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Emergency and Disaster Radio

Operations Manual

NOTE

This handbook is designed to be completed at the local level.

Information such as local repeater frequencies and local 2m nets need to be inserted in the appropriate places.

Items embedded in the text in RED ink need to be changed to reflect local circumstances.

PREAMBLE

In an Emergency…..

· Make sure your home and family are secure.  First and Foremost.


· Check your Go-Bag.


· Charge your batteries.


· Listen to your local repeater for instructions.


· Listen on 146.520 Simplex if your local repeater is not working.


· Check into the Resource Net on 146.XXX once it has been established for further instructions.


FOREWORD

This Emergency Communications Reference Guide serves as a general reminder to all Emergency Response Personnel that emergency and disaster management requires Adaptability, Flexibility and Creativity.

MISSION STATEMENT 

“To provide planning, support and leadership in emergency communications to our community in order to protect people, property, and the environment in the event of an emergency or disaster.” 

© ECOA 2012

All Rights Reserved

INDEX

1.0 Purpose

1.80
Principles of Emergency Communications

2.0 Summary of Emergency Communication Services

3.0 Limitations

4.0 Organizational Structure

5.0 Membership

6.0 Training

6.80
Exercises

7.0 Mobilization

8.0 Initial Check-In Procedure

9.0 Reporting to an Emergency Post

9.70
Setting up an Emergency Station

10.0 After the Emergency

11.0 Net Controller Duties

12.0 General Procedures

13.0 Net Control (NCS) Procedures

14.0 Logging

15.0 Possible Emergencies in your Area

16.0 Radio Assignments

17.0 Emcomm Operating Frequencies

18.0 Message Handling

19.0 Station Requirements

APPENDICES

A. 
Emcomm Operating Frequencies

B.
Emergency Frequencies

C.
Net Preamble

D.
Personal Checklist

E.
Fire Departments

F.
Police Departments

G.
Hospitals

H.
Local Radio Stations

I.
Local Municipalities

J.
Forms

K.
Q Signals

L.
Ready Kit Checklist

M.
Definitions & Abbreviations 

N.
Standardized Pro-words                          

O.
Call-out List

OPERATIONS MANUAL AMMENDMENT RECORD

Amendments to this document shall be recorded on this amendment record. 

	Amendment No.
	Dated
	Amended by
	Date Amended

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


INTRODUCTION

The purpose of this document is to establish an Amateur Radio emergency communication plan for Emergency Communications in “your area”, and to describe how Emcomm Groups should respond to activation requests from various agencies.  In case of a disaster affecting “your area”, emergency management communication links to the surrounding communities and to the regional and provincial EOC’s may have to be established using amateur radio. 

This plan is for the emergency management of communications.  Routine traffic such as displaced persons registration and inquiry can be handled when time permits using the facilities described in this plan or on other frequencies as personnel and equipment are available. 

The document provides direction for the organization, but any written word plan cannot possibly cover all situations.  The Emcomm command structure exists to offer maximum flexibility to respond to each situation uniquely so we can provide the optimum level of service.


1.0 PURPOSE

1.1
ECOA is an organization composed of Industry Canada licensed amateur radio operators whose major purpose is to provide county, or city, wide emergency communications.  

Emcomm Groups may provide communication services where no established links exist or supplement existing system(s) if they are overloaded or disabled.  Such services may include:

· Communications between different municipal and county agencies.

· Emergency communications between emergency social services officials and other government officials.

· Inter-communications among city, private and public service organizations.

· Additional public service communications.

· Health and welfare communications.

· CANWARN

1.8 PRINCIPLES OF EMERGENCY COMMUNICATIONS

1.81
Keep the QRM level down: remain silent unless called upon.  There are only two reasons to check into an emergency net: 1) You have a bona fide emergency; 2) the NCS is requesting help that only you can provide.

1.82
Monitor established emergency frequencies in time of danger.

1.83
Avoid spreading rumours:  transmit only facts, not speculation. Do not repeat messages unless so authorized by the originator, and then only word for word.

1.84
Authenticate all messages:  Any message of an official nature should be written and signed.

1.85
Strive for efficiency:  You are more effective as part of a team than as a lone individual.

1.86
Use all communications channels intelligently.  The object is to protect lives and property.  Use emergency or normal communications channels where available.

1.87
Don’t broadcast.  Our job is to communicate for, not with, the general public.

2.0  SUMMARY OF EMCOMM SERVICES

This section describes the various communication services provided by the Emcomm group to a user agency.

The services consist of self-contained communications networks which are combined together into an extensive communications system.  The system is centrally managed, staffed and equipped by your local Emcomm Group.  This means that your local Emcomm Group has the ability to custom design and  dynamically modify the systems detailed in this document in order to satisfy the constantly changing communication requirements of an extended emergency.

The communication services provided by Emcomm are:

1.1 Voice

1.2 Data Traffic

1.3 Dispatch

1.4 Surveillance

2.1 Voice traffic allows the user agency the ability to pass messages over VHF, UHF or HF voice networks connecting several locations in and around your area.  The message may be written, not unlike a telegram, or unwritten where personnel of the user agency may converse verbally with each other.

2.2 Data traffic allows the user agency the ability to pass messages over a digital radio network connecting several locations.  These messages are entered by keyboard and transmitted to another location.  Typically these messages contain lists of items or details of such complexity and length that using voice traffic service is impractical.

2.3 Dispatch allows the user agency the ability to direct the movements of radio-equipped vehicles over a voice network connecting the dispatch location and the vehicles.  The dispatcher is located in the municipal or county Emergency Operations Centre (EOC).  Amateur radio operators and their equipment may also ride in the agencies’ vehicles to provide a radio link.

2.4 Surveillance allows the user agency the ability to monitor and control activities in an area using a VHF or UHF voice network.  The monitoring is carried out by amateurs, using hand-held radios, either working by themselves or in conjunction with representatives of the user agency.  Typically amateurs monitor remote locations, buildings, parking lots and crowds to report any problems that may arise.

2.5 Relay data from deployed personnel from various agencies to a base of operations.

2.6
The communication services described above are managed and staffed by “your area” Emcomm Group and its members.  The management  structure consists of the Emergency Coordinator who is responsible for all the communications networks.   Each Emcomm serviced site has a Site Manager who is responsible for all Emcomm activities at that site.  In this way the communication system can be controlled and modified without delay in response to changing communication requirements as specified by the user agency.

2.7
The operational requirement for all the amateurs and their equipment are defined according to the type of communication they are required to provide.  This definition allows the amateur to ensure that his or her equipment is consistent with the requirements of the operation.  Very few amateurs are able to participate in all services, however this definition allows each amateur to judge their participation in each service based upon well defined criteria.

There are a number of tasks that an Emcomm member may be asked to do in the course of an Emergency or Disaster. The most common are: 

1. Portable Station: A solo assignment of a tactical nature. This usually involves carrying a VHF, UHF or dual-band portable radio and walking around. You may assist in damage assessment, neighborhood patrol, securing a foot perimeter on a SAR mission, observation, weather spotting, and other activities that require being on foot. Your gear should be carried so that you are self-contained for 12 hours - including food, water, and battery power. The standard of service expected is the ability to maintain communications (at a 4:1 Rx to Tx ratio) for a 12-hour operational period without re-supply from your vehicle. 



2. Shadow Station: This is a specialized form of assignment, assigned to “shadow” (stay close to) an official, to ensure that they have “instant and continuously ready” access to radio communications. When the official being shadowed needs to make or receive a call, the Operator must be “right there, right now” to hand him/her the microphone. 

3. Mobile Station: Working from a vehicle, and able to drive and perform a number of tactical or logistic functions. This may include neighborhood patrol, wide-area damage reports, storm tracking, personnel, equipment and supply transport, and dispatch runners which require the use of Mobile Stations. This is usually a two-person team, quite often one person driving and operating the radio and the other navigating, spotting and logging all traffic. 

4. Relay Station: Working a combination of Fixed and Mobile, always teamed with a second person, with one operator handling the radio and driving and the other logging all traffic. In the event of repeater loss or failure, drive to a designated location, establish an operational position and relay traffic assigned to you. The relay may be performed on two or more frequencies, possibly requiring cross-band or cross mode operation, and may require setup of larger antennas than can be successfully supported by a vehicle in motion, thus making the Relay Station more demanding of equipment inventory and operating expertise than other assignments. 

5. Fixed Station: Operators must be prepared to operate an HF (NVIS) or VHF fixed station in any of a number of scenarios, such as, ground search and rescue, mass casualty, evacuation coordination, debris clearance and wildfire suppression. The Operator may be expected to operate from a casualty collection point, staging area, equipment / supply depot, shelter site, Incident Command Post, police, fire station, hospital or temporary EOC. There may already be a pre-positioned antenna with coax terminating in a designated operator position with a desk, checklists and operating aids, in which you simply need to bring in and connect your equipment. In other cases the operator must begin from a “cold start” and provide all equipment being used. An important part of a Fixed Station assignment is the ability to set up, trouble-shoot, test, maintain and take down that equipment. This is a two-person assignment, with one person handling the radio and the other logging all traffic. In many cases a third person will be on the team.

3.0  LIMITATIONS

3.1
The information contained in this plan is to be used as a guide.  It is not the intent of this plan to limit the actions of an operator who is on site and best able to assess the prevailing conditions.

3.2
Emcomm is organized to provide communication services only.  Amateur radio operators on Emcomm duty are not expected to serve any other function.

3.3
The authenticity of all messages is the sole responsibility of the originating authority.

3.4
Although a radio operator may report conditions as he or she observes them, such observations are to be considered those of a layman and evaluated in that light.

3.5 This plan is subject to alteration and/or revision as required.

3.6
Emcomm Groups have the right to refuse dangerous operations, as do individual members.  Safety must be everyone's concern. Emergency service may involve inherently hazardous situations, safety and safe practices should be stressed at all times.

4.0  ORGANIZATIONAL STRUCTURE

The EC as coordinator and AECs as advisors to the EC shall serve as a council to conduct the business of the organization.  This includes:

· Representing your local Emcomm Group before all outside parties including agencies and organizations. 

· A source of leadership within the amateur community in the field of emergency communications.

· A decision making body to decide the focus and capability of the organization and evaluate the results of amateur radio response to exercises and actual events.  

There shall be the following leadership positions and responsibilities in local  Emcomm Groups:

4.1
Emergency Coordinator:

· Initiates the local group call-out system.

· Responsible for the operation and training of Emcomm members.

· Liaise with the Serviced Agencies.

· Attend municipal Emergency Planning Committee meetings.

· Assure Groups compliance with IC regulations.

· Coordinates VHF and HF weekly nets.

· Handles the recruitment of new members. 

· Promotes and enhances the activities of the ECOA for the benefit of the public as a voluntary, non-commercial communications service.

4.20
Assistant Emergency Coordinator – Administration:

· Prepares agendas for meetings as required.

· Maintain a current, and up-to-date, membership roster.

· Develop and maintain a current membership equipment/capabilities list.  

4.21
Assistant Emergency Coordinator – Technical:

· Make recommendations on usage of equipment obtained for the Group.

· Be an available coordination point for all temporary repeater technical crews in the local area.

· Modify and repair equipment donated to your local Emcomm Group.  Plan and prepare for equipment repair and replacement during operations.

· Track and keep Emcomm staff informed of repeater conditions and plans.

· During operations coordinate repeater and equipment repair by local crews and outside help.

· Keep staff informed of repeater systems status during operations and estimated repair times.

4.22
Assistant Emergency Coordinator – Training:

· Maintains the training currency list.

· Conducts training courses.

· Edits manuals to insure currency.

· Establish training requirements for Emcomm group members.

· Coordinate all training activities.

· Provide necessary training to assure backup support for designated key positions.

· Acts as EC when the EC is not available.

4.23  Assistant Emergency Coordinator – Logistics

· Arranges for transport, food, fuel etc for Emcomm personnel during emergencies.

· Works with AEC Technical in the supply and maintenance of ARES equipment.

· Looks after the Group Banking.

· Maintain an inventory of all group Emcomm equipment.

4.3 Team Leader(s):

· Is responsible for the management of all Emcomm activities at a Emcomm serviced site.  A site is defined as any location where your local Emcomm Group establishes at least one radio station. 

· Will establish a good working relationship with the hierarchy of the local management of the Serviced Agency at the site and establish an area for radio operations as soon as possible so that reporting staff will have a place from which to operate.

· Ensure that the radio site is as quiet as possible by good choice of operating stations and by the use of headphones wherever possible.

· Start and maintain a log of all activities at the site.

· Ensure that all radio operators have their ID badges.

· Verify that all unnecessary people are kept away from the radio site and that extra people are permitted into the radio site only at change of shift or as required.

· Ensure that the contents of formal traffic are kept confidential and that they be delivered only to the designated recipient in a way that preserves their confidential nature.

· Ensure that he or she never put themselves in a situation that is in physical conflict with any individual.  If security cannot be maintained advise the NCS as soon as possible.

· Re-assign staff to other operations if there is a shortfall in amateurs that are available for a given operation/task.

· Ensure that talk-in instructions to those amateurs who are driving towards the location are available.

5.0  MEMBERSHIP

5.1 Membership in the local group is open to any individual who holds a valid amateur radio license (or who is actively working on getting their license), who actively attends meetings, training and exercises, and who checks in to the weekly Sunday evening net.

5.2 All new members are expected to register themselves and their operating capabilities, and to take part in the training sessions that will be provided.

5.3 All members must keep their EC and AEC apprised of any changes in their equipment or amateur status that may affect the operation of “your area” Emcomm Group.

5.4 Identification cards will be issued to all new members. 

5.5 An Operations Manual will be provided to all members.

5.6
All members may be required to provide a recent CPIC clearance document.

6.0  TRAINING

6.1 
Members should attend training sessions and have a workable knowledge of the local disaster plan.

6.2 Members should participate in all emergency exercises, and take turns as Net Control Station (NCS).

6.3 Training functions may include Emcomm participation in local Civic events and other functions that improve skill in communication, organization discipline and judgment.

6.4 Preparedness classes may be called by the EC when it is felt that classes are the most effective means of training your local Emcomm Group members. 

6.5 It is expected that local group members will continue to develop a strong background in emergency procedures and net operation through education.  Pertinent information is available from ECOA.

6.6 The set of skills each member requires includes:

· Deployment skills.

· Formal traffic handling.

· Practice as a Net Control Station.

· Familiarity with your local Emcomm Group operating procedures. 

6.7
Local Emcomm Nets

· This section should list details and timings for LOCAL nets.

6.80  EXERCISES

6.82
An exercise is considered to be any training which involves on-the-air activities simulating some aspect of Emcomm communications.

6.83
Exercises shall be conducted a minimum of three times a year.  

6.84
Exercises are used to accomplish some, or all, of the following:

· Evaluation of working relationships between Emcomm and served agencies.

· Evaluation of equipment and techniques used to respond to specific scenarios.

· To introduce new operators to Emcomm.

· Evaluate participation and interest in Emcomm programs at all levels.

6.85
Local Emcomm groups shall be encouraged to fully participate in the annual Simulated Emergency Test (SET), the ARRL Field Day, and the Society for the Preservation of Amateur Radio’s Winter Field Day.

7.0  ACTIVATION      



7.01 Levels of Alert.


Emcomm has four levels of activation, providing flexibility in situations that may not require a full mobilisation of personnel.

Our Alert Levels are:  


LEVEL ZERO – INACTIVE

Normal Amateur business as usual.  

LEVEL ONE - SOMETHING MIGHT HAPPEN


Under Level 1 activation, Emcomm volunteers are asked to prepare for a possible deployment.  Depending on the situation, volunteers may be notified by phone, email, or radio.

Emcomm operators are asked to monitor the local groups primary frequency.  An informal net may be started to keep members informed.

Emcomm volunteers are asked to check their level of preparedness.  Checking preparedness means: 

· Checking family members to ensure that they are secure.

· Checking schedules and availability.

· Checking, and charging batteries.

· Testing primary and backup equipment.

· Checking Go-Kits.

· Checking vehicle readiness.

· Filling gas tanks.

LEVEL TWO – STANDBY

Under level 2 activation, the EC assesses the need for volunteers.  The EC contacts key Emcomm volunteers in order to gather scheduling information.

Emcomm operators are asked to monitor the group primary frequency.  Now is a good time to start loading your equipment into your car while you have the time.

A formal Net is initiated.  An Emcomm net controller begins making periodic announcements on the groups primary frequency.

Happening concurrently to all this, the EC will dispatch an AEC to the served agency.  Upon arrival at the served agency, the AEC must:

a) Identify themselves to the County or Municipal staffs that are present.

b) Be briefed on the task at hand. 

c) Then brief the EC.

Then the AEC must:

a) Establish VHF communications with the NCS.

b) Start a log.

c) Monitor the assigned frequency(ies) until other radio operators report for duty.

LEVEL THREE – DEPLOY

Under Level 3 activation, at least one AEC is on duty at the primary EOC.  The EC starts the callout to Emcomm volunteers for a 72 hour schedule.

The Formal Net established at Level 2, now becomes the Resource Net, and continues to operate on the local groups primary frequency.  The resource net controller will advise members on:

1) What staging area to report to. 

2) If you are needed at this time.  

3) What time you will be needed, if known.

Initial deployments may be up to 12 hours in duration.  However, be prepared for longer deployments in a larger emergency, as relief may not be available for some time.

The EC will at this point advise the DEC that the local group has been activated, and that mutual aid will be required to support the group.

7.02 STAGING AREAS

A staging area is where hams meet before going to the site of an incident.  This has many advantages.  An organized group may have fewer problems getting through roadblocks, parking might be an issue at the site, people are less likely to get lost, and equipment failure is less likely to be a problem.

Each Amateur will fill in the Mutual aid intake form upon arrival and the Staging Area Manager will give each registered Amateur a copy of the Information for a Reporting Emcomm Operator form (See Annex J).  

8.0  INITIAL CHECK-IN PROCEDURES

8.1
Each amateur wishing to volunteer time for the emergency shall conform to the following check in procedure:

8.2
Assemble your initial traffic for the Resource Net:

· Your call sign.

· Your name.

· Your location.

· The operations you can provide (voice, portable, digital, mobile etc).

· Your current status (mobile, at home/work, on foot etc).

8.3
Check-in with your traffic

8.4
Check-in frequency: Local Repeater info

8.5
Traffic might consist of the following:

· What Staging Area to report to;

· When to report to the Staging Area;

· What frequency to use;

· Updates on the current volunteer situation;

· Calls for extra equipment; and

· Security clearance information (if required).

9.0  REPORTING TO AN EMERGENCY POST

9.1
Be prepared for refusal to enter a disaster area!  There can be much confusion in the early hours of any disaster.

9.2
Do Not attempt entry to a disaster area unless specifically requested to do so by an official in charge.

9.3
Do Not represent yourself as anything other than a Radio Operator assigned to that particular site by the EOC.

9.4
Be courteous to the official in charge if you are refused access.  He/she is only doing his/her job.

9.5
If you are refused access to an area that you have been told you are

cleared for, contact the Staging Area Manager for further instructions and assistance.  This will let them know of the problem so they can get it resolved with the officials in charge.  This will help others to gain easier entry later.

9.6
Our job with any organization requesting assistance is such that it will be rare for us to move within a restricted or dangerous area.  You will be advised at the time of receiving your assignment of any restrictions or hazards which are known, or suspected.

9.70  SETTING UP AN EMERGENCY STATION

9.71
The following should be adhered to when establishing an emergency station.

9.72
Make your presence known at the operating location.

· Introduce yourself to the manager of the location.

· Make sure that each new communications shift does the same.

· Ask the site manager to do the same after their shift changes.

· Establish the routine for messages within the shelter.

9.73
Do anything necessary to get on the air as soon as possible.  Choose an area that is quiet but accessible; preferably near an outside window and entrance.

9.74
Assess the safety of the operating site for any hazards, either on the ground or overhead.

9.75
Appoint three radio personnel:


Team Leader – must be a trained, active Emcomm member who will:

· Direct the operation of the station.

· Assure that a log is started and all major events are recorded.

· Secure the operating area from unnecessary personnel in a firm but polite manner.

· Serve as the interface with the agency being served.

· Sign on and off duty when relieved by another qualified supervisor.

Logger 

· Prepare and check messages and handle filing and distribution.

· Record in the log, all traffic handled and times received and sent.

· Note shift changes (times and operators).

· Note other events affecting communications and station operation.

Operator

· Handle transmitting and receiving only.

· Never leave the radio until relieved by another operator.

9.76
Always overlap with the next shift – do not leave the station unattended at any time.

9.77
Where tactical call signs are used (e.g.: Rover One) identify periodically with an Amateur callsign as per the regulations.  While the Amateur call sign may change, the tactical call sign must stay the same for the duration of the event, unless instructed otherwise by NCS.

9.78
If required, establish a separate logistics net to only handle requests for people and equipment etc.

9.79
Conduct all transmissions via the NCS.

9.80
Before you are relieved, fill in the brief briefing sheet which will tell your relief operator the following points:

· What is my tactical call?

· With whom do I keep regular contact?

· What are their tactical call signs?

· Where are the net stations located?

· What type of activity is pending?

· What frequencies should I use for what function?

· Radio, power supply, and antenna information.

10.0  After the Emergency

10.1 
After a real or simulated emergency is over, all Emcomm   

         activity should be properly recorded and reported.  This may help to

         clear up questions that may be raised regarding the conduct of the

         emergency, provide a basis for further improvements, and will

         document the role of the local Emcomm Group.

10.2  All agencies working with the local Emcomm Group should be

        encouraged to promptly submit documentation to the local EC to 

        report on how they viewed the services provided, and to note any

        deficiencies or improvements required.

11.0  NET CONTROLLER DUTIES


11.1  During the initial phase of the event, a Net Controller will be appointed

         To establish a Primary Net in accordance with the frequencies listed in

 
 Appendix “A”.  This net will initially be used to alert Emcomm

         Members (and others) of the initial details of the event and convey

         Instructions as to how, when and where to respond.

11.2  The Net Controller should be located physically away from the “action”

         So that he/she will not be distracted by extraneous sights and sounds, 

         but rather will be able to fully concentrate on controlling the

         communications occurring on the net.

11.3  Once the operation commences, the Net Controller may elect to 

         continue to use the Primary Frequency for Net Operations or establish

         a separate net for this purpose.  Depending on the volume of traffic

         occurring, other frequencies may be designated for:

· General Communications.

· Formal Traffic.

· Volunteer Check In.

· Logistics

· Other, as required.

12.0  GENERAL PROCEDURE

12.1
Use call sign phonetics when checking in for the first time.  Use the

 
international (ITU) phonetics.

12.2
Once you have checked into a net, monitor the frequency until the net

         is closed or you have requested the Net Control Station (NCS) to

         excuse you.  The NCS expects stations that have checked in, to be

         available for taking messages or other duties, and some stations may

         be in hazardous areas. Report when temporarily leaving a post or

         substituting in at a post.

12.3
Stay on the primary frequency in your areas, especially if you’ve

         checked into a net.  DO NOT tune to other frequencies to find out 

         what’s going on elsewhere.  The NCS may not be able to find you

         when volunteers are needed, or may assume you are lost.

12.4
Speak slowly, calmly, and distinctly.  Do not trail off at the end of a

 
sentence or get excited on the air.  Stay calm – do not yell into the

 
microphone.

12.5
Talk across the microphone rather than directly into it to minimize

         “pops”.

12.6
Hold the transmit (PTT) button down firmly.

12.7
Know what you are going to say; and keep all transmissions short and

         To the point.

12.8
Use your call sign or tactical call to break in if necessary.

12.9
In case you need immediate attention, use “BREAK BREAK” or

 
“EMERGENCY BREAK”.

12.10
  Remember that emergency nets are often monitored by the news

           Media and the general public using scanner receivers.  Keep a

           “professional demeanour” on the air.

12.11
  Avoid humour while the net is in session.

12.12  Avoid the use of words whose meaning can be easily confused.  For

 
  example, use “affirmative” for “yes”, “negative” for “no”.

12.13  Only transmit facts – avoid opinions and non-essential information.

12.14
  If contacted by the news media, you should not comment at all but

  courteously refer the person to the Media Relations or   

  Municipal PR Officer.

12.15  Do not use Q-signals or 10 Codes on voice nets.  For example use

  “acknowledged” or “received” instead of “QSL”. For local nets, use 

  local time.

12.16  If working in the field, try to have some means of visible

           identification (ID card, Club hat, and Yellow Safety Vest). 

13.0  NET CONTROL STATION (NCS) PROCEDURES

13.1
Be firm but polite.  The NCS must control the net activity to keep

         Traffic moving smoothly, but their control need not be dictatorial.

13.2
Traffic (formal or informal) must be handled strictly according to

 
precedence.

13.3
Log as much of the activity as possible, with particular emphasis on

written traffic.  Logs will help you keep track of where operators are located, as well as provide a record of how the emergency was handled.  Know which operators are checked into the net at all times.  A tape recorder may be helpful for providing a record.

13.4
If possible, have another operator assist with logging functions.

13.5
Stations with formal traffic may be referred to a repeater or other

        Simplex frequencies to pass the traffic.  Keep a record of which

        stations are on which frequency.

13.6
Tactical call signs may be used.  Operators must still ID with the

         Regular call sign at appropriate intervals.

13.7
“Call the roll” periodically to make sure that stations are still at their

assigned locations.  A good method is for the NCS to go down the list of tactical call signs and note the call of the operator responding.

13.8
Keep calm – avoid excitement on the air.

14.0  LOGGING

14.1
The Team Leader for the radio site is responsible for the keeping of an

“action log”.  This log shows the time at which events occurred at the radio station.

14.2
This log should include notations about:

· Shift changes.

· Operators on duty during a shift.

· Informal traffic handled.

· Parties involved.

· General topics discussed.

· Other events affecting communications and the actions taken to resolve them.

14.3
It is not necessary to log formal traffic since these are in written form

         And filed separately.

15.0  POSSIBLE EMERGENCIES 

Normally, when the Police, Fire or Public Works Supervisor at the emergency site considers the situation, or potential situation, is of a serious nature beyond the capability of the emergency services to manage or support without outside assistance, he/she will begin the process to activate the municipality's Emergency Plan. 

This is done by advising the Chief of Police, Head of Council, Fire Chief, or City/Town Engineer respectively. This official will decide whether or not the situation calls for the assembly of the E.O.C.G. and, if so, will request the appropriate notifications take place to assemble the E.O.C.G. members. 

a. Natural

(1) flood
(2) tornado
(3) blizzard
(4) major brush fire
(5) epidemic or pandemic
(6) earthquake

b. Person-caused

(1) transportation accident (road, rail, air)
(2) large explosion, fire
(3) spill of hazardous materials
(4) major utility outage (telephone, electricity, etc.)
(5) structural collapse (bridge, building, water system)
(6) search and rescue operations

16.0  RADIO ASSIGNMENTS

16.1
There are a number of guidelines to be followed when making

         Individual radio assignments during an emergency.

16.2
The Emcomm member responsible for making radio

         assignments will attempt to show all consideration possible for the 

         membership, within the limits permitted by the circumstances of the 

         emergency.

16.3
Radio assignments will generally be of a routine communications

         nature.  If there is any element of hazard or unusual conditions, the 

         member must be advised and offered the opportunity to refuse the 

         assignment.

16.4
Members are expected to provide their own communications and 

         Auxiliary equipment at all times.  This equipment is to be taken to the 

         assignment location and removed at the end of the individual’s shift, 

         unless prior arrangements have been agreed to.

16.5
Members are expected to be available for emergency communication

duties on short notice.  

16.6
If at all possible assignments will be given in such a way as to

         minimize the amount of travel involved for the members.

17.0  EMCOMM GROUP OPERATING FREQUENCIES

17.1  The primary operating frequency is: 146.XXX  Additional frequencies

         are listed in Appendix “A”.

17.2  If an emergency should require that communications be established

        With the immediate surrounding areas, refer to Appendix “B” for a list

         of operating frequencies.

18.0  MESSAGE HANDLING 

18.0
Whenever possible, transmit formal written traffic using the standard National Traffic System (NTS) format.  This makes the message very easy to handle should it need to be routed through the NTS. 

18.1
Each message is to be assigned a sequential message number by the station of origin.  This message number remains with the message and never changes.

18.2
A precedence is assigned by the station of origin, based on information provided by the person sending the traffic.  This precedence never changes.  Precedence is required and may be: Emergency (never abbreviated), (P)riority, (W)elfare,(R)outine.

18.3
Handling instructions are optional.

18.4
Station of Origin is included so anyone handling this traffic will know its place of origin, in case clarification is needed.

18.5
Place of Origin is the geographic location where the message originated.

18.6
Filing Time is the time the traffic was originated.  Use the 24 hour clock and local time.

18.7
Date Filed is the date the message was written (day and month).

18.8
All messages must carry the signature of the person originating the message and their title or office.

18.8
Because incident reports are public documents, use a formal message for:

· Station activation and closure.

· Damage assessments.

· Shelter and EOC status.

· Situation updates.

· Declarations.

· Resource requests.

· ICS facility relocations.

18.9 Health and Welfare Traffic Policy – Incoming.  In the first 72 hours following an emergency or disaster, which interrupts normal communications, Emcomm will observe a total moratorium on incoming Health & Welfare traffic.


18.10 Health and Welfare Traffic Policy – Outgoing.  Following a disaster which interrupts normal commercial communications, it is policy that an outgoing Health & Welfare message service for the individuals in the disaster ares is a vital function which should be established as soon as possible.

19.0  STATION REQUIREMENTS 

19.1 The local Emcomm Operating System.  The basis for this system is at the County Level.  During any emergency, the EC will establish a Staging Area (SA) from which amateur operations will be controlled and administered.  Next, the EC will assign each served agency and/or each municipality a Control Station (CS) to serve as a control for local operations.  


[image: image2]
These local CS will utilize two or more frequencies and operators, one for communications with the EOC and SA and the other(s) for communications with amateurs working with the served agencies.  


19.2 For organized handling of formal traffic, Emcomm will designate one or more Official Traffic Stations (OTS).  These stations will operate on the traffic nets as the ONLY stations to handle traffic for the municipality and will interface with the EOC and CS stations as required.  

19.3 The EC will assign ALL frequencies used in the County as per those listed in the Loyalist District frequency coordination list.


19.4 Simplex VHF and UHF frequencies should be used for operations whenever possible. 
 

19.1
The Staging Area Station (SA) will be set up at the staging area

         being used.  It will rely on VHF and/or UHF voice communications, and

         will stay in contact with the Control Stations and the NCS.

19.2 The Control Stations (CS) can be set up at the Municipal or County EOC(s).  These stations shall be capable of operating on at least two (2) VHF/UHF frequencies and a NVIS HF frequency.  One of these VHF/UHF frequencies will be used to link with the SA and other CS while the other one will be used to communicate with operators assigned to their served municipality.

19.3
The Official Traffic Station (OTS) should be an existing home based station(s) that is not in the immediate disaster area.  These stations should be adequately staffed and able to operate on emergency power and must be capable of operating on VHF/UHF frequencies as well as:

3.742

National Traffic System Frequency

3.755

Ontario Amateur Radio Service Net

7.055

TPN & Main HF Monitoring Frequency

7.153

Ontario ARES Main Frequency

They will maintain communications with the CS and other agencies as well as other amateurs who can handle Health and Welfare traffic.  One of the main purposes of these OTC stations is to act as a direct link to the Section Traffic Nets.  During communications emergencies these stations will handle ALL incoming and out-going formal traffic.  

APPENDIX “A”   
EMCOMM OPERATING FREQUENCIES

146.XXX 

Frequency One (Primary Frequency)

146.XXX

Frequency Two (Primary Backup Frequency)

146.XXX

Frequency Three (Secondary Backup Frequency)

146.520

National Calling Frequency

145.650

Frequency A

146.400

Frequency B

146.415

Frequency C

146.430

Frequency D

146.445

Frequency E

146.460

Frequency F

146.475

Frequency G

146.490

Frequency H

146.505

Frequency I

146.535

Frequency J

146.550

Frequency K

146.565

Frequency L


146.580 

Frequency M


146.595

Frequency N

146.775

Frequency O

147.390

Frequency P

147.405

Frequency Q

147.420

Frequency R

147.435

Frequency S

147.450

Frequency T

147.465

Frequency U

147.480

Frequency V

147.495

Frequency W

147.510

Frequency X

147.525

Frequency Y

147.540

Frequency Z

147.555

Frequency AA

147.570

Frequency AB

446.025

Frequency AC

445.975

Frequency AD

446.075

Frequency AE

446.125

Frequency AF

3.742


National Traffic System Frequency

3.755


Ontars

7.055 


HF 1 (TPN & Main HF Monitoring Frequency)

7.065


HF 2

7.075


HF 3

7.085


HF 4

7.095


HF 5

7.153


HF 6 (Ontario ARES Main Frequency)

14.120

HF 7

14.130

HF 8

14.140

HF 9

14.265

SATERN Net for Welfare Traffic

APPENDIX “B”   
SECONDARY OPERATING FREQUENCIES

In case of an emergency or disaster in the surrounding areas:

	Location
	Call Sign
	Frequency
	Tone
	IRLP



	Fill this information
	
	
	
	

	in for your local 
	
	
	
	

	area
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Other Repeaters that will be useful

	Location
	Call Sign
	Frequency
	Tone 
	IRLP



	Fill this information
	
	
	
	

	in for your local
	
	
	
	

	area
	
	
	
	

	
	
	
	
	

	
	
	
	
	


APPENDIX “C”   
NET PREAMBLE

Weekly Net Script

This is (name)_________ , (call sign)___________, net control operator for the XXXXXXXX Area EmComm Net. 

This net meets every Sunday evening at 1930 hrs on the 146.XXX repeater for the purpose of planning, practicing and discussing the activities of the XXXXXXXX Area EmComm Group.

This net is open to anyone interested in Emcomm and supporting emergency communications, Emcomm membership is not required to check in to the Net.

If at any time during the Net, should an emergency arise, please notify Net Control. We will stand by and allow those in need access to this repeater. 

· Are there any portable or mobile stations wishing to check in at this time?

· Are there any home based stations wishing to check in at this time?

· ARES announcements.

· Do we have any stations with announcements, bulletins, or news of general interest to the net? 

· Last call for stations wishing to check-in to the Emcommnet, or any further comments or questions, please come now.

There being no further check-ins or comments, this is (Your call sign) closing the XXXXXXXX Area EmComm Net, Thanks to all for participating. This frequency is now returned to regular amateur use.  73 to all, this is_________.

APPENDIX “D”   
PERSONAL CHECKLIST - GO KIT CONTENTS

Minimum Equipment List

Anytime you respond for an EmComm event, whether training or actual, there is a minimum set of equipment you should bring with you to get the job done.  These items are:

· A 2m HT

· A 2m mag-mount

· 50 feet of coax with connectors

· Spare batteries for handheld (enough for 12 hours)

· Club hat, Safety vest and ID Card

· Appropriate clothing for weather and terrain

· Paper and pencil/pens clipboard

· Radio license

· Toolbox 

· Gear to stay overnight (if required)

· Personal medication, food and water for a 12 hour shift

· First Aid Kit, flashlight and spare batteries

· Rubbermaid tub to hold all equipment

· Toilet Paper/Paper Towel

· Lawn chair/table

· Potable water/munchies/bug spray/UV protection

· Commercial radio battery or crank operated AM/FM/Shortwave

· Lantern/headlamp

· Cash/change

· Can opener

· Garbage bags

· Whistle

· Local Map/Topographical sheets/compass

APPENDIX “E”   
FIRE DEPARTMENTS

List addresses and phone numbers

APPENDIX “F”   
POLICE DEPARTMENTS

List addresses and phone numbers

APPENDIX “G”   
HOSPITALS & AMBULANCE

List addresses and phone numbers

OTHER USEFUL PHONE NUMBERS

Ontario Hydro



1-800-664-3377

EMO





1-866-314-0472

1-416-314-0472

         FAX 
1-416-314-0474

APPENDIX “H”   
LOCAL RADIO STATIONS

List addresses, frequencies, and phone numbers

APPENDIX “I”   
LOCAL MUNICIPALITIES

List addresses and phone numbers

APPENDIX “J”   
FORMS 

COMMUNICATIONS LOG SHEET


        PAGE____ of ____

                                     EMCOMM EVENT LOG

	NAME
	
	CALL
	
	PAGE
	
	OF
	
	DATE
	

	TACTICAL CALL
	
	START
	
	  STOP
	

	MSG#
	TIME (L)
	TO
	FROM
	MESSAGE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



MUTUAL AID INTAKE FORM

(To be completed upon arrival at the Staging Area)

	Name


	

	Call Sign


	

	Group Affiliation


	

	Vehicle / Plate


	

	Identification


	

	Deployment Limitations


	

	Emergency Contact


	
	Phone:

	Home Address

& Phone


	

	

	Equipment
	Model
	Serial Number



	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	

	Remarks

	


              This document will be destroyed after the Amateur has finished their deployment.

NET CONTROL DIAGRAM

EVENT: ______________________________________

DATE/TIME: _________________________________
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/8




     NET CONTROL

     Call sign in Circle.  Location in Rectangle

Primary Freq _________________     Secondary Freq ____________________

EMCOMM – RADIOGRAM

	Number
	Precedent
	HX
	Station of Origin
	Check
	Place of Origin
	Time Filed
	Date

	
	
	
	
	
	
	
	

	To: 

Telephone #: _________________________

     __________  __________  __________  __________  __________

     __________  __________  __________  __________  __________

     __________  __________  __________  __________  __________

     __________  __________  __________  __________  __________

     __________  __________  __________  __________  __________

Signature: ________________________



	From                          Date                Time

Rec’d:
	From                           Date                Time

Sent:


    Revised 30/12/10

EMCOMM – WELFARE MESSAGE

	Number
	Precedent
	HX
	Station of Origin
	Check
	Place of Origin
	Time Filed
	Date

	
	W
	
	
	ARL
	
	
	

	Message Receipt or Delivery Information

Operator & Station ____________________________     Sent To _________________________________

Delivered To ___________________________________________________________________________

Date______________________________  Time __________________________

	To: 

Telephone #: _________________________

(CIRCLE NOT MORE THAN TWO STANDARD TEXTS FROM LIST BELOW)

ARL ONE – Everyone safe here.  Please do not worry.

ARL TWO – Coming home as soon as possible

ARL THREE – Am in ___________________________________ hospital.  Receiving excellent care and recovering fine.

ARL FOUR – Only slight property damage here.  Do not be concerned about disaster reports.

ARL FIVE – Am moving to a new location. Send no further mail or communications.  Will inform you of new address when relocated.

ARL SIX – Will contact you as soon as possible.

ARL SIXTY FOUR – Arrived safely at ______________________________________



	Time


	Date
	Telephone
	Signature




   Revised 30/12/10

MESSAGE FORM CONTENTS

Date of origin. The address should be complete and include a telephone number if known. The text

should be short and to the point, and the signature should contain not only the name and phone number of the person sending the message but his/her title, if any.

Number. This is the number of the message. Start at “001”.

Precedence.

Emergency—Any message having life and death urgency to any person or group of persons. This

includes official messages of welfare agencies during emergencies requesting supplies, materials, or instructions vital to relief of stricken populace in emergency areas. These are handled before Priority, Welfare, or Routine traffic. Rarely used during non-emergency periods.

Priority—Important messages having a specific time limit: official messages not covered in the

Emergency category, press dispatches and other emergency-related traffic not of the utmost

urgency, personal or official notification of death or injury in a disaster. These are handled after

Emergency traffic but before Welfare or Routine traffic.

Welfare—A message that is either an inquiry as to the health of an individual in the disaster area or

an advisory or reply from the disaster area that indicates all is well should carry this precedence. These messages are handled after Emergency and Priority traffic, but before Routine.

Routine—Most traffic in normal times will bear this designation. In disaster situations, traffic

labeled Routine should be handled last, or not at all when circuits are busy with Emergency,

Priority, or Welfare traffic.

Handling Instructions. Optional. This section is not regularly used in Emergency Communications, but

once inserted is mandatory with all relaying stations. 

Station of Origin. The first amateur handler. (see Place of Origin)

Check. The number of words/groups in text only.

Place of Origin. City or town where message is sent. Not necessarily location of Station of Origin.

Time Filed. The time message is filed. 

Address. Complete address including postal code of person who will receive this message.

Telephone Number. Complete telephone number including area code of person who will receive the

message.

Text. Limit message to 25 words or less, if possible. Note that “X”, when used in the text as punctuation,

counts as a word for Check..

Signature. The name of the person sending the message. It does not count as a word.

RCV’D (Received). During an emergency, an official who receives the message should sign in the box.

Otherwise, the amateur who receives the message signs. Message forms may vary, so if this area is not

on the form, sign on the back of the form.

Sent. During an emergency, an official who sends the message should sign in the box. Otherwise, the amateur who sends the message signs. Message forms may vary, so if this area is not on the form, sign on the back of the form.

These are legal documents. 

Originals, signed by the originator are to be kept by operators until the end of the emergency. On completion of the emergency, all messages and logs should be sent to the AEC Administration for retention.                              

APPENDIX “K”   
Q Signals

ARRL Q Signals for use on CW only – NOT SSB or FM transmissions.  However, they may be used if it helps to get the message understood.

Q signals were developed to facilitate, simplify and make more efficient the conversations and handling of traffic (messages) using Morse Code (also known as, CW or Continuous Wave) communications. In the old days of radio (1920's on) and many messages are being transmitted (as in emergencies or across long distances) short cuts are greatly appreciated. When "tapping out" each letter of a long question or reply became tedious the Q signals came in to play. 

They were only intended for Morse Code and never intended for voice operations. In fact, it is considered a "faux pas" and "bad form" to use them in voice communications. Although, many newer, less experienced hams often do, the old guard generally frowns upon it.

A Q signal followed by a ? asks a question. The same Q signal without the ? answers the question affirmatively, unless other wise indicated.

	The Standard Q Signals

	QRA
	What is the name of your station?

	QRG
	What's my exact frequency?

	QRH
	Does my frequency vary?

	QRI
	How's my tone (1~3)?

	QRK
	What's my signal integrity (1~5)?

	QRL
	Are you busy?

	QRM
	Is my transmission being interfered with?

	QRN
	Are you troubled by static?

	QRO
	Shall I increase transmitting power?

	QRP
	Shall I decrease transmitting power?

	QRQ
	Shall I send faster?

	QRS
	Shall I send slower?

	QRT
	Shall I stop sending?

	QRU
	Have you anything for me? (Answer in negative)

	QRV
	Are you ready?

	QRW
	Shall I tell _____ you're calling him

	QRX
	When will you call again?

	QRZ
	Who is calling me?

	QSA
	What is my signal strength? (1~5)

	QSB
	Are my signals fading?

	QSD
	Is my keying defective?

	QSG
	Shall I send _____ messages at this time

	QSK
	Can you work break-in?

	QSL
	Can you acknowledge receipt?

	QSM
	Shall I repeat the last message sent?

	QSO
	Can you communicate with _____ direct?

	QSP
	Will you relay to _____ ?

	QSV
	Shall I send a series of V's?

	QSW
	Will you transmit on _____ ?

	QSX
	Will you listen for _____ on _____ ?

	QSY
	Shall I change frequency?

	QSZ
	Shall I send each word / group more than once?
(Answer, send twice or _____)

	QTA
	Shall I cancel number _____ ?

	QTB
	Do you agree with my word count? (Answer negative)

	QTC
	How many message have you to send?

	QTH
	What is your location?

	QTR
	What is your time?

	QTV
	Shall I stand guard for you?

	QTX
	Will you keep your station open for further communication with me?

	QUA
	Have you new of _____?




ARRL QN Signals for CW net use.

Notes on use of QN signals: The QN signals listed are special ARRL signals for use in amateur CW nets only. They are not meant for casual amateur conversation. Other meanings that may be used in other services do not apply. Do not use QN signals on phone nets. Say it with words. QN signals need not be followed by a question mark, even thought the meaning may be interrogatory.

	Q Signals for Net Use

	QNA*
	Answer in the prearranged order

	QNB*
	Act as a relay between _____ and _____

	QNC
	All net stations copy .... or ... I have a message for all net stations

	QND*
	Net is directed (controlled by a net control station)

	QNE*
	Entire net stand by

	QNF
	Net is free (not controlled)

	QNG
	Take over as net control station

	QNH
	Your net frequency is high

	QNI
	Net stations report in*
I am reporting into the net (Follow with a list of traffic or QRU)

	QNJ
	Can you copy me ... or ... Can you copy _____

	QNK*
	Transmit message for _____ to _____

	QNL
	Your net frequency is low

	QNM*
	You are QRMing the net, stand by

	QNN
	Net control station is _____ ... or ... What station has net control?

	QNO
	Station is leaving the net

	QNP
	Unable to copy you ... or ... Unable to copy _____

	QNQ*
	Move frequency to ____ and wait for ____ to finish handling traffic. 
Then send him traffic for ____

	QNR
	Answer _____ and receive traffic

	QNS*
	Following stations are in the net (Follow with list) ... or ... Request list of stations in the net

	QNT
	I request permission to leave the net for _____ minutes

	QNU*
	The net has traffic for you, stand by

	QNV*
	Establish contact with _____ on this freq. If successful, 
move to _____ and send him traffic for ___

	QNW
	How do I route messages for _____ ?

	QNX
	You are excused from the net ... or ... Request to be excused from the net

	QNY*
	Shift to another frequency (or to _____ kHz) to clear traffic with _____

	QNZ
	Zero beat your signal with mine


* For use only by the net control station.

APPENDIX “L”   
Ready Kit Checklist

	Check Off 
	Radio Equipment

	
	Emcomm Operations Manual

	
	VHF radio / UHF radio &/or HF radio

	
	Antenna(s) and 50 foot extension coax

	
	BNC to SO239 adapter, PL258 barrel connector

	
	Power supply, batteries, emergency generator

	
	External speaker / headphones

	
	Extension cords

	
	Extra connectors / cables / patch cords

	
	Tool box / soldering iron / solder / electrical tape / fuses / tools

	
	Area map

	
	Volunteer Identification

	
	Repeater list / Net Directory / Call-up tree

	
	Pen / paper / pencil / eraser

	
	Clipboard / message pad / log sheets / post it note pads

	
	Copy of radio license

	
	Flashlight with batteries

	
	Tie wraps / tape / twine


	Check Off
	Personal 72 Hour Emergency Pack

	
	Personal medication / aspirin

	
	Snacks / candy / water

	
	72 hours worth of emergency food

	
	Toothbrush and toothpaste

	
	Extra clothing / gloves / hat / scarf / socks / underwear / etc

	
	Sleeping bag / Tarp or light tent

	
	Toiletries – Towel / soap / razor / toilet paper / baby wipes

	
	Small first aid kit

	
	Flashlight and batteries (and extra batteries)


APPENDIX “M”   Definitions & Abbreviations

Emcomm    - Emergency Communications

E.O.C.G. 
- Emergency Operations Control Group

E.O.C. 
- Emergency Operations Centre

S.E.C. 
- Section Emergency Coordinator

D.E.C. 
- District Emergency Coordinator

E.C. 

- Emergency Coordinator

A.E.C.
- Assistant Emergency Coordinator

N.T.S. 
- National Traffic Service

Listed here are the majority of common abbreviations in use in messages: 

ABT 

- About 
ASAP 
- As soon as Possible 
EMO 

– Emergency Measures Organization
FM 

- Frequency Modulation / From 
GR 

- Grid Reference 
HELO 
- Helicopter 
INFO 

- Information 
LOC 

- Location 
MSG 

- Message 
OPS 

- Operations 
PAX 

- Passengers 
REF 

- Reference 
RPT 

- Repeat 
RPTR 

- Repeater 
SITREP 
- Situation Report 
STATS 
- Statistics 
TPT 

- Transport 
TXT 

- Text 
WELF 
- Welfare 
WX 

- Weather 
@ 

- At (location) 

APPENDIX “N”   STANDARDIZED PRO-WORDS

Pro-words are pronounceable words or phrases that are assigned meanings for the purpose of expediting message handling on nets where radiotelephone procedure is used. These words are used to convey, in condensed standard form, certain frequently used orders, instructions, and information related to communications.

	PRO-WORD
	DEFINITION

	THIS IS
	The pro-word "THIS IS" is used to alert the receiving
station that you are about to identify your station and is the
lead-in pro-word to just about all of our voice communications.
"THIS IS" is immediately followed by your callsign, which as
we know is always spoken phonetically.

	OVER
	Voice transmissions are always concluded with
either the pro-word "OVER" or "OUT" (never both). Each pro-word signals the listener that the sender's transmission is
finished. Use "OVER" if you are awaiting a response, or

	OUT
	If you are not awaiting a response.
Normal practice on nets is for the station initiating
the contact to conclude the exchange; although this is not an
absolute rule it is good practice.

	WAIT
	Use the pro-word "WAIT" when during a transmission if
we must pause for a short period of time, normally only a few
seconds.

	WAIT OUT
	When we must pause for longer than a few seconds we
use the pro-word "WAIT OUT" which indicates to the listener
that the sending station still has information to send and
will call them back shortly.

	ROGER
	The pro-word "ROGER" indicates to the listening station
that you have received their last transmission satisfactorily.
Note this does not mean you agree with the transmission or
that you will comply with any instructions it contained.
Additionally, since it only signifies understanding, the
pro-word "ROGER" is not used as an action word. For example, it is inappropriate to say "I ROGER INTO THE NET…" or "I ROGER YOUR TRANSMISSION", where "ROGER" spoken alone will suffice.

	AFFIRMATIVE
	The pro-word "AFFIRMATIVE" simply means, "yes" or
approval of a request.




	WILCO
	The pro-word "WILCO" is a contraction of the two words
"WILL COMPLY". "WILCO" is a time-honoured military pro-word
that indicates exactly that, you understand the guidance given
to you by the other station and will accomplish it. More
beginning military communicators have been set down the wrong path from their movie watching experience where they may have heard the infamous "ROGER WILCO OVER AND OUT"; we all recognize that as a gross violation of our standard procedures. Either the phrase "WILL COMPLY" or the contraction "WILCO" is acceptable.

	NEGATIVE
	the pro-word "NEGATIVE" means "no" or the
denial of a request.

	I SPELL
	words or groups within plain text messages
may be spelled using the phonetic alphabet preceded by the
pro-word "I SPELL". Where text is composed of pronounceable
words, they will be spoken and not spelled out. If
clarification is needed, say the word, say "I SPELL", spell
the word phonetically, then say the word again. An example of
this would be "CATENARY...I SPELL CHARLIE ALPHA TANGO ECHO NOVEMBER ALPHA ROMEO YANKEE... CATENARY"

	INITIAL
	A single letter will be phonetically spelled preceded by the pro-word "INITIAL". The words "I" and "a" are
considered words, not initials, and should not be pronounced phonetically.

	FIGURE(S)
	We precede numerals with the pro-word "FIGURE" or
"FIGURES" when there is a need to distinguish between numerals not in mixed groups and words. "FIGURES" is not used when transmitting the heading of a message or when the pro-words "NUMBER", "TIME", OR "GROUPS" are used. As we have discussed numbers will be transmitted digit by digit, except that exact multiples of hundreds or thousands are spoken as such.

	NUMBER
	Finally, the pro-word "NUMBER" is used to indicate the
station serial number assigned to a message. An example would sound like "MESSAGE FOLLOWS NUMBER 39 ROUTINE TIME 142200 OCTOBER 2002"

	SAY AGAIN
	The pro-word "SAY AGAIN" can be used alone or in
conjunction with several other pro-words depending on the
situation. "SAY AGAIN" is simply a request for the sending
station to repeat some or all of the message or information
just transmitted. The pro-word "SAY AGAIN" is a request.

	I SAY AGAIN
	" SAY AGAIN then simply precedes material to
be repeated. You may repeat a word to prevent an error, but
do not repeat a word solely for the purpose of adding emphasis to it. An example where a repetition serves a legitimate purpose is "Stay there I SAY AGAIN Stay there" which should minimize the possibility of mistaken identity or incorrect spelling.


APPENDIX “P”   Call-Out List

Members

List names, addresses, and phone numbers

LEVEL�
ACTION


�
�
Level 0�
Inactive: No known event likely to occur.





�
�
Level 1�
Something might happen: A winter storm or tornado coming our way, etc.


�
�
Level 2�
Standby: Will only occur if something happens (time to load the car, make sure everything is ready)


�
�
Level 3�
Deploy: Will only occur if a served agency asks for help





�
�
 





Staging Area





EOC





Control Station


	





Control Station








Control Station








Official Traffic Station





Incident/Event Name:


�
Date Prepared:�
�
Frequency:


�
�
Radio Operator(s)�
Station Call Sign


�
�
LOG�
�
Time�
From�
To�
Subject�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
�
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�
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Amateur Radio personnel are radio operators only.  They are not interpreters, evaluators, field commanders or media liaisons.  Their role is to accurately transmit messages given them by responsible officials!





By this plan, Amateurs are prohibited from transmitting personal observations or opinions, unless specifically requested to do so by a responsible official.  This avoids misinterpretation (including by citizens who may be listening in on scanners).





Keep frequencies open and free of chatter.


























IMPORTANT:  When calling someone on the telephone tree, you must actually talk to the person before you cease calling and respond to the event.  If someone else, or a machine answers, leave the message with the time called, and continue the calling procedure.





DO NOT ALLOW THE CHAIN TO BE BROKEN.





IMPORTANT:  If it is only an exercise, be sure to include this in the message.





Packet Frequencies:





145.010


145.030


145.050


145.070


145.090
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