equipment needed; 
 providing the requests to the Manager of the Volunteer Registration Centre; and 
 conducting follow-up; 

 
 ensure that the mobilization for Plant staff has been completed, and establish standby and duty 

rosters for staff based upon availability; 
 

 ensure that individuals employed during the emergency and/or post-emergency phases: 
 are registered and that records are maintained; 
 receive an identification card for food, transportation and other purposes; 
 have transportation from the Volunteer Registration Centre to a job site, or from one job site 

to another; 
 

 brief members of the CCG on matters relating to engineering resources, potable water and plant 
water and sewage supply systems; 

 
 establish priorities, in collaboration with the Superintendent of Public Works, for the restoration: 

 water supply systems damaged by the emergency; 
 sewage systems damaged as a result of the emergency; 

 
 provide Plant personnel and material resources in support of emergency response operations; 
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 provide potable water and power for residential, commercial and industrial use; 

 
 obtain situation reports from Plant staff throughout the region on an on-going basis in order to 

provide members of the CCG with regular departmental status reports; 
 

 maintain liaison with: 
 Plant service providers and suppliers regarding the status of service within the region (e.g., 

technical control systems, chemical suppliers, etc.); 
 authorities for preventive or relief measures (e.g., Ministry of Health, flood control, 

conservation and environmental, etc.); 
 local and provincial authorities (e.g., private laboratories, etc); 

 
 obtain situation reports from Plant operators and brief the CCG; 

 
 assess the need for waste management and temporary landfill sites/facilities, and arrange viable 

solutions as necessary; 
 

 arrange for the discontinuance of any Plant operations when authorized by the CCG in the event 
that the operations pose a threat to response personnel or residents; 

 
 establish a long-range Plant operations plan that provides for services in support of emergency 

operations; 
 

 maintain service levels to areas of the Whitewater Region unaffected by the emergency; and 
 

 commence long-term operational planning (more than 72 hours) as soon as possible; 
 
RECOVERY PHASE 

 identify and prioritize the essential and non-essential Plant operations that were temporarily 
suspended or assigned a reduced level of service during the emergency; 

 
 re-establish essential1 Plant operations (water supply and sewage systems) at the end of the 

emergency period should they be affected by the impact of the emergency: 
 
PHASING OUT EMERGENCY OPERATIONS 

 identify priorities for re-establishing: 
 Plant operations for water supply and sewage systems; 
 routines to a normal state of affairs as quickly as possible; 
 services that were temporarily suspended or reduced due to the emergency; 
 communications to ensure that residents are apprised on an on-going basis of the status of 

Plant activities which affect them. 
 
POST EMERGENCY ACTIVITIES 

 within 3 days after termination of the emergency: 
 review the actions taken and decisions made; 
 develop a post-emergency “lessons learned” report for the CAO/Clerk; and 
 make recommendations to the CAO/Clerk. 

 
Should this plan be implemented in support of a local municipality or the Province of Ontario, 
response actions will be taken under the direction of the lead agency. 

                                         
1 Essential denotes life-threatening.       Page 27 of 54 
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Organizational Structure – Plant Operations 
 

Plant
Operators

Manager
Plant Operations

 
Departmental Staff 
• Manager        (1) • Plant Operators           (2 )  
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EOC Kit – Plant Operations 
Documents and supplies required by the Manager of Plant Operations in an emergency are listed 
below.  The kit is replenished in advance and retained in the EOC.  Items held in a separate location 
should identified as such on this form, and those items required which are not listed should be 
added. 
 

# Item Location 

1 Copy of the Whitewater Region Emergency Plan Kit 

2 Drainage Act Kit 

3 Public Utilities Act Kit 

4 Municipal Act Kit 

5 Telephone Book Kit 

6 By-Law # 02-12-90 – Purchasing Policies and Procedures By-Law Kit 

   

   

# Supplies Location 

1 Forms - Duty Roster (Part 2 – Annex B, Appendix 1) Kit 

2 Forms - Major Incident Report (Part 2 – Annex B, Appendix 3) Kit 

3 Forms - Message Form (Part 2 – Annex B, Appendix 4) Kit 

4 Forms - Service Log (Part 2 – Annex B, Appendix 5) Kit 

5 Forms - Situation Report (SITREP) (Part 2 – Annex B, Appendix 6) Kit 

6 Box of diskettes Admin 

7 File folders Admin 

8 Hi-liters (various colours) Kit 

9 Pads of lined paper Kit 

10 Paper clips Kit 

11 Pens and pencils Kit 

12 Printer / Fax Paper Admin 

13 Ruler Kit 

14 Stapler and staples Kit 

15 Stickies Kit 

16 Telephone message pads Kit 

17 Toner for printer Admin 
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CCG – FIRE CHIEF 
During an emergency within the jurisdiction of the Whitewater Region, the Fire Chief, as a member 
of the Community Control Group (CCG) under the direction of the EOC Manager, is responsible for 
the activities listed below: 
 
NOTIFICATION SYSTEM 
Complete the Notification and Preliminary Assessment Checklist to the extent possible (see Part 2, 
Annex C); 
 

 alert the EOC Manager (CAO/Clerk) of an emergency or threat of an emergency that may 
involve municipal resources; 

 
 proceed to the Emergency Operations Centre (EOC), the alternative EOC, or to the location 

identified in the mobilization alert; 
 

 contact departmental staff with designated emergency responsibilities in order to: 
 provide them with details as per the Notification and Preliminary Assessment Checklist; 
 advise staff—as appropriate, and depending on the situation at hand—to: 
 assemble at the EOC, alternative EOC or other designated meeting location; 
 remain at his/her present location as no action is required at this time; 
 be on alert or standby, listen to the radio, and await further contact/instructions; or 
 report to a designated official at a specified location. 

 
PREPARATION PHASE 
Upon arrival at the EOC: 
 

 open and maintain a Service Log (Part 2) on decisions made and actions taken relating to the 
Fire Chief’s area of responsibility; 

 
 review the Whitewater Region Emergency Plan, (and in particular, Part 3 – Managing the 

Emergency, and Part 4 - Roles and Responsibilities); 
 
RESPONSE PHASE 

 direct and co-ordinate: 
 all fire fighting operations; 
 search and rescue operations within the designated fire area (not to be confused with OPP 

and MNR search and rescue (SAR) operations); 
 

 advise members of the Community Control Group (CCG) on matters within the emergency area 
relating to: 

 rescue; 
 fire fighting; and 
 fire prevention; 

 
 activate the Mutual Aid Agreement - Fire1 when required; 

 
 ensure that dangerous goods support services2 are contacted when required; 

 
                                         
1 Mutual Aid Agreements relate to mutual fire response activities. 
2 Example:  Canutec and the Kemptville Agricultural College are a resource service (Kemptville for silo fires). 
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 respond to immediate Fire Department needs such as supplies and equipment identified as a 
result of the emergency; 

 
 provide discretionary assistance to the ambulance and police services; 

 
 obtain updates from Fire Dispatch1 and the Senior Fire Officer at site; 

 
 brief the EOC Manager on a regular basis of: 

 the current status of WWRFD staffing and anticipated needs (e.g., equipment or supplies); 
 new developments; 

 
 respond promptly to departmental requests for volunteers by: 

 co-ordinating the Fire Department’s requests for volunteers; 
 contacting associations for fire-fighters and other qualified responders; 
 providing the requests to the Manager of the Volunteer Registration Centre off-site; and 
 conducting follow-up; 

 
 ensure that individuals employed during the emergency and/or post-emergency phases: 

 are registered and that the records are maintained; 
 receive an identification card for food, transportation and other purposes; 

 
 arrange for the transportation of volunteer firefighters from the Volunteer Registration Centre to a 

job site, or from one job site to another; 
 

 accompany the Emergency Site Manager on site reconnaissance and attending post-
reconnaissance meetings to identify the need for any extraordinary resource requirements; 

 
 provide the Emergency Site Manager with periodic updates and attending briefings called by the 

Emergency Site Manager; 
 

 commence developing a long-range fire operations plan as soon as possible; 
 

 assess the need for additional resources (e.g., firefighters, special equipment, supplies) and 
request these through the appropriate channels (e.g., Fire Dispatch, Mutual Aid, etc.); 

 
 brief and receive status reports from the EOC Manager on: 

 current departmental staffing and anticipated needs; and 
 new developments relating to fire services. 

 
 co-ordinate and direct the activities of the municipality’s fire fighting units; 

 
 liaise with the Emergency Site Manager2 regarding the fire ground to ensure that officers and fire 

fighters operate in a manner consistent with established procedures and accepted fire fighting 
methods; 

 
 determine causes of fires in conjunction with other officers and ensure that the necessary forms 

are completed; and 

                                         
1 Fire Dispatch may be requested to provide regular updates on weather conditions.                   Page 31 of 54 
2 The Deputy Fire Chief will normally assume the role of Emergency Site Manager, however the Fire Chief may 
elect to be the Emergency Site Manager depending upon the situation at hand. 
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 ensure that the Emergency Site Manager: 

 refers all fire-related policy matters to the Fire Chief; and 
 advises the Fire Chief of changes in procedures or methods necessary to maintain or 

increase the fire fighting efficiency. 
 

RECOVERY PHASE 
 identify and prioritize the essential and non-essential fire services that were temporarily 

suspended or assigned a reduced level of service in the emergency; 
 

 commence long-term operational planning (more than 72 hours) as soon as possible; 
 
PHASING OUT EMERGENCY OPERATIONS 

 conduct post-emergency incident evaluations. 
 

 identify priorities for: 
 restoration of services and program activities relating to fire services; 
 re-establishing routines to a normal state of affairs as quickly as possible; 
 re-establishing any service that has been temporarily suspended or reduced as a result of the 

emergency; 
 ensuring that residents are apprised on an on-going basis of the status relating to fire service 

activities which impact upon them. 
 
POST EMERGENCY ACTIVITIES 

 within 3 days after termination of the emergency: 
 review the actions taken and decisions made; 
 develop a post-emergency “lessons learned” report for the CAO/Clerk; and 
 make recommendations to the CAO/Clerk. 

 
Should this plan be implemented in support of a local municipality or the Province of Ontario, 
response actions will be taken under the direction of the lead agency. 
Departmental Staff 
• Fire Chief – 1 • Fire Fighters – Volunteers - 70 
• Deputy Fire Chief - 1 • Dispatch – through County Ambulance Call Centre (CACC) 
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EOC KIT- FIRE SERVICES 
Documents and supplies required by the Fire Chief in an emergency are listed below.  The kit is 
replenished in advance and retained in the EOC.  Items held in a separate location should identified 
as such on this form, and those items required which are not listed should be added. 
 

# Item Location 

1 Copy of the Whitewater Region Emergency Plan Kit 

2 Fire Code Kit 

3 Telephone Book Kit 

4 By-Law # 02-12-90 – Purchasing Policies and Procedures By-Law Kit 

5   

6   

   

   

# Supplies Location 

1 Forms - Duty Roster (Part 2 – Annex B, Appendix 1) Kit 

2 Forms - Major Incident Report (Part 2 – Annex B, Appendix 3) Kit 

3 Forms - Message Form (Part 2 – Annex B, Appendix 4) Kit 

4 Forms - Service Log (Part 2 – Annex B, Appendix 5) Kit 

5 Forms - Situation Report (SITREP) (Part 2 – Annex B, Appendix 6) Kit 

6 Box of diskettes Admin 

7 File folders Admin 

8 Hi-liters (various colours) Kit 

9 Pads of lined paper Kit 

10 Paper clips Kit 

11 Pens and pencils Kit 

12 Printer / Fax Paper Admin 

13 Ruler Kit 

14 Stapler and staples Kit 

15 Stickies Kit 

16 Telephone message pads Kit 

17 Toner for printer Admin 
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 CCG – PUBLIC INFORMATION OFFICER 
During an emergency within the jurisdiction of the Whitewater Region, the Public Information Officer1 
(PIO), as a member of the Community Control Group (CCG) under the direction of the EOC 
Manager, is responsible for the activities listed below: 
NOTIFICATION SYSTEM 

 complete the Notification and Preliminary Assessment Checklist to the extent possible (see Part 
2, Annex C); 

 
 alert the CAO/Clerk (EOC Manager) of an emergency or threat of an emergency that may 

involve municipal resources; 
 

 proceed to the EOC, the alternative EOC, or to the location identified in the mobilization alert; 
 

 contact staff/volunteers with designated emergency responsibilities in order to: 
 provide them with details as per the Notification and Preliminary Assessment Checklist; 
 advise staff/volunteers—as appropriate, and depending on the situation at hand—to: 
 assemble at the EOC, alternative EOC or other designated meeting location); 
 remain at his/her present location as no action is required at this time; 
 be on alert or standby, listen to the radio, and await further contact/instructions; or 
 report to a designated official at a specified location; 

 
PREPARATION PHASE 
Upon arrival at the designated Emergency Operations Centre (EOC): 
 

 open and maintain a Service Log (Part 2) on decisions made and actions taken relating to the 
PIO area of responsibility; 

 
 review the Whitewater Region Emergency Plan, and in particular, Part 3 – Managing the 

Emergency, and Part 4 – Roles and Responsibilities; 
 
RESPONSE PHASE 
The duties below are listed under the headings of “Assistant PIO” and “PIO”. 

 
Assistant Public Information Officer 

 activate, direct and control the operations of the Media and Inquiry Centre by: 
 preparing information for approval by the PIO (EOC Manager or designate) which will be 

released through the Media and Inquiry Centre; 
 developing reports on the status of the Media and Inquiry Media Centre; and 
 briefing the EOC Manager/PIO on the state-of-readiness of the centre; 

 
 schedule news conferences and meetings for the media in consultation with the Reeve; 

 
 co-ordinate all news releases; 

 
 arrange for additional facilities or resources that may be required to support the Media and 

Inquiry Centre; 
 

                                         
1 For emergency situations, the CAO/Clerk will perform the duties of the Public Information Officer.  Assistance will be 
provided by an Assistant Public Information Officer who will be designated by the CAO/Clerk.   
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 be responsible for arranging and co-ordinating all media-related activities such as news releases, 
news conferences, public service announcements and interviews; 

 
 co-ordinate media arrangements by ensuring that the Media and Public Inquiry Centre is 

equipped and staffed to handle public inquiries; 
 

 prepare self-help information, in collaboration with members of the CCG, that may be released 
through telephone inquiries or the media; 

 
 ensure the necessary supplies and materials are available with respect to Public Information 

activities; 
 

 provide public information inquiry and support services to the public and the PIO (EOC 
Manager); 

 
 monitor the media and brief the PIO (EOC Manager) on emerging and ongoing issues; and 

Public Information Officer (EOC Manager) 
 designate an Assistant PIO to provide support to the PIO; 

 
 approve all news releases prior to release of the information; 

 
 prepare the Reeve with up-to-date information for news conferences; 

 
 co-ordinate the release of information under the Municipal Freedom of Information and 

Protection of Privacy Act. 
RECOVERY PHASE 

 identify and prioritize the media and public inquiry services that were temporarily suspended or 
assigned a reduced level of service in the emergency; 

 
 commence long-term operational planning (more than 72 hours) as soon as possible; 

 
PHASING OUT EMERGENCY OPERATIONS 

 identify priorities for: 
 activities relating to media monitoring and public inquiries; 
 re-establish PIO routines to a normal state of affairs as quickly as possible; 
 re-establish media and public inquiry services that were temporarily suspended or reduced 

as a result of the emergency; 
 ensure that residents are apprised on an on-going basis of the status of response activities. 

 
POST EMERGENCY ACTIVITIES 

 within 3 days after termination of the emergency: 
 review the actions taken and decisions made; 
 develop a post-emergency “lessons learned” report for the CAO/Clerk; and 
 make recommendations to the CAO/Clerk. 

 
Should this plan be implemented in support of a local municipality or the Province of Ontario, 
response actions will be taken under the direction of the lead agency. 
DEPARTMENTAL STAFF 
The EOC Manager assumes the roles of the Public Information Officer.  An Assistant PIO will be 
designated and provided with PIO training as municipal operations do not warrant a full-time PIO.     

    Page 35 of 54 



WHITEWATER REGION EMERGENCY PLAN 
 

 

December 2005  

PART 4 – ROLES AND RESPONSIBILITIES 
EOC KIT – PUBLIC INFORMATION OFFICER 
Documents and supplies required by the PIO in an emergency are listed below.  The kit is 
replenished in advance and retained in the EOC.  Items held in a separate location should identified 
as such on this form, and those items required which are not listed should be added. 
 

# Item Location 

1 Copy of the Whitewater Region Emergency Plan Kit 

2 List of Media Contacts Kit 

3 Telephone Book Kit 

4 Municipal Freedom of Information Act Kit 

5 By-Law # 02-12-90 – Purchasing Policies and Procedures By-Law Kit 

6   

   

   

# Supplies Location 

1 Forms - Duty Roster (Part 2 – Annex B, Appendix 1) Kit 

2 Forms - Major Incident Report (Part 2 – Annex B, Appendix 3) Kit 

3 Forms - Message Form (Part 2 – Annex B, Appendix 4) Kit 

4 Forms - Service Log (Part 2 – Annex B, Appendix 5) Kit 

5 Forms - Situation Report (SITREP) (Part 2 – Annex B, Appendix 6) Kit 

6 Box of diskettes Admin 

7 File folders Admin 

8 Hi-liters (various colours) Kit 

9 Pads of lined paper Kit 

10 Paper clips Kit 

11 Pens and pencils Kit 

12 Printer / Fax Paper Admin 

13 Ruler Kit 

14 Stapler and staples Kit 

15 Stickies Kit 

16 Telephone message pads Kit 

17 Toner for printer Admin 
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CCG – COMMUNITY EMERGENCY MANAGEMENT COORDINATOR (CEMC) 
During normal times (outside of an emergency situation), the Community Emergency Management 
Coordinator is responsible for the following: 
 

 ensuring the state-of-readiness of the Emergency Operations Centre (EOC) and alternatives; 
 

 providing the Reeve and CCG members with advice on Priority Access to Dialing; 
 

 monitoring events on a daily basis for the purposes of: 
 alerting the Chief Administrative Officer (CAO) (or alternate), or the Reeve of an emergency 

or the threat of an emergency which may involve county resources; 
 identifying emergency management trends and initiatives of benefit to the township; 

 
 providing maps (e.g., digitized and laminated copies) for the EOCs; 

 
 providing advice in the development of new emergency plans or revisions to existing emergency 

management documents; 
 

 co-ordinating the annual revision and testing of the Whitewater Region Emergency Plan; 
 

 providing advice and assistance to township staff during emergency management exercises; 
 

 providing basic training required to develop township emergency management programs; and 
 

 co-ordinating participant selection for provincial and federal emergency management training. 
 
During an emergency, the Community Emergency Management Coordinator is responsible for: 
 

 alerting the Chief Administrative Officer (EOC Manager) or, respectively, the Reeve of an 
emergency or the threat of an emergency which may involve township resources; 

 
 proceeding to the Emergency Operations Centre (EOC), the alternative EOC, or to the location 

identified in the mobilization message should either EOC be unavailable; 
 

 monitoring the emergency (or potential emergency) situation at the local level; 
 

 activating1 the Whitewater Region Emergency Plan following consultation with the Reeve and the 
Chief Administrative Officer (EOC Manager); 

 
 alerting the Provincial Operations Centre (POC) Duty Officer and liaising with EMO staff; 

 
 maintaining a Service Log of decisions made and actions taken during the emergency; 

 
 notifying the CCG if additional action is required relating to the emergency response; and 

 
 providing advice and guidance to members of the CCG on emergency procedures. 

 
Should this plan be implemented in support of a local municipality or the Province of Ontario, the 
appropriate actions identified above will be taken under the direction of the lead agency. 

                                         
1"Activating" a plan is placing emergency responders on alert/standby, and getting into a state  
of readiness.           Page 37 of 54 
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CCG – OPERATIONS OFFICER 
During an emergency within the jurisdiction of the Whitewater Region, the Operations Officer1, as a 
member of the Community Control Group (CCG) under the direction of the EOC Manager, is 
responsible for the activities listed below: 
NOTIFICATION SYSTEM 

 complete the Notification and Preliminary Assessment Checklist to the extent possible (see Part 
2, Annex C); 

 
 alert the EOC Manager (CAO/Clerk) of an emergency or threat of an emergency that may 

involve municipal resources; 
 

 proceed to the EOC, the alternative EOC, or to the location identified in the mobilization alert; 
 

 contact staff with designated emergency responsibilities, as directed by the EOC Manager, in 
order to: 

 provide them with details as per the Notification and Preliminary Assessment Checklist; 
 advise staff—as appropriate, and depending on the situation at hand—to: 
 assemble at the EOC, alternative EOC or other designated meeting location); 
 remain at his/her present location as no action is required at this time; 
 be on alert or standby, listen to the radio, and await further contact/instructions; or 
 report to a designated official at a specified location; 

 
PREPARATION PHASE 
Upon arrival at the designated Emergency Operations Centre (EOC): 
 

 open and maintain a Service Log (Part 2) on decisions made and actions taken relating to the 
EOC Manager’s area of responsibility; 

 
 review the Whitewater Region Emergency Plan, and in particular, Part 3 – Managing the 

Emergency, and Part 4 – Roles and Responsibilities; 
 

 ensure that the equipment located in the Operations Room is operational and in a state-of-
readiness; 
 

 ensure that a supply of forms, paper, pens and pencils at each workstation. 
 
RESPONSE PHASE 

 co-ordinate security arrangements for staff, facilities, equipment, documentation and any other 
resources within the EOC; 

 
 alert volunteer services and agencies; 

 
 record the arrival and departure times of CCG members on the Personnel Duty Roster (Part 2); 

 
 maintain a record of expenditures authorized by the CCG; 

 
 provide informational updates and status reports to the EOC Manager on the affected and non-

affected areas in the municipality; 
 

 establish liaison—when requested to do so by the EOC Manager—with Emergency Management  

                                         
1 The CAO/Clerk’s assistant is designated as the Operations Officer.           Page 38 of 54 
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Ontario and request assistance in support of emergency operations; 
 

 plan for and schedule shift rotations for the EOC silent hours based on input from members of 
the CCG; and 

 
 provide support to the EOC Manager as necessary. 

 
RECOVERY PHASE 

 identify and prioritize, on behalf of the EOC Manager, the essential1 and non-essential services 
that were temporarily suspended or assigned a reduced level of service in the emergency; 

 
PHASING OUT EMERGENCY OPERATIONS 

 identify priorities for: 
 activities relating to the EOC Manager’s area of responsibility (e.g., outstanding issues); 
 re-establish EOC routines to a normal state of affairs as quickly as possible; 
 ensure that CCG members are apprised on an on-going basis of the status relating to 

activities which impact upon them. 
 
POST EMERGENCY ACTIVITIES 

 within 3 days after termination of the emergency: 
 review the actions taken and decisions made; 
 develop a post-emergency “lessons learned” report for the CAO/Clerk; and 
 make recommendations to the CAO/Clerk. 

 
Should this plan be implemented in support of a local municipality or the Province of Ontario, 
response actions will be taken under the direction of the lead agency. 

Departmental Staff 
The Operations Officer has no staff; the duties of the Operations Officer are a temporary 
assignment. 

                                         
1 Essential denotes life-threatening.                 Page 39 of 54 
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EOC Kit – Operations Officer  
Documents and supplies required by the Operations Officer in an emergency are listed below.  The 
kit is replenished in advance and retained in the EOC.  Items held in a separate location should 
identified as such on this form, and those items required which are not listed should be added. 
 

# Item Location 

1 Copy of the Whitewater Region Emergency Plan Kit 

2 Municipal Director Kit 

3 Telephone Book Kit 

4 By-Law # 02-12-90 – Purchasing Policies and Procedures By-Law Kit 

   

   

   

   

# Supplies Location 

1 Forms - Duty Roster (Part 2 – Annex B, Appendix 1) Kit 

2 Forms - Major Incident Report (Part 2 – Annex B, Appendix 3) Kit 

3 Forms - Message Form (Part 2 – Annex B, Appendix 4) Kit 

4 Forms - Service Log (Part 2 – Annex B, Appendix 5) Kit 

5 Forms - Situation Report (SITREP) (Part 2 – Annex B, Appendix 6) Kit 

6 Box of diskettes Admin 

7 File folders Admin 

8 Hi-liters (various colours) Kit 

9 Pads of lined paper Kit 

10 Paper clips Kit 

11 Pens and pencils Kit 

12 Printer / Fax Paper Admin 

13 Ruler Kit 

14 Stapler and staples Kit 

15 Stickies Kit 

16 Telephone message pads Kit 

17 Toner for printer Admin 

   
 

 
 
 

Page 40 of 54 



WHITEWATER REGION EMERGENCY PLAN 
 

 

December 2005  

PART 4 – ROLES AND RESPONSIBILITIES 
 

CCG – DUTY OFFICER 
During an emergency within the jurisdiction of the Whitewater Region, the Duty Officer, as a member 
of the Community Control Group (CCG) under the direction of the EOC Manager, is responsible for 
the activities listed below: 
NOTIFICATION SYSTEM 

 complete the Notification and Preliminary Assessment Checklist to the extent possible (see Part 
2, Annex C); 

 
 alert the EOC Manager (CAO/Clerk) of an emergency or threat of an emergency that may 

involve municipal resources; 
 

 proceed to the EOC, the alternative EOC, or to the location identified in the mobilization alert. 
Preparation Phase 
Upon arrival at the designated Emergency Operations Centre (EOC): 
 

 open and maintain a Main Events Log (Part 2) in order to list major activities/events, and 
decisions made on behalf of all members of the CCG; 

 
 review the Whitewater Region Emergency Plan, (in particular, Part 3 and Part 4). 

 
RESPONSE PHASE 

 maintain the Main Event Log (date, time, item); 
 

 ensure that the Media and Inquiry Centre are ready to receive staff on arrival (this is a shared 
responsibility with the Operations Officer);  and 

 
 assume the role of Operations Officer in the EOC in his/her absence. 

 
RECOVERY PHASE 

 identify and prioritize outstanding items on the Main Event Log on behalf of the EOC Manager. 
 
PHASING OUT EMERGENCY OPERATIONS 

 identify priorities for activities relating to returning the EOC to a normal state of affairs as quickly 
as possible. 

 
POST EMERGENCY ACTIVITIES 

 within 3 days after termination of the emergency: 
 review the Main Events Log; 
 develop a post-emergency “lessons learned” report for the CAO/Clerk; and 
 make recommendations to the CAO/Clerk. 

 
Should this plan be implemented in support of a local municipality or the Province of Ontario, 
response actions will be taken under the direction of the lead agency. 

 
DEPARTMENTAL STAFF 
The Duty Officer has no staff. 
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 CCG – SCRIBE (OPTIONAL) 
During an emergency, under the jurisdiction of Whitewater Region, the Scribe, under the direction of 
the CCG member (to whom the scribe is assigned), is responsible for the emergency response 
activities listed below:  
 

 to record actions taken and decisions made by the CCG member; 
 

 to record proceedings from briefings held by the CCG member; and 
 

 to regularly update the CCG member of outstanding issues. 
 
The activities may be expanded to meet the needs of the emergency at hand. 
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ERT – EMERGENCY SITE MANAGER 
During an emergency, under the jurisdiction of the Whitewater Region, the Emergency Site Manager 
(ESM) is responsible for directing and controlling the following emergency response activities of the 
Site Team and emergency resources within the designated perimeter: 
 

 open and maintain a Service Log (Part 2) of actions taken relating to his/her area of 
responsibility; 

 
 designate the perimeter of the emergency site; 

 
 establish communications with the Emergency Operations Centre Manager (EOC Manager) and 

ensure that he/she is kept apprised of the status of the emergency situation;  
 

 request the Province’s Mobile Command Post through the Whitewater Region EOC Manager, 
and confirm the location of the ESM Command Centre1 once set-up; 

 
 inform  the EOC Manager of a suitable and safe location for an alternative EOC close to the site, 

if necessary; 
 

 request that Fire Dispatch or the EOC Manager dispatch members of the Site Team to the site; 
 

 operate under the authority of the EOC Manager who is responsible for ensuring that support is 
provided to the Emergency Site Team and Manager; 

 
 collaborate with first responders – fire, police and ambulance – in order to: 

 determine which response activities are required for the situation at hand; 
 establish priorities; 
 develop a site layout; 
 develop a short-term action plan (up to six hours); 

 
 ensure that the inner and outer perimeters are established and staffed, and that access routes, 

the Site Command Centre and Staging Area are identified and protected/access-controlled; 
 

 establish a telecommunications link with the EOC in order to provide status reports to the EOC 
Manager, identify any new areas of concern, and exchange operational information; 

 
 conduct regular briefings with service control officers at site to facilitate the exchange of 

information on the emergency response activities; 
 

 ensure that there are an adequate number of resources available; 
 

 forward requests for additional resources from the site  control officers to the EOC; 
 

 commence long-range operations plan (beyond six hours) as soon as possible; and 
 

 refer all requests for information to the Public Information Officer who is responsible for 
approving news releases prior to its release to the media. 

The above tasks may be expanded to meet the needs of the emergency at hand. 

                                         
1 The Mobile Command Centre is a composition of any or all command posts from various services (fire, police, and 
ambulance).            
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ERT – ASSISTANT EMERGENCY SITE MANAGER 
During an emergency, under the jurisdiction of the Whitewater Region, the Assistant Emergency Site 
Manager (A/ESM) under the direction of the Emergency Site Manager (ESM), is responsible for the 
emergency response activities below: 
 

 open and maintain a Service Log (Part 2) of all action taken in his/her area of responsibility. 
 

 meet with the ESM and assist with briefings and debriefings of first responders; 
 

 request assistance from the Public Information Officer (PIO) when appropriate, if not already at 
site; 

 
 accompany the ESM on reconnaissance and preliminary damage assessment of the site; 

 
 attend a post-reconnaissance meeting with first responders to establish the aim and priorities of 

the Emergency Site Management Team; 
 

 gather and distribute operational information among the various command posts at site (e.g., fire, 
police and ambulance); and 

 
 brief the ESM at regular intervals. 

 
The above activities may be expanded to meet the needs of the emergency at hand. 
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ERT – DUTY OFFICER 
During an emergency, under the jurisdiction of the Whitewater Region, the Duty Officer (DO) under 
the direction of the Emergency Site Manager (ESM) is responsible for the emergency response 
activities listed below: 

 
 open and maintain the ESM’s Service Log (Part 2); 

 
 open and maintain the site Main Event Log in the Mobile Command Post (Part 2); 

 
 request a briefing from the ESM; 

 
 ensure the necessary forms and supplies are available; 

 
 arrange security for the ESM Mobile Command Centre in collaboration with the Ontario 

Provincial Police; 
 

 record all of the ESM’s incoming and outgoing messages; 
 

 establish a telecommunications link between the EOC Manager and the ESM and ensure that 
the link is always in place; 

 
 request an Amateur Radio Operator, if one is not already present or assigned to the site; 

 
 maintaining the operations planning map in the site Mobile Command Centre; 

 
 arranging for the following items through the County’s Community Services: 

 liquid refreshments for the Emergency Site Management Team on a continuous 
basis; 

 meals for all Mobile Command Centre workers (to be available at the end of the first 
shift and as required thereafter); and 

 
 gathering the individual Service Logs at the end of each shift and ensuring that the 

documentation is retained and forwarded to the EOC Manager at the end of the emergency for 
later review. 

 
The above emergency response activities may be expanded to meet the needs of the emergency at 
hand.  
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ERT – FIRE CONTROL OFFICER 
During an emergency, under the jurisdiction of the Whitewater Region, the Fire Control Officer1 

(FCO) under the direction of the Emergency Site Manager (ESM), is responsible for the emergency 
response activities below: 
 

 open and maintain the Service Log (Part 2) relating to his/her area of responsibility; 
 

 assume control over the site emergency response activities relating to his/her area of 
responsibility; 

 
 prepare situation reports (SITREPs) on the emergency response activities relating to his/her area 

of responsibility (Part 2); 
 

 co-ordinate and direct: 
 some activities of the WWRFD fire training division; 
 activities of the municipality’s fire fighting units; 

 
 maintain discipline within the fire department ranks; 

 
 refer policy matters to the Fire Chief; 

 
 protect the lives and property of residents of the Whitewater Region;  

 
 respond to alarms of emergency and assume command of the scene until relieved by the Fire 

Chief, as deemed appropriate2 depending upon the nature and scope of the emergency at hand; 
 

 supervise the fire ground to ensure that officers and fire fighters operate in a manner consistent 
with established procedures and accepted fire fighting methods; 

 
 determine causes of fires in conjunction with other officers and ensure that the necessary forms 

are completed; 
 

 advise the Fire Chief of changes in procedures or methods necessary to maintain or increase the 
fire fighting efficiency. 

 
 assess the need for and request additional resources through Fire Dispatch; 

 
 accompany the ESM on site reconnaissance; 

 
 attend the post-reconnaissance meeting and identifying the need for additional fire resources; 

 
 provide the ESM with periodic updates; and 

 
 attend briefings requested by the ESM. 

 
The above activities may be expanded to meet the needs of the emergency at hand. 
 

 
                                         
1 The Deputy Fire Chief, unless designated as the Emergency Site Manager (ESM), will normally assume the role of Fire 
Control Officer as the Whitewater Region’s senior fire services official at site. 
2 The Fire Chief may be required to work out of the EOC or, on the other hand, have the Deputy Fire Chief report to the 
Whitewater Region EOC to act as adviser to the EOC Manager.     Page 46 of 54 
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ERT – PUBLIC WORKS CONTROL OFFICER 
During an emergency within the jurisdiction of the Whitewater Region, the Public Works Control 
Officer (PWCO) under the direction of the Emergency Site Manager (ESM), is responsible for the 
emergency response activities listed below:  

 
 open and maintain a Service Log (Part 2) relating to his/her area of responsibility such as: 

 safety issues; 
 water distribution system; 
 sewage system; 
 road conditions; 
 potable water; 
 hydro and telephones at the site (through the service providers); 

 
 verify, with Dispatch, the presence of Public Works employees and equipment on site, and—as 

senior PW employee on site—supervise the PW response activities; 
 

 determine if additional telephones are required in any Mobile Command Post on loan and 
request them through Public Works Dispatch; 

 
 request briefings with the ESM, as required, and provide briefings to the ESM with respect to 

Public Works and Utilities emergency response activities; 
 

 establish barriers where necessary; 
 

 close transportation routes following consultation with the Police Control Officer and the ESM; 
 

 acquire resources as the need is identified (e.g., lighting, heavy equipment, or sharing 
equipment); 

 
 co-ordinate the movement of PW resources from one location to another; and 

 
 transportation of people from one location to another: 

 emergency responders and volunteers; and 
 evacuees. 

 
The activities may be expanded to meet the needs of the emergency at hand. 
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ERT – STAGING AREA COORDINATOR 
During an emergency within the jurisdiction of the Whitewater Region, the Staging Area Co-ordinator 
(SAC) under the direction of the Emergency Site Manager (ESM), is responsible for the emergency 
response activities listed below:  

 
 open and maintain the Service Log (Part 2) relating to his/her area of responsibility; 

 
 meet with the ESM and assist with briefing and debriefing of first responders (fire, police and 

ambulance); 
 

 accompany the ESM on reconnaissance of the site(s); 
 

 attend the post-reconnaissance meeting with first responders (fire, police and ambulance); 
 

 assist in the development of a site layout in collaboration with police services with special 
emphasis on the staging area location, in collaboration with the police; 

 
 record the arrival and departure of all services, agencies and equipment entering and leaving the 

staging area (excluding police, fire and ambulance);  and 
 

 inform the ESM (following verification with the services Control Officers) of the level of resources 
committed to the emergency response at the site. 

 
The above activities may be expanded to meet the needs of the emergency at hand.   
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PARTNER – AMATEUR RADIO EMERGENCY SERVICES (ARES) 
During an emergency within the Whitewater Region, the Amateur Radio Emergency Services 
(ARES) as a partner to the Community Control Group (CCG) under the direction of the Emergency 
Operations Centre Manager (EOC Manager), is responsible for the response activities below:  

 
 activate the telecommunications emergency Fan-Out List; 

 
 activate the Amateur Radio Emergency Services (ARES) upon request by the EOC Manager;  

 
 report to the EOC and advise CCG members on all matters related to amateur radio operations; 

 
 open and maintain a Service Log (Part 2) regarding actions taken in his/her area of 

responsibility; 
 

 verify the operational state of readiness of the radio telecommunication centre; 
 

 open the telecommunications log; 
 

 ensure that an operator is immediately dispatched to the Emergency Site Manager (ESM) and to 
other sites as requested by the EOC Manager; 

 
 verify that designated volunteer radio operators are en route or have arrived at their destination; 

 
 obtain situation reports from the EOC Manager; 

 
 commence long-term telecommunications plan in response to the emergency; 

 
 ensure that the EOC Manager and members of the CCG are briefed on a regular basis on the 

status of the amateur radio services; 
 

 provide telecommunications support wherever and whenever necessary as requested by 
members of the CCG; 

 
 direct the amateur radio operations; 

 
 provide relief radio operators for stations operating under the control of the municipality; 

 
 establish priorities for the repair and re-establishment of damaged amateur radio services; and 

 
 provide or request mutual assistance relating to telecommunications as required. 

 
The above tasks may be expanded to meet the needs of the emergency at hand.  
 
DEPARTMENTAL STAFF 
Coordinator -1 Volunteers – as determined at the time of the emergency. 
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PARTNER – ARENA MANAGERS – BEACHBURG AND COBDEN 
Note that the two Arena Managers report to the Whitewater Region Recreation Association.  The 
Association operates three arenas—Beachburg, Cobden and Westmeath.  The Beachburg arena is 
owned by the Beachburg Fair Board; the Cobden and Westmeath facilities are municipal buildings.  
The Beachburg arena has three staff; Cobden has two.  The Westmeath arena is operated by a 
volunteer committee.  The Whitewater-Bromley Seniors Resource Centre is operated by Whitewater-
Bromley while the Cobden Curling Rink is privately owned. 

During an emergency within the Whitewater Region, the Arena Managers, as partners to the 
Community Control Group (CCG) under the direction of the Emergency Operations Centre Manager 
(EOC Manager)), is responsible for the response activities below: 

 open and maintain a Service Log (Part 2) on decisions made and actions taken regarding parks 
and recreation facilities; 

 
 contact recreation staff and determine the work schedules of arena staff and/or volunteers; 

 
 ensure that individuals employed at the arena (staff and volunteers) during the emergency: 

 are registered and that records are maintained; and 
 receive an identification card for food, transportation and other purposes; 

 
 brief the Whitewater Region EOC Manager on matters relating to: 

 the current arena staffing and the anticipated need for volunteers, if appropriate; 
 the possible cancellation of recreational programs; 
 the use of recreational facilities as emergency registration or reception centres; and 
 the development of group activities for reception and evacuation centres; 

 
 provide recreational activities and program activities for evacuees of all ages to the extent 

possible at the request of the Emergency Operations Centre Manager (EOC Manager); 
 

 respond promptly to arena needs for volunteers by: 
 identifying the skills and equipment required; 
 providing the requests for volunteers to the Manager of the Volunteer Registration Centre; 
 following-up to ensure that requests from the arena are met to the extent possible; 

 
 identify and prioritize essential1 and non-essential recreational services that were temporarily 

suspended or assigned a reduced level of service in the emergency; 
 

 identify priorities to: 
 re-establish recreational activities temporarily suspended or reduced during the emergency; 
 re-establish routines to a normal state of affairs as quickly as possible; 
 ensure that residents are kept informed of the status of recreational activities. 

 
 within 3 days after termination of the emergency: 

 review the actions taken and decisions made as per the Service Log; 
 develop a “lessons learned” report; and 
 make recommendations to the CAO/Clerk. 

 
The above tasks may be expanded to meet the needs of the emergency at hand. 

                                         
1 Essential means “life-threatening”.       Page 50 of 54 
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PARTNER – COUNTY OF RENFREW – COMMUNITY SERVICES 
During an emergency within the jurisdiction of the Whitewater Region, the Director of Community 
Services—as a partner to the Community Control Group (CCG)—and under the direction of the 
Emergency Operations Centre (EOC) Manager, is responsible for the emergency response activities 
below: 
 

 activate the department’s Fan-Out List; 
 

 report—or if unable to attend, send a representative—to the Whitewater Region EOC and advise 
members of the Whitewater Region CCG in matters related to the care and maintenance of 
people displaced as a result of the emergency; 

 
 open and maintain a Service Log of actions taken in respect to his/her area of responsibility; 

 
 instruct the Manager1 of the Reception and Evacuation Centres who is responsible for directing 

and controlling off-site emergency response activities to report for duty; 
 

 determine the need for, number and locations of reception centres and group facilities required to 
be opened and staffed accordingly when the evacuation of residents is necessary; 

 
 ensure that Reception Centres and lodging facilities are equipped and operational;  

 
 request from the Whitewater Region Public Works Superintendent that a telephone service be 

established at Reception Centres, Evacuation Centres and lodging facilities; 
 

 provide emergency lodging, feeding, clothing, personal services, registration and inquiry; 
 

 direct and co-ordinate the emergency support activities of social services related volunteer 
agencies; 

 
 direct and co-ordinate the support activities of local and provincial welfare agencies; 

 
 provide the CCG members with current information on the emergency; and 

 
 recommend the activation of mutual assistance agreements when required. 

 
The activities listed may be expanded to meet the needs of the emergency at hand. 
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PARTNER – MEDICAL OFFICER OF HEALTH 
As a partner in the Whitewater Region’s Community Control Group (CCG), the Medical Officer of 
Health (Provincial Ministry of Health) is responsible for the following emergency response activities: 
 

 activate the Health Unit’s emergency Fan-Out List; 
 

 open and maintain a Service Log of actions taken relating to his/her area of responsibility; 
 

 report to or liaise with the Whitewater Region Emergency Operations Centre (EOC) to advise 
the CCG on matters of public health and on any remedial action necessary or already initiated; 

 
 provide the EOC Manager with the status of Health Unit activities which impact on the region; 

 
 respond to any needs directed to the Health Unit in dealing with the emergency; 

 
 assess the potential for evacuation of medical care-giving facilities based on the emergency; 

 
 liaise with and co-ordinating activities between all health care facilities, ambulance services and 

other private health care organizations involved in the emergency; 
 

 prepare information on related health hazards for release to the public; 
 

 liase with the Provincial Ministry of Health and with ambulance officials to ensure the co-
ordination of evacuation and resource needs; 

 
 direct the response to disease-related emergencies (e.g. epidemics), in accordance with 

Ministry of Health policies; 
 

 monitor the potability, quality and quantity of water within the municipality, and arrange for 
alternate supplies of same through the Public Works Department; 

 
 liase with the County of Renfrew Director of Community Services regarding health inspections in 

Reception and Evacuation Centres and the provision of medical attention to evacuees; 
 

 control communicable disease by enforcing regulations, including isolation and quarantine of 
infected individuals; 

 
 monitor the disposal of human and organic waste; 

 
 ensure food safety by inspecting, testing and destroying food thought to be contaminated; 

 
 ensure pest control; 

 
 liase with and provide support to the District Coroner, as required; 

 
 monitor the emergency response activities to ensure safe and sanitary procedures are used in 

order to prevent the transmission of communicable diseases; 
 

 monitor Evacuation Centres to obtain a status on food protection, potable water, personal 
hygiene, garbage and sewage disposal, pets, etc.; 
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 advise and assist the public in property rehabilitation by providing information on: 
 health hazards caused by the emergency; 
 rehabilitation of personal property; 
 well water disinfection; and 
 public health and safety precautions during cleanup; 

 
 co-ordinate the provision of qualified persons to conduct critical incident stress debriefings 

and/or post-disaster stress assessments; 
 

 recommend the activation of mutual assistance and aid agreements when required; 
 

 inform the EOC Manager on the progress of the total medical response; and 
 

 assist in the final assessment of the cause of the emergency. 
 
The above tasks may be expanded to meet the needs of the emergency at hand.  
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PARTNER – ONTARIO PROVINCIAL POLICE (OPP) 
During an emergency within the jurisdiction of the Whitewater Region, the Ontario Provincial 
Police (OPP) are responsible for the activities listed in accordance with their operational 
standards.  The tasks may be expanded to meet the needs of the emergency: 

 
 open and maintain a record of actions taken in respect to his/her area of responsibility; 

 
 appoint an ESM when requested by the EOC Manager; 

 
 request the Mobile Command Post from the Perth Police Detachment upon appointment of 

an ESM; 
 

 report to or liaise with the EOC Manager and advise members of the CCG on matters 
relating to crowd control, traffic control, protection of life and property, and law enforcement; 

 
 ensure that outer perimeters are established at the emergency site in accordance with ESM 

practices; 
 

 ensure that: 
 a traffic control system is activated to facilitate the movement of emergency vehicles to 

and from the outer perimeters, and that access to the emergency area is controlled; 
 a crowd control system and, if necessary, crowd dispersal is initiated in order to maintain 

the integrity of the outer perimeters; 
 

 co-ordinate police activities relating to the evacuation of buildings or areas; 
 

 ensure the protection of public and private property within the emergency area; 
 

 brief the EOC Manager on response activities and obtain reports from the EOC Manager; 
 

 respond to immediate police needs arising from the emergency; 
 

 assume a lead agency role in conducting an evacuation and the post-evacuation security; 
 

 contact and assist the coroner; 
 

 assist in ground search and rescue; 
 

 monitor for emergency passes issued by the municipality to individuals who have a need to 
be on site (excluding uniformed first responders); 

 
 establish liaison with the Humane Society when required; 

 
 arrange for additional police assistance when required and recommend the activation of 

mutual aid and mutual assistance agreements as required. 
 
Should this plan in implemented in support of a local municipality, or upon direction from the 
Province of Ontario, actions taken will be under the direction of the lead agency. 

 
NOTE:  As the Police Department is staffed 24 hours a day, the staff on duty at the time of the 
emergency will respond. 
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REDUCTION OF RESPONSE ACTIVITIES AND RETURN TO NORMAL OPERATIONS 
 
The Emergency Operations Centre Manager (EOC Manager) is responsible for determining 
 when emergency operations should cease and employees report back to their regular 
supervisor and place of employment. 
 
When appropriate, the EOC Manager may reduce staffing in the EOC prior to the official 
termination of emergency operations when the Region’s level of involvement in the emergency 
response activities has diminished. 
 
Regardless of the circumstances, the Reeve must be advised by the EOC Manager prior to 
such action being taken. 
 
Prior to reducing emergency response activities and terminating a state of local emergency, 
members of the Community Control Group (CCG) should identify priorities for: 
• repatriating residents who were evacuated during the emergency; 
• re-establish routines to a normal state of affairs as quickly as possible; 
• ensure the return of any equipment that has been borrowed or loaned; 
• re-establish services that were temporarily suspended or reduced due to the emergency; 
• ensure that residents are apprised of the municipality’s progress on an on-going basis. 

 
AUTHORITY FOR TERMINATING A STATE OF LOCAL EMERGENCY 
In accordance with Section 4(2) of the Emergency Management Act, 

” …the head of council or the council of a municipality may at any time declare that an 
emergency has terminated.”  RSO.1990, c.E.9, S.4(2). 

The official declaration of a state of local emergency and the subsequent termination of the 
same are—from a legal perspective—critical points. 

NOTIFICATION THAT THE STATE OF LOCAL EMERGENCY HAS BEEN TERMINATED 
The following are to be advised of the termination of a state of local emergency: 
• members of Council; 
• employees of the township; 
• Warden of the County of Renfrew; 
• County Emergency Management Coordinator; 
• Heads of neighbouring municipalities; 
• Emergency Management Ontario; and 
• the community at large (e.g., the public through a press release or media conference, etc.). 

 
POST EMERGENCY ACTIVITIES 
Within three days of the termination of the state of local emergency, each Department Head will 
review his/her departmental actions taken and the decisions made.  The review should focus on 
the strengths, opportunities and challenges of the department’s response activities.  
Recommendations should be documented and forwarded to the Chief Administration Officer. 
 
Within five days after the termination of the state of local emergency, the Chief Administration 
Officer will conduct a meeting of the Community Control Group (CCG) in order to: 
• review the actions taken and decisions made by the Reeve and each member of the CCG; 
• develop a post-emergency “lessons learned” report; and 
• make recommendations for council. 
 
Within 20 working days—at the call of the Reeve—the Chief Administration Officer shall 
convene Council to: 
• review recommendations made by members of the CCG;   Page 2 of 3 
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• record Council’s decisions; 
• prioritize the post-emergency actions to be taken; 
• assign action to appropriate employee with follow-up by the Community Emergency 

Management Co-ordinator; and 
• provide follow-up to Council until action on Council’s decisions is complete. 
 
The Chief Administration will carry out the direction of the Whitewater Region Council. 

 
LETTERS OF APPRECIATION FOR PARTICIPANTS 
Employees as well as participants external to the Corporation of the Whitewater Region should 
be sent letters of appreciation by management once the emergency has terminated. 

 
REVIEW AND UPDATING OF EMERGENCY PLAN 
There are two requirements for updating the emergency plan: 
• the mandatory annual review; or 
• following an emergency or an exercise. 
Annual Review 
The Whitewater Region Emergency Plan will be reviewed and updated on an annual basis—
normally during the National Emergency Preparedness Week that occurs during the first week 
of May.  The update is in accordance with the requirements of Section 6(3) of the Emergency 
Management Act. 
 
The review and update of the emergency plan will consist of: 
• verification and subsequent amendment to the names, positions, mailing address and 

telephone numbers of key officials identified on all Fan-Out Lists; 
• verification of the continued availability of staff with emergency response duties and that 

plans are in place to ensure that training requirements are satisfied; 
• verification that emergency roles and responsibilities are current and complete; and 
• verification that holders of this plan are on the plan’s distribution list. 
 
Every person with roles and responsibilities in this plan shall sign off that his/her roles are up-to-
date following the review and the inclusion of modifications as necessary. 
Following an Emergency or an Exercise 
Following any emergency, a meeting will be scheduled for the Whitewater Region Council within 
20 working days of the termination of a state of local emergency in order to review decisions 
made and actions taken by the members of the Community Control Group (CCG).  Following 
the meeting, revisions will be made to the emergency plan as required. 
 
Following an exercise, a debriefing will be scheduled within five working days to review the 
response actions taken, and to revise the emergency plan. 
Approval of Whitewater Region Emergency Plan 
Upon completion of an update, the Chief Administrative Officer will approve the original copy of 
the plan and will forward it to the Reeve for sign-off.  Copies of the approved plan will then be 
provided to those on the Distribution List. 
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