’FHURSN'OUNTY AMATEUR RADIO SERVICES OPERATING PLAN
e (Effective 01 January 2010)

DEPARTMENT OF EMERGENCY MANAGEMENT (DEM)
EMERGENCY CONTROL CENTER (ECQC)

. PURPOSE: To provide a general operating guideline for the employmeARES communications

equipment and personnel, and the responsibilities and doofddBES members during any training
net, exercise, or disaster response type missionnititiei DEM ECC Radio room. For the purpose of
this procedure, the term “ECC” means the physical ef&##e radio room within the DEM offices.

STANDARDS:

A.

SAFETY:

1. All ARES personnel must be aware of sdfeizards around any operating sites, antenna systems,
communications equipment, and power supplies in and aroar@EM ECC Building.

2. If any hazard is observed, notify the lanalsite authorities as soon as possible.

3. ALL ARES members are required to have tBelergency Workers Card available for review

ANY time they are on an exercise or mission imm@und the DEM ECC building.
4. ALL ARES members are required to wear thpproved Unit Safety Vest ANY time they are on an
exercise or mission in or around the DEM ECC building.

5.  Turn off ALL transmitting devices beforgening the ECC Radio Room. (i.e. Cellular phones,
Portable radios, etc.

CONFIDENTIALITY:

1. Any message traffic or other form&ndbrmation/data to and from the DEM or other hasserved
Agencies working within the DEM, during any missionlwibt be released/distributed to others or
outside agencies without the prior approval of the DEMgency authorities or their representative.

2. Any questions from the public or the media. (repsyteews crews, cameramen) will be directed to the
on site duty official or designated authorities.

3. Any matters under thel PPA rules or matters of the internal operations, in trganization, will be
directed to the on site duty official or designated adutilesr

SECURITY:

1. All ARES members should be aware of the lackvefall security at any site. It is recommended
all unnecessary valuables locked out of sight in tiehiicles during any event at the DEM ECC.

2. No one will not loan out any DEM ECC equipmentwiit prior approval by the DEM.

3. ARES members are not authorized to caryyyge of firearms on site at any time.

EMERGENCIES:

1. In the event of an emergency requiring the evacuafithe DEM, ALL personnel are directed to
follow the directions on the posted displays in the B&@io.

2. During any event where DEM officials are notikalde, all individuals are directed to use the

telephone

E.

services and call ‘911’ immediately for assistancd-fog, Medical or Law Enforcement assistance.

ACCESS:

1. ALL personnel are required to sign in & out of tméding ANY time they access it.

2. During any mission with a State Mission Numbétl_fersonnel are required to complete the sign in
and out on the Daily Emergency Workers Sign In Sheet.

3. Currently, ARES personnel are only authorizedssctethe DEM ECC, Radio room and associated
offices and Public Access area of the building.

4. Any access to other areas of the building or groomgs be approved PRIOR to going in that area by
that agency/office.



ARES

5.

Parking will be in the Public Access area untiaested by authorized personnel to park in restricted

access areas.

DEM ECC RADIO ROOM OPERATING PROCEDURES:
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. The ECC is a working area and will present suchpearance at during any operations.

The ECC will be kept clear of any unnecessantABES equipment.

The floor will be kept clear of all trash, cadyland any ARES related equipment not in use.

There is no smoking at the ECC or other DEMisua any time. Smoking is permitted in

designated areas outside of the building.

Non-ARES related electrical items will notused in the outlets within the ECC without prior
approval of the ARES RO and DEM Officials.

All antenna cables, etc., will be bundled, mar&ked secured out of the way of any normal physical
movement and other power cables, computer lines, etc.

The ECC will not be used as a place to sleepnbgne, at any time.

The ECC will not be used as a 'hang-out' by nB=38 personnel or any members not currently
scheduled for operation. Non-ARES members or normgeney workers under 18 years of
age are not authorized at any ECC during any exerciséssion without the prior approval
of the Thurston County Manager of Emergency Management

All chairs, keyboard extensions, cabinet doers, will be moved back to their original location
any time those items are not in use for safety@iement within the ECC Radio Room.

There will be no modifications to the wallspdoor storage areas within the ECC Radio Room
without prior approval of the ARES RO and DEM Offlsia

When multi-mode equipment is used, the item shoulthbeked to ensure there is no mutual
interference with other ARES related, or the SEEMNET, or CAPCOM radio/telephone
equipment or other electrical gear on site.

Non-recyclable items such as food, printer rithacans, cups, etc., will be placed in trash cans
marked for non-paper recycled items. Recyclable itgithée placed in designated areas.

There will be no posters or other objects plagéhin the ECC without prior approval of the
Manager of the DEM.

All ARES related devices that are used withinEl@C Radio Room will be inspected and
adjusted/repaired as required prior to operation.

The area around the ECC Radio Room will be keatncht all times including any trash or non-

related items found upon arrival.

"High" power settings will only be used when comitaitions are adversely affected by low
power operation. Heat from "High" power operatiotl b¢ monitored and blowers installed
as required on radio systems and associated power supplies.

It is each ARES member's responsibility toagdtorough briefing by the DEM Duty Officer
or their designated representative, prior to operaBrARES members will know where the
nearest fire extinguisher is located in the radior,abe proper operation, and evacuation
procedures in case of fire.

Upon the end of any net, exercise, or actual tdisessponse type mission, the last ARES
operator will ensure the ECC Radio Room is "cledima&n when they started operation.”

Questions and concerns about internal operatiahe ECC Radio room will be directed to the
Director of Emergency Management or the designatdd DHty Officer as soon as possible.

Questions and concerns about the ARES int&@&l Radio Room operations will be directed to the
ARES RO as soon as possible.



V. ECC RADIO ROOM EQUIPMENT:

A. PRE-OPERATING PROCEDURES:

1. Complete the heading and open the Operator's Logfehé&eat ECC. The DEM Radio Room

uses

a locally modified ICS Log sheet. Each mode (i.e.kpg@ meter, HF, etc..) operator will have

their

own Operators Log Sheet during their shift. They enlsure they have adequate supplies of blank

forms and writing materials are on hand prior to dpama

2. Equipment Inspection prior to operations: (Use equipmanuals on site as available)

(a) If the equipment is not 'powered' or turned on: Klalacables, connections, tie-downs,

cords, paper feed, and power supplies. Make correctigriacements, or adjustments as
required.

(b) If the equipment is already on: Follow commofetygprocedures and check all items

listed in (a) above without endangering the operatam Bff and disconnect the power supply

and then make any corrections if required.

3. Pre-set equipment for operations: (Use eq@npmanuals on site as available.)

(a) Prior to applying any power to equipment, operatdipre-set any knobs, dials, switches,

buttons, connectors, and settings to manufacturedsmmended positions and consult local
notes

for specific ARES set up procedures on site.

(b) Make sure each mode on site is using the propenrzenfer the respective piece of
equipment.

Make corrections if required.

B. STARTING PROCEDURES:

1. POWER SUPPLIES: Observe proper safety gduses at all times.

(&) Apply external power source to local ARES power sepccording to manufactures
recommendations and local site procedures.

(b) Check output of power supply for proper voltage, etkeviadjustments or replacement as
required.

2. Turn on power switches to the systems and emfiuigdios are set to 'Low Power' settings. If
operation if questionable, turn off the radio and poswgply in reverse order, consult

equipment
manual, and recheck. Then restart/power up the gkaquipment fails to operate according to
standards, notify the ARES RO and DEM Duty Officemiediately.

3. Consult equipment manuals and local specific wotlostastructions. Place switches, dials,

and
frequencies to normal operating positions.

4. On High Frequency (HF) radios, consult equipment mamehthen tune and load the antenna

system to the designated frequency. NOTE: If ava)aide a dummy load or check the
frequency

prior to tuning to ensure the site does not accidgrjtath other communications on the
frequency.

5. Digital Mode terminals, computers, marsitand associated printers will be turned on, programs
loaded, initialized, and set to manufacturer's standarddocal specific ARES procedures.

6. The Radio Operator will conduct and 'radio-checll wiknown distant station on all modes to
ensure equipment is functioning properly. Make adjustnsntequired. Operators will use
proper safety procedures at all times.

7. Operators will note their log sheet(s) whensystems are operational, any equipment changes,
repairs, have been performed, and initial radio-chieake been completed.

C. OPERATING PROCEDURES:



the

etc.,

VII.

E.

1. Keep all transmissions short, brief, and c@ciKnow what you need to say prior to pressing
the ‘Transmit’ button on the radio.

2. Talk in a steady tone with normal fluctuatioritie voice pattern, (don't be monotone) and talk
‘across' the microphone, not directly into thafiface piece, with about four to six inches of
space between the microphone and the operator's face.

3. Do not use any ‘cute’, or currently dige’ terms between operators or in 'service’ messages

between sites. Use standard international phantetispell questionable wording.

Keep operator non-essential 'chattex'minimum on any net or mode at all times.

Do not keep radios in ‘TRANSMIT” mode any longjesn needed to send the information.
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6. Complete all message ‘hard copies' and log dbgéike. Use hand printed block style letters
(Like those printed on this document you are reading,rogram & printer to make a final
readable hard copy and Log Sheet. Distribute copigsrtthe current mission procedures posted
by the DEM staff.

7. All operators should be prepared to thoroughly lngfon-coming radio operators, other ARES
members, the DEM Duty Officer, etc., at any tinbewt the current status of ARES ECC
site or their work station, and network operations..

8. ARES operators will only be relieved by ARE&mfers designated by the ARES RO at the end
of their scheduled shift, meals, or end of exercise.

9. Both on-going and off-duty ARES operators willleegshat the other radio operator completes

necessary log sheets, etc., prior to the new iddatiassuming full duties. Any questions will be
directed to the ARES RO or DEM official as soorpassible.

STOPPING/SHUT DOWN PROCEDURES:

1. Equipment stopping or shut down procedures will onpcbed upon after official notification by
the ARES RO, Net Control Station or DEM Duty ©éii, or their designated representative.

2. Operators will close down nets or log out of thespective networks first.

3. Follow “Starting” procedures listed above in revenster.

SITE/WORK STATION CLOSE DOWN PROCEDURES:

A.

B.
C.
D

The last ARES duty operator will inspect all equipmentie down and security and then cover, if
available, after turning off all power supplies.

The ARES area and ECC Radio Room will be cleanezhdprash thrown away in appropriate areas.
Excess forms and writing materials will be storedeturned to the DEM officials.

Final entries in Operators Log Sheet will be cartgdl and, along with any message 'hard copies',

will be turned in to the DEM Duty Officer.

Sign out on Emergency Worker's form and security Idgsn in any ECC security badges (If issued
for that event) to the designated DEM Duty officerdorty or at the exit point.

Upon leaving the ECC location, contact the AREBdR designated representative or any additional
instructions and advise them you are leaving for yiouel destination.

If the operator has any comments or questions dibelECC operations, contact the Duty DEM
official before leaving. If they have questions @#h&RES operations, contact the ARES RO as soon
as possible.

AFTER MISSION OUT BRIEFINGSREPORTS:

A.

At the end of any net, training exercise or actlisdster response mission, that ARES operates from
the DEM ECC Radio Room, ARES will attempt to haveveety informal out-briefing for all
members



and other interested parties to attend. All meméer®ncouraged to be there and to provide positive
feed-back for improving ARES operations within the DEKIC.

B. Members than cannot attend, are strongly encoutagemhtact the ARES RO by phone or in writing
and make any suggestions as to the mission.

C, The ARES RO is responsible for submitting an @fficeport and forms to the Thurston County
Director of Emergency Management within 96 hours aftsr mission.

KATHY ESTES

DIRECTOR, THURSTON COUNTY
EMERGENCY MANAGEMENT

01 January 2010



