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We expect the learners to write minimum one well expressed point inthree lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate.
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Q:1: 
I.  An EOC or Emergency Operations Centre is a vital fall back option for any company that requires continuity in the face of crisis, it is an alternative location from which a company could relocate to in order to implement their crisis response plan and to continue operations thus preventing or minimizing damage and disruption to the organization.  

An Emergency Operations Centre would ideally be located away from the main building, as an example, if a company's building received a serious bomb threat then it would almost certainly be evacuated, the time it takes for the appropriate emergency services to respond and clear the building could be lengthy causing serious disruption to the company and its customers, if we have a plan in place for such a situation and the relevant people know that they will move to the EOC then chaos could be replaced by a well oiled drill and the company's reputation could shine in the face of adversity.  
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II. In addition to securing a location for the Emergency Operations Centre we must also ensure it has the appropriate resources available to enable us to occupy, establish and maintain an effective EOC.  

Resources will vary depending on the organization and location of a company but we should consider the following:
· Crisis Management plan – all EOCs must have a crisis management plan, depending on the EOC location this may be permanently stored at the EOC or taken there in the event of a crisis, this will include vital contact information.
· Communication – This will be vital in coordinating emergency services, recalling employees, notifying dependants and ultimately ensuring minimal disruption to the day to day operating of the company, for example in a major storm situation the local land lines and mobile network may have been damaged so we may need to use radios or satellite phones, all communications options need to be prepared and tested regularly.
· Power supply – in the event of a natural disaster, terrorist attack or strike action we could find ourselves without electricity, we must have a contingency plan for this possibly in the form of backup generators with enough fuel to sustain us, various batteries and even solar chargers could also be an option.
· Food & Water –For the EOC to be effective and sustainable we will need food and water, depending on the environment this may need to be pre stored in the form of bottled water and long life rations. 
· Information Technology Equipment – All companies now rely on computers in some form, to operate an effective EOC we will almost certainly require computers, these maybe in the form of lap tops for example as they are easy to move and essential EOC data could be pre loaded on them.
· Maps – to be an effective EOC it must have mapping of the area in detail and in general, this could also include site plans of buildings, floor plans and aerial photographs.
· White boards and stationary – Whiteboards and markers will be useful for collating incident details and diagrams, flip charts may also be an option.
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· First Aid Equipment – Depending on the situation and location it could be some time before medical services arrive on the scene, therefore it is imperative that we have employees trained as medical first responders and that we have medical packs and equipment including stretchers, this must be checked for serviceability regularly to ensure we have the correct up to date and appropriate first aid equipment.
· Staff Identification – For larger organizations it may be useful to incorporate some form of staff identification system, this could be achieved by using different colored jackets, bibs or armbands to denote team leaders, first aiders and spokes person for example.

Q:2: 
Essential elements of a Crisis Management Plan are:
· The Book – this should be a large file that is kept up to date at all times, it is a good idea for it to be a bright color and different to other files in its vicinity, it must be continually updated as required and it should have an index page at the front to log all updates, the book should always be available in hard copy as in the case of a power failure soft copy may not be available.
· Organization – The Crisis Management Plan must be easy to read and easy to navigate when time is short, section tabs could be used for quick identification of the required section, there should be a table of contents at the front and an index at the back.
· Preamble – this should contain an introduction, the purpose of the plan, scope statement, and the organizations policies, as well as being useful to the team it this section would be particularly useful for a member who had to stand in at short notice maybe due to an injury.
· Details – this section is for documenting minutes from meeting, document incidents as they unfold, documenting policy decisions that have or have not been implemented.
· Emergency Operations Centre – this section should contain all details of the EOC such as the location, team members who should report there, any 
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access requirements and anything the team members may need to bring with them i.e. lap top computers, stationary and chairs.
· Members of the Crisis Management Team – in the event of a crisis we must be able to contact and assemble the crisis management team as quickly as possible therefore it is essential that all team members details are stored here and regularly checked for accuracy and updates, all mobile and landline numbers, email addresses, home addresses and even social media sites used by team members.
· Job Descriptions – There should be a job description for every role in the team, this shouldn’t be taken for granted as in a crisis members of that team may be missing or injured meaning someone needs to temporarily or permanently stand in or replace them, with a well organized book then can navigate quickly to the job description section and quickly read up on what that role entails.
· Supplemental Teams – In a large organization there may be smaller crisis management teams spread out over an area reporting into one central headquarters, if this is the case then all their details should be stored in our plan.
· Alternate Team Members – It may be possible to train up people for certain roles in order for them to stand in for a team member during a crisis, for example send 2 of our most suitable candidates to train as a spokes person, then there can be a primary and secondary.
· Procedures for each scenario – this is a very important section which will list all identified threats, such as floods, bomb threats and power cuts and will give us guidance on the procedures to be carried out during such incidents and what drills to carry out.
· Spokespeople – There must be a nominated spokesperson, also an alternate should he be unavailable, they will be trained to deal with public announcements such as media and community leaders.
· Stakeholders – This could be employees, customers, contractors or suppliers but should include all personnel that are important to the running of our 
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business, all their contact details should be stored here and updated regularly.
· Critical Incident Stress Debriefing – This should contain details of agencies that we could call upon who are trained to deal with stress during or after an incident.
· [bookmark: _GoBack]     *   Event Debriefing – this section is for team members to log any lessons          learned or notes after the incident, this is vital to ensure should such an           incident occur again we don’t make the same mistakes.    
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