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TAB 1		EOC MANAGER APPOINTMENT LETTER & JOB DESCRIPTION





The EOC Manager appointment letter and the attached job description must be filed in this section.  The appointment letter and job description will be provided by the Medical Group’s (MDG) Safety Officer.  It is the responsibility of the squadron superintendents to inform the MDG’s Safety Officer whenever there is a change in section EOC Managers.  Once this notification is made, the Safety Officer will coordinate the appointment letter with the MDG Administrator and Commander for final approval.  The Safety Officer will provide initial and recurring training for all newly appointed EOC Managers.





TAB 2		FIRE EVACUATION PLAN & MISC EMERGENCY PROCEDURE CHECKLISTS





The fire evacuation plan and any miscellaneous emergency procedure checklists must be filed in this section.  This section is meant to provide quick and easy access to all references that staff may need to reference in an emergency situation.  These references must be simple, easy-to-read for the person who is responding to an emergency.  The fire plan must include a copy of the evacuation plan, escape routes, and staff responsibilities in the event of a fire alarm activation.  Procedural checklists for any possible emergency that may occur in the duty section must be filed here.





TAB 3		SECTION-SPECIFIC REFERENCES (CHECKLISTS, POLICIES, SECTION O.I.s)





All section-specific references must be filed here.  As a minimum, there should be an operating instruction for the section that addresses roles/responsibilities, compliance issues, staff knowledge requirements, and procedural issues for each of the EOC programs (job safety, fire safety, resource protection, utility safety/outage procedures, equipment management/safety, hazardous communication).





TAB 4		OTHER REFERENCES (AIR FORCE, OSHA, BASE, MEDICAL GROUP, ETC.)





An index of the required references and a copy of the actual reference will be provided by the MDG Safety Officer.  These references should be placed in this section as soon as they are received.





TAB 5		MISHAP REPORTING GUIDANCE AND BLANK MISHAP FORMS





A copy of the letter providing guidance on the mishap reporting program and blank mishap reporting forms must be filed in this section.  Additional blank forms are available from the Safety Officer, your forms manager, or through the Perform Pro software which is located on the LAN.�



TAB 6		RISK MANAGEMENT GUIDANCE AND BLANK INCIDENT STATEMENTS





A copy of the letter providing guidance on the risk management program and blank incident report forms must be filed in this section.  Additional blank forms are available from the Safety Officer, your forms manager, or through the Perform Pro software which is located on the LAN.





TAB 7		HAZARD REPORTING GUIDANCE AND BLANK REPORTING FORMS





A copy of the letter providing guidance on the hazard reporting program and blank hazard reporting forms must be filed in this section.  Additional blank forms are available from the Safety Officer, your forms manager, or through the Perform Pro software which is located on the LAN.





TAB 8		EOC COMMITTEE MINUTES (LAST 3 MEETINGS)





A copy of the last three EOC committee meeting minutes need to be filed in this section.  Meeting minutes must be read and signed by the medical group commander before copies are filed in this section.  It is recommended that prior to filing a copy of the meeting minutes this section, the copy should be circulated throughout the department for staff to review and initialed off to indicate they have reviewed the meeting minutes.  The EOC Committee meets every other month.





TAB 9		EOC ORIENTATION/TRAINING LESSON PLAN(S)





A documented orientation/lesson plans for orienting new staff and providing staff annual recertification training must be filed in this section.  Copies of completed EOC Master Training Calendars are also filed in this section.





TAB 10		COPY OF MONTHLY INSPECTIONS COMPLETED BY SECTION EOC MANAGER





A copy of the flight’s/element’s completed monthly inspection checklist must be filed in this section.  Data from the most recent twelve months must be maintained in this section.  Extra blank copies of the checklist may also be filed here.





TAB 11		COPY OF INSPECTION REPORTS COMPLETED BY THE MDG SAFETY OFFICER





A copy of all inspection reports completed by the medical group’s safety officer must be filed in this section.





TAB 12		EOC NEWSLETTERS, MISCELLANEOUS CORRESPONDENCE AND INFORMATION





The MDG Safety Officer will periodically send miscellaneous information to EOC Managers.  The Safety Officer will indicate on the documents he sends if the document needs to be filed in this section of the EOC notebook.




















