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I.

PURPOSE
To assist employees in preparing for a disaster or other large-scale emergency so they
may be safe, and to enable them to respond to and recover from the incident.

II.

POLICY
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Social Services Agency (SSA) is committed to disaster preparedness as a means of helping
to ensure the safety of SSA and County staff, and Orange County residents, and plan for a
coordinated response in the event a disaster occurs.
___________________________________________

III.

BACKGROUND
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A greater degree of disaster preparedness on the part of the population affected usually
contributes to: fewer casualties at the time of the event, a better response to the event,
and a faster and easier recovery phase following the event. Disasters could generally be
defined as unexpected events that overwhelm existing resources to cope with them.
Although the specific nature of any disaster cannot be predicted, a number of activities
can be effective in improving personal safety and reducing a variety of hazards.
Some of the potential disasters that may take place in Orange County are: flooding, fires,
earthquakes, tsunamis, radioactive contamination, and terrorist activities. Any of these
events may cause destruction, devastation, and loss of life, as well as a disruption of
business functions and daily life activities. Disaster events can potentially create severe
damage and destruction over a wide area, or they may be limited to a smaller area or
region. Whether the event is large or small, it can be dangerous and very disruptive.
___________________________________________

IV.

DEFINITIONS
A.

Emergency Operations Center (EOC): The County’s facility that houses
the members of the emergency team operation. The EOC is located at the
top of Loma Ridge, off Santiago Canyon Road (see Attachment A). The
EOC consists of the Sheriff- Coroner Communications Facility, including
Control One, the Sheriff’s Emergency Management Division, and the EOC
emergency stations. When a multi-jurisdictional emergency occurs, the
EOC will be activated, and the designated SSA members of the Policy
Group, Operations, and Support Pool will be directed to staff-specific areas
of the EOC. SSA has the responsibility to send responders to the Policy,
Care and Shelter Coordinator, and Support pool positions for each shift.
Each responder may be called upon to work 12-hour shifts as needed.
NOTE: All SSA’s employees are considered Disaster Service workers and
may be called upon to provide critical services in the event of a disaster.

Department Operations Center (DOC): The DOC is the Agency’s
emergency operations center. It can be activated when the EOC is
activated for an Agency-only emergency, or as required at the discretion of
the Agency Director or designee. The DOC is the site where the Executive
Management Team develops policy and makes critical operational and
logistical decisions that are necessary to allow the Agency to respond to an
emergency, to assist the Operational Area as needed, and for the Agency to
resume delivery of client services as soon as possible. The Administrative
Services Division Director will be the primary executive manager in charge,
and (s)he or his/her designee will assume the role of Agency Incident
Commander. The Incident Commander will report to, and receive direction
from the Policy Group at the EOC. (S)he will direct and coordinate the
Program Operations Center(s) and Operations Coordinator(s).
The primary DOC is located at: 1505 East Warner Ave., Santa Ana,
The secondary DOC is at SSA Headquarters, 888 North Main Street, Santa
Ana.
At the discretion of the SSA Director, or the SSA Incident Commander or
his/her designee, the location of the DOC may change based on the type of
emergency, current event, information provided by various sources or the
availability of a strategic location.

C.

Program Operations Center (POC): Each Division has a POC used for
program coordination. It can be activated by the Agency Director or his/her
designee at the EOC, the Incident Commander at the DOC, or at the
discretion of the Division Director or Chief Deputy Director. The Chief
Deputy Director is typically in charge and is known as the Operations
Coordinator. The Operations Coordinator directs the Division’s emergency
response and recovery. (S)he liaisons with, reports to, and takes directions
from the Program Policy Maker or other staff at the DOC. Each Division
Director designates the locations of the POCs. The location of the POC may
change based on the type of emergency or the availability of a strategic
location.

D.

Mitigation: Mitigation activities occur before the disaster and are aimed
at minimizing the effects of a disaster. The two types of mitigation are:
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1. Non-structural safety mitigation, which includes identification and
reduction or elimination of threats to human safety that may be
caused by the effects of a disaster on building contents, mechanical
components, furnishings, hazardous materials, and other
non-structural items within the buildings.
2. Structural safety mitigation, which includes identification of
hazardous structures and marginally safe structures. An example
of mitigation would be removing heavy objects, like flowerpots,
equipment, artwork, etc. from high places.

E.

Preparedness: While mitigation activities are necessary, it is also
important to be prepared for a disaster. Preparedness activities minimize
the disaster’s damage, help to prevent death and injury, and enhance
staff’s disaster response operations. They also prepare staff to take the
necessary planned actions effectively and efficiently to minimize property
damage and reduce safety hazards. These activities prepare staff for an
immediate response to a disaster. Critical Agency priorities include:
1. Safety of employees and clients in County facilities.
2. Maintaining essential welfare services to clients.
3. Preserving equipment, supplies, and records.
4. Identifying employees to perform critical functions for at least
seventy-two (72) hours of emergency operations.
It is important to plan in advance for the most effective and efficient
response operations by:
1. Stockpiling and maintaining adequate emergency supplies.
2. Developing and maintaining updated disaster plans.

3. Developing and maintaining effective Business Continuity plans.
4. Training staff on how to appropriately respond during and after a
disaster.
5. Performing emergency and disaster drills, and taking part in
Operational Area exercises to create and maintain effective
preparedness strategies.

G.

Recovery: These activities continue beyond the emergency period
immediately following a disaster. The activities focus on returning SSA
systems to normal levels as quickly as possible. Short-term activities are
designed to return vital manpower requirements to minimum operating
standards in order to eventually stabilize all systems to return to full
operations.
___________________________________________

PROCEDURE
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Response: This action occurs after the onset of a disaster. Goals of
effective response are to provide emergency assistance for casualties
(including search and rescue, shelter, and medical care) to reduce the
probability of additional injuries or damage, and to speed recovery
operations.

The following guidelines shall be undertaken in an effort to make SSA staff aware
of the potential danger of unforeseen disasters, and to assist SSA staff and
clients to be self-sufficient for at least the first 72 hours after any type of disaster
or emergency.
Mitigation and preparedness measures to be taken include the following:
1. Executive Management Team’s Responsibilities

The Executive Team is responsible for the daily oversight of emergency
management activities. Its role is to coordinate and verify that required
mitigation and preparedness activities are assigned and maintained. The
Executive Team shall be responsible to:
Maintain and update current executive chain-of-command (listed in
order of succession, (Attachment B).
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a.

b. Ascertain that building managers have current lists of employees’
skills readily available during the response and recovery stages of a
disaster. These lists can be developed from the “Earthquake or
Other Disaster Preparedness Employee Questionnaire”
(Attachment C). Immediate supervisors shall maintain a list of
their employees’ skills and have this list readily available to
building managers when needed.
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V.

F.

c.

Ensure that 24-hour staffing plans have been developed and are
ready to be activated for critical services such as Orangewood
Children and Family Center, Adult Protective Services, the Child
Abuse Registry, and Children and Family Services Emergency
Response Services that require 24-hour coverage.

d. Verify that Emergency Financial Assistance for continued tracking
of expenses is taking place, so that reimbursement and insurance
claim activities are secured using (Attachment D), SSA Staff Time
Spent on Disaster-Emergency.
e.

Ensure that Facilities Services, Information Technology Services,
Financial Services, Accounting, Human Resources and Career
Development (HRCD), and clerical staff are prepared to assist in
SSA disaster and recovery activities.

f.

Ascertain that division directors and managers have contact lists
for their staff that includes names, home and work telephones,
pager, blackberry, and cell phone numbers. Communicate
necessary and relevant information to SSA divisions during the
emergency response and recovery phases.

2. Manager and Supervisor Responsibilities

a.

Inform their supervisors about each division/section’s emergency
preparedness activities in monthly or quarterly meetings.

b. Coordinate the planning processes that pertain to mitigation and
preparedness, therefore working cooperatively with all levels of
staff within their respective facilities.
c.

Assure that each facility has adequate supplies of food, water, and
other disaster supplies for at least 72 hours. The location of the
emergency supplies should be prominently indicated on the
facility’s posted Emergency Evacuation Plan Diagram.

d. Identify facility resource deficiencies, and work with appropriate
building Facilities Services staff on corrective measures
(example-the roof of an SSA facility has been damaged by rainfall
and could become a problem if rainfall continues).
Work with Departmental Safety Representatives to identify and
analyze the potential non-structural hazards within their respective
facilities, and take the necessary action to mitigate the hazards.
Use the “Building Manager’s Facility Earthquake/Disaster
Preparedness Checklist” (Attachment E).

f.

Verify that staff has participated in trainings and emergency drills
pertaining to emergency awareness. This includes developing
approved procedures to provide emergency and disaster
information for clients, alert clients to the threat and potential
hazards of earthquake and other disasters, and suggestions to
prepare for and survive a disaster. In some instances coordination
with on site Sheriff’s Officers may be necessary.
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e.

g. Provide input for planning that is related to systems or procedures that
can be put to operational use during a potential or actual emergency.
Alert and brief staff on the following:
How to help themselves and clients to avoid property loss,
injury, and death.

(2)

How to prevent fire and explosion.

(3)

Why it is important to remain calm during and after a
disaster.

(4)

How to retrieve the emergency supplies.

(5)

What the evacuation procedures are.
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(1)

h. Assist Department Safety Representatives (DSRs) in evaluating the
safety of their facility. Encourage all staff to participate in emergency
and safety trainings.
i. Request staff members’ input on hazardous or unsafe building
conditions or practices on a regular basis. Observe and evaluate
promptly the identified conditions and practices, and take
appropriate corrective actions.
j. Undertake the following tasks on at least semi-annual basis:
(1) Request staff to look at each cubicle/room/space in their area
and identify potentially dangerous objects that could fall or be
hurled through the air during an earthquake or other disaster.
Upon identification of dangerous objects, take immediate
action to mount or move objects for safety.
(2) Ascertain that all employees know where their first aid kits, fire
extinguishers, emergency lighting, and three-day survival
supplies are located.
(3) Complete an evacuation drill involving only staff, and
debriefing staff on the results of the drill.
(4) Update contact lists that contain employees’ work and home
addresses and telephone numbers, and provide staff with
telephone numbers to call in an emergency.

(5) Review and update recall/notification lists to assure planning
for the minimum number of personnel required to support SSA
operational requirements in the event of an emergency.
Managers should maintain a copy of this list somewhere
accessible at home and at work. This list should contain
employees’ work and home addresses and telephone/cell phone
numbers.
k. The SSA Emergency Services Coordinator will send the “Earthquake or
Other Disaster Preparedness Employee Questionnaire” (Attachment C)
to the SSA Director’s secretary to send out to all SSA Managers and
Supervisors as a reminder to comply with maintenance of the
questionnaire as described in Section V.1.b.
A checklist of the above responsibilities is shown in Attachment F.
3. Employees’ Responsibilities
a. Employees shall undertake the following tasks at least on a
semi-annual basis:
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(1) Review emergency plans, Administrative Policies and
Procedures, priorities and unit protocols to be prepared to
respond intelligently and effectively to a potential disaster
situation.

(2) Provide any input they may have to their Division’s Business
Continuity Plan.

(3) Update their unit and department emergency plans with
changes in phone numbers, new staff names, and any changes
in emergency procedures.
(4) Take a personal inventory of their work area and assess
relative risks to colleagues, the public, and themselves and
share their finding with their immediate supervisor. Some
examples to look for are:
(a) Blocked exits.
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(b) Fixtures and work components, which could become
potentially dangerous during an earthquake or other
disaster.
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(c) Absence of first aid kits, fire extinguishers, emergency
lighting (when appropriate), equipment safety, and
accident prevention signs in the work area.
(d) Filing and storage cabinets and wall lockers not
properly anchored. If unsecured, these objects could be
dangerous in an earthquake or other disaster.
(e) Stairways cluttered or blocked with materials.
(f) Halls not clear of equipment and supplies.
(g) Emergency telephone numbers for fire and emergency
medical services not conspicuously posted near each
phone.

b. Familiarize themselves with disaster preparedness information for
their workplace and their homes. All staff should be encouraged to
make home disaster plans and maintain disaster supplies for
themselves and their families.
c. Be aware of the importance of documentation, and that all actions
taken in response to an emergency response should be thoroughly
documented.
___________________________________________
VI.

ATTACHMENTS

Map to Loma Ridge Facility (EOC)

B.

SSA Executive Chain-of-Command

C.

Earthquake or Other Disaster Preparedness Employee Questionnaire

D.

SSA Staff Time Spent on Disaster/Emergency Event

E.

Building Manager’s Facility Earthquake/Disaster Preparedness Checklist

F.

Manager’s and Supervisor’s Responsibilities Checklist
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