Be Aware
Public Health Emergency 7k Prepared Preparedness and Response Plan

ANNEX B Multi-Agency Coordination Entity (MACE)

Purpose: To coordinate local and regional resources during a large-scale public health
emergency within the capital area. Resources are defined as any personnel, equipment, supplies
or information that needs to be shared in a public health event.

Location: City of Concord Fire Department Training Building, 24 Horseshoe Pond Lane,
Concord

Activation Triggers:
= More than one town is involved in a public health incident
= Town has incident and calls for assistance
= State contacts region to open POD, ACC, etc
= Threat outside region likely to affect our region

How to Activate:
= (Call Merrimack County Sheriff’s Department at 225-5451 or 225-5453
= Indicate that you are requesting the assistance of the Multi-Agency Coordination Entity
(MACE)

= The Sheriff’s Department will notify the Activation Team of the request

Activation Team:

= Upon notification from the Sheriff’s office, a core team will meet (in person or via
conference call) to determine:
o If and when to open
o Appropriate activation level
o The mission of the operation and initial message
o Appropriate staffing levels
= The team will consist of 5 members
o One representative from Concord Hospital
o One representative from Merrimack County
o One representative from local Fire
o One representative from local Police
o One public health representative
= Each team member will be:
o Appointed for a one-year term
o Asked to provide 24/7 contact information
o Asked to provide a backup when unavailable

Activation Levels: The complexity of the event will determine the level of activation.

Level 1:
Incident: Normal Operations, no incident
Staffing: Public Health Network Coordinator can be reached during regular
business hours, after hours contact Merrimack County Sheriff’s Office
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Level 2:
Incident: Low intensity event affecting neighboring regions or states (i.e.: EEE,
pandemic in another country)
Staffing: Minimal staff as needed
Resources: Information collection and sharing only
Level 3:
Incident: High intensity event affecting portion of region (i.e.: Hepatitis A
outbreak)
Staffing: Limited staff as needed
Resource: Information sharing and limited resource sharing
Level 4:

Incident: A complex, high intensity event has or is likely to occur affecting the
entire region (i.e.: Pandemic in our region)

Staffing: Full staff

Resources: Information sharing and full resource sharing

Communications:

= PODs, ACCs, etc will contact MACE directly with requests

= Briefings will be scheduled to disseminate updates on a regular basis

= MACE will contact NH DHHS Incident Command Center with any requests that
can’t be fulfilled locally.

Structure:
Incident Commander
Public Information Officer —— Liaison Officer
I I
Planning Logistics Finance/Administration

Responsibilities: The following responsibilities are to serve as a guide for designating tasks and
are not all encompassing

Incident Commander: Provides overall leadership for incident response
= Responsible for all activities and functions until delegated and assigned to staff
= Establishes incident objectives
* Reports to NH DHHS

Public Information Officer (P10): Provides for effective collection, control, and dissemination
of public information.
= Obtains information from NH DHHS and provides information to general public and
media
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Liaison Officer: Coordinates and communicates with other agencies and municipalities.
= Receives incoming requests for assistance
= Reports to planning chief on local needs

Planning: Collects and analyzes critical information on emergency operations for decision-
making purposes.

= Compiles all requests for resources

= Prepares and updates incident action plan

= Project future resource needs

Logistics: Secures resources for all functions, as needed.
= Provides resources and services required to support incident activities (including but not
limited to: supplies, equipment, personnel)
= Contracts for and purchases goods and services needed at the incident
= Coordinates hotlines as needed

Finance and Administration:
= Tracks all expenditures and number of hours worked at MACE
= Collects staff time sheets/expenditures from PODs, ACCs, etc.
= Creates log of MACE activities

Staffing: The number of individuals required to staff the MACE (approximately 1-6
individuals) will be emergency-specific, but should always consider an appropriate and
manageable span of control, as is described in the National Incident Management System
(NIMS). The number of shifts per day and the duration of the MACE activation will be
determined by the incident.

= All towns and agencies will be asked to designate 2-3 people that could serve in MACE
roles.
= Each designee will be:
o Appointed for a one-year term
o Asked to provide 24/7 contact information
o Trained on MACE roles and responsibilities and ICS

Staff Activation:
o The activation team will determine the appropriate number of staff required
o All designees will be notified through a call tree and requested to volunteer for
shifts and positions
o Unaffected towns will be called to staff first
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Appendix 1 — MACE Checklists, Procedures, Call Tree and Forms

Checklists

MACE Checklist
o MACE Setup

Incident Commander

Public Information Officer

Liaison Officer
Planning Chief
Logistics Chief
Finance and Administration Chief

Activation Team
o Activation Team Procedure
o Activation Team Call Tree
o Activation Team Log
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MACE Forms
Event Log
Incident Report

MACE Staffing
Volunteer Recruitment Sheet
Volunteer List with contact information (to be added later)
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Incident Commander

Reporting To You Are: PIO, Liaison Officer, Planning Chief, Logistics Chief, Finance &
Administration Chief

Mission: Provide overall leadership for response to a public health emergency within the capital area

Immediate:
Action Completed
Open the Multi-Agency Coordination Entity by assuming role of Incident
Commander
Facilitate completion of Activation Log (in lieu of Incident Action Plan)
Contact NH DHHS ICC

o Indicate that MACE is open

o Ask for initial release

o Determine communication protocols
Contact network partners with initial message
Activate appropriate Command and General Staff positions

o Public Information Officer

o Liaison Officer

o Logistics Chief

o Planning Chief

o Finance/Admin Chief
Ensure that MACE is set up with needed equipment and supplies (refer to
MACE Set up guide)
Brief staff on status of incident

o Summary of current situation and activities

o Determine times for ongoing briefings/planning meetings
Activate sites as needed (POD, ACC, QC, etc.)
Establish parameters for resource requests
Establish parameters for release of information to the public

Intermediate:
Action Completed
Communicate with NH DHHS ICC at regular intervals.
Periodically check progress of Command and General Staff

o Establish briefing schedule
Assist all Command and General Staff when needed.
Manage any incidents or problems while the MACE is operational.
Reassess activation level and assign additional staff as needed
Approve requests for incoming or outgoing resources
Approve media releases
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Extended:

Action

Completed

Ensure that all sections utilize event logs to track activities

Establish a schedule for continual 24-hour operations if appropriate.
o Notify dispatch of MACE downtimes

With replacement Incident Commander, conduct briefing/planning meeting.
o Assess current situation.
o Update the Incident Action Plan.

o Modify goals and objectives of Command Staff and Section Chiefs.

Send all reports, documents, etc. to the necessary Section Chiefs or NH DHHS
ICC.

Deactivation:

Action

Completed

Notify NH DHHS ICC that MACE is closing

Notify network partners that MACE is closing

Conduct debriefing with staff

Ensure that all sites conduct debriefing with their staff

Develop After Action Report and Improvement Plan

July 2010
Annex B - Multi-Agency Coordination Entity




Be Aware
Public Health Emergency 7k Prepared Preparedness and Response Plan

Public Information Officer
You Report To: Incident Commander

Mission: Provide effective collection, control, and dissemination of public information

Immediate:

Action Completed

At initial briefing, identify resources required for section operations.

Establish communication with State PIO

Review current information supplied by State of NH

Establish communication with local and site PIOs or media liaisons

Establish coordination of information and dissemination of information with
media

Follow procedures outlined in Annex A Risk Communication Plan

Prepare initial information summary to include:
o Level of public/media interest in incident.
o Incident information and activities already underway.

Intermediate:

Action Completed

Develop media statement(s) as appropriate.

Determine media interview schedule.

Coordinate media activities:
o Make media contacts as necessary.
o Provide media statements and answer questions as necessary.
o Arrange guided tours for media at sites as necessary.

Answer appropriate media calls.

Provide information to local information and referral services

o Ensure all documents and reports are complete for section and submitted
appropriately.
o Media Releases.
o Unit Logs and General Messages to Incident Commander.

Extended:

Action Completed

Update and train replacement
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Liaison Officer

You Report To: Incident Commander

Mission: Receive incoming requests from agencies, municipalities, and sites.
Immediate:

Action

Completed

At initial briefing, identify resources required for section operations.

Establish communication with local EOCs and site Command Centers

Intermediate:

Action

Completed

Receive incoming requests from agencies, municipalities, and sites

Receive incoming status reports from agencies, municipalities, and sites

Complete incident reports and forward to Planning Chief
o Name of caller
o Contact number
o Site information
o Description of incident
o Resources requested

Ensure all documents and reports are complete for section and submitted
appropriately.

o Incident reports

o Unit Logs and General Messages to Incident Commander.

Extended:

Action

Completed

Update and train replacement
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Planning Chief
You Report To: Incident Commander

Mission: Collects and analyzes critical information on emergency operations for decision-making
purposes.

Immediate:

Action Completed

Based on information gathered in Activation Log complete an Incident
Action Plan (ICS 201)

At initial briefing, identify resources required for section operations.

Intermediate:

Action Completed

Review incident reports and compile all resource needs

Forward resource requests to Logistics Chief

Project future resource needs

Provide routine progress and/or status reports to Incident Commander

Ensure all documents and reports are complete for section and submitted
appropriately.

o Incident Reports

o Unit Logs and General Messages to Incident Commander.

Extended:

Action Completed

Confirm with Incident Commander process for developing Demobilization
Plan (ICS Form 221).

Update and train replacement
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Logistics Chief
You Report To: Incident Commander

Mission: Coordinate local and regional resources during a large-scale public health emergency
within the capital area. Resources are defined as any personnel, equipment, supplies or
information that needs to be shared in a public health event.

Immediate:
Action Completed
At initial briefing, identify resources required for section operations.
Review current Capital Area Resource Inventory and Resource Directory
Facilitate resource requests through agencies and municipalities.

Intermediate:
Action Completed
Communicate all requests for incoming and outgoing resources with Incident
Commander.
Provide routine progress and/or status reports to Incident Commander.
Track all resources used and ensure that they are returned in same condition
Ensure all documents and reports are complete for section and submitted
appropriately.

o Supply and inventory documents.

o Sign-off documents when supplies were delivered.

o Unit Logs and General Messages to Incident Commander.

Extended:
Action Completed
Update Capital Area Resource Inventory and Resource Directory
Update and train replacement
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Finance and Administration Chief

You Report To: Incident Commander

Mission: Track all events and expenditures associated with public health events

Immediate:

Action Completed

At initial briefing, identify resources required for section operations.

Coordinate with agencies, municipalities, and sites for expenditures and
workforce time tracking

Begin Chronological Event Log

Intermediate:

Action Completed

Maintain Chronological Event Log

Collect and compile documents from agencies, municipalities and sites
o Workforce sign-in/out sheets.

Equipment sign-in/out sheets.

Overtime logs

Accident investigation reports

Contracts and agreements with supply vendors

Expenditures

Cost summaries or spreadsheets

Resource logs

Agency specific records and summaries

Unit log/status report compilation.

O O O O O O O O O

Prepare ‘cost-to-date’ reports for each briefing

Maintain security of documents and records.

Provide routine progress and/or status reports to Incident Commander.

Extended:

Action Completed

Submit all expenditures for reimbursement to appropriate state and Federal
agencies.

Update and train replacement
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Activation Team Procedure

Mission: Quickly determine the activation level of the MACE and set initial operational

objectives
Composition:
o One representative from Concord Hospital
a One representative from Merrimack County
o One representative from local Fire
a One representative from local Police
o One public health representative
Immediate:
o The first person to receive a call from dispatch will:

1. Contact the original caller to get more information about the public health
incident

2. Contact the other members of the activation team with a meeting time and
location.

Intermediate: (at the meeting)

a

Complete the Activation Team Log with the following information:
o Date and Time of meeting

Description of Incident

Activation Level

Staffing Level

Mission

Obijectives

Initial message to local agencies and municipalities

000D OoOo

Extended: (MACE set up)

a

Q
Q
Q

Contact Merrimack County Sheriff’s Office to open room for MACE

Develop staffing schedule for MACE

Contact MACE volunteers to fill open positions

Follow Emergency Notification Procedure (Appendix B) to send message to
municipalities and affected agencies with initial information and MACE contact
information
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MACE Activation Team Log

Date & Time of Meeting:

Description of Incident:

Level of Activation:

Level of Staffing: (Include position and name of individual)

Hours of Operation:

MACE Mission:

MACE Objectives:
1.
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Develop Initial Message for municipalities and agencies

When crafting initial message, be sure to include the following information:

(@]

©)

©)

Description of event

What action needs to be taken

What action municipalities should take (i.e.: Notify town emergency management,
look for HAN messages)

Schedule for updates/ scheduled conference calls

MACE Activation level

Contact information for the MACE:

Ask if municipal contact wants information faxed/emailed

If yes, what is fax number/email address?

Message:
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MACE Event Log

Position:
Name:
Date:

Event:

Time Activity

July 2010
Annex B - Multi-Agency Coordination Entity




Public Health Emergency

/ Be Aware

BePrepared Preparedness and Response Plan

MACE Incident Report

Date: Time:
Caller Information
Municipality Name: Agency Name: Site Type:
Name:
Caller Name:
Phone: Fax:
Sites
Status Time Opening Est. Numbers
Local EOC Open / Closed
Shelter Open / Closed
POD Open / Closed
ACC Open / Closed
NEHC Open / Closed
Quarantine Open / Closed
Other: Open / Closed

Description of Incident

Incident:

Resources Requested:

Additional Comments:

Yes/ No

| Time:
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Merrimack County Sheriffodés Dispatch

Mission: Serve as primary point of contact for state and locals in need of a regional response to a
public health event

MACE: Multi-Agency Coordination Entity

Immediate:
o Receive calls for assistance through dispatch

o Collect the following information from the caller
o Name of caller
o Call back number
o Brief description of public health event

O

Activate the MACE call tree if:
o The caller reports a public health emergency
o The caller requests a public health response
o The caller requests assistance from the MACE

o Call the names and numbers on the call tree until you reach the first person

O

Give the person you reach the following information
o Name of caller
o Call back number
o Brief description of public health event

Intermediate:
o Maintain call tree
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MACE Activation Team

Merrimack County Dispatch

2255451 or 225453

A

y

A\ 4 A\ 4

Leigh Cheney, CAPHN Coordinator

Work: 2366104
Home: 753256
Cell:6300705

Jeff Burr, Chief, Loudon Fire

Work: 7986612
Home: 798012
Cell: 783L054

Craig Saltmarsh, Captain, Merrimack
County Sheriff Office

Work: 7966621
Home: 7538355
Cell:6704795

Scott Nichols, Lt., Concord Police
Department

Work: 2253600 xB53

Home: 7361744
Cell: 6826482

MRC

Mary Reed, Director, Capital Region

Home: 4357283
Cell: 84%155
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