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SECTION ONE: ESS IN BRIEF
Emergency Social Services in Alberta
The goal of ESS is to help people begin to re-establish themselves as quickly as possible after an
incident. ESS is a community-based emergency response program required to preserve the wellbeing of people affected by an emergency or disaster ranging from a single house fire to
calamities involving mass evacuations.
What services are provided by ESS?
ESS provides short-term temporary services for individuals and families affected by an incident
so they can begin to plan their next steps following a disaster. Services may be provided on site
for small-scale events, or at a Reception Centre facility for larger responses, and may include:








Emergency Food
Emergency Lodging
Emergency Clothing
Family Registration and Inquiry
Personal Services
Reception Centre Services
Emotional Support








First Aid
Information Communication
Child Care Services
Multicultural Services
Transportation Services
Pet Services

How long is ESS provided for?
ESS is typically available for 72 hours. During these first 72 hours, evacuees should immediately
plan their next steps by contacting their insurance agents, families and friends, or accessing
other possible resources. The DEM in the ECC or the POC ESS may extend ESS under exceptional
circumstances only.
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SECTION TWO: ESS IN THE EMERGENCY MANAGEMENT STRUCTURE
Emergency Social Services Mission
To provide support for the immediate physical and emotional needs of citizens and visitors to
the City who are impacted by an incident.
ESS Branch Directors
The ESS team will be led a group of Branch Directors to manage personnel during team activities.
A minimum of four volunteers will hold this title; staff are to submit their interest to the
Emergency Preparedness Manager who will conduct the selection to fill the positions.
Lethbridge Emergency Management Agency (LEMA)
Representation of ESS will exist within the LEMA, a group charged with establishing and maintain
all emergency management plans and programs. A further task of this working group, made up
of internal and external stakeholders, is to provide an annual report on the state of emergency
management. ESS personnel within this agency shall provide support where required to
accomplish the annual agency mandate.
Emergency Social Services Guiding Principles with Emergency Management
The ESS Response Plan is established to provide a framework to identify the appropriate
responsibilities of personnel and to define authorities in place ensuring compliance and
direction; this framework is built around the four principles of emergency management:
1. To PREPARE for emergencies.
2. To RESPOND to emergencies in an efficient and organized way.
3. To take actions to MITIGATE the severity of the impact an emergency has on people.
4. To enable people to RECOVER from an emergency.
Provincial Level
All bodies that may provide or support the provision of Emergency Social Services in Alberta,
including (but not limited to) provincial departments and agencies, the Emergency Social
Services Network of Alberta, NGO Council, local authorities, Municipal Emergency Management
Partners, the First Nations and Inuit Health Branch of Health Canada, and Indigenous and
Northern Affairs Canada.
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Figure 1: Local Command Structure
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Figure 2: Provincial Command Structure
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SECTION THREE: ESS RESPONSE PROCESS
ESS Concept of Operations
1. Local authorities are responsible for ESS responses within their jurisdiction.
2. Local authorities should establish an appropriate response organization to manage a
response including assigning the ESS Director to the role of ESS Branch Director in the
Emergency Operations Centre for Level 3 events.
3. When mutual aid resources are insufficient provincial ESS assistance should be requested
from the Emergency Coordination Centre.
4. Planning for the transition to recovery should be initiated at the same time that an ESS
response begins. ESS is not responsible for managing recovery once the emergency
response phase has concluded. A separate recovery manager should be identified by
each local authority.
ESS Activation Levels
There are three levels of ESS response:
Level 1

A small localized event such as a fire affecting one or two households; usually less
than 12 people. (Usually, the Canadian Red Cross (CRC) or Lethbridge Police
Victim Services Unit (VSU) will handle this level).

Level 2

A significant event affecting more than 12 people, such as an apartment fire. A
reception center is established – usually for a short duration. An ECC may be
established.

Level 3

A major emergency, such as large-scale flooding or interface wildfires, involving a
large-scale evacuation. More than one reception center may be established.
Duration of operation may last days or weeks. An ECC is established.

LEVEL

I
II
III

ECC

ESS

SOLE

SITUATION
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No

Partial

No

No

Partial

Yes

No

Yes

Yes

Yes

Yes

Yes

RESPONSE
DURATION
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Moderate
(8-48
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High
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Hours)

Figure 3: Activation levels
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Activation
When an emergency forces people from their homes, the City of Lethbridge activates the
community ESS plan. See Appendix 4.

Regional

Individuals
and
Families

City of
Lethbridge

Neighbour
Communities and
Mutual Aid
Partners

Alberta
Emergency
Mangement
Agency

Public
Safety
Canada

Figure 4: Emergency Management Graduated System of Involvement
Requesting Provincial Support
If additional ESS resources are required, the ESS Branch Director may submit a request for
support through the following process:





Initial request submitted to Operations Section Chief for ECC Director Approval.
If approved, the ECC Director will submit request to the Provincial Operations Center
(POC).
When authorization is granted, the POC ESS Director will manage travel arrangements for
personnel from Provincial ESS Support Organizations.
POC ESS will also arrange additional support as required from the ESS Support
Organizations.
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SECTION FOUR: RESPONSE GUIDELINES
Purpose
This section provides operational guidance to help determine eligibility for Emergency Social
Services (ESS) and the most effective means to deliver essential services to people affected by
emergencies.
ESS Response Process Guidelines
Most ESS events are a result of human-caused accidents or natural events such as floods,
wildfires or landslides that force people from their homes. If an evacuation has been ordered or
authorities have determined that a home is uninhabitable ESS may be activated if needed. It is
important to recognize that many people will have access to insurance, personal financial
resources or assistance from family, friends or neighbors and will decline offers of ESS.
Eligibility Matrix-Event
Every incident is unique with varying needs. ESS Branch Directors, in consultation with the
Incident Commander, should determine the needs associated with the impact to determine
response requirements. Table 1 identifies base considerations to be made when an incident
occurs.
Event Type

Eligible

Not Eligible

Flood, Wildfire, Urban fire

When an evacuation order is in place
or when a local authority declares a
residence uninhabitable.
When an evacuation order is in effect.

When a residence continues to
be habitable and no evacuation
order is in place.
Self-evacuation unless preauthorized by ECC Director.
Civil court matter.

Interface Wildfire
Eviction due to Landlord
and Tenant disputes
(bed bugs)
Burst water pipes
rendering home
uninhabitable

Police actions

City of Lethbridge

Not eligible.

Comfort centers may be established
during prolonged outages with
extreme weather conditions. If a
power outage is prolonged and
weather is severe, on a case by case
basis, hotel or other ESS may be
authorized to ensure health or safety
of vulnerable populations.
On case by case basis reception
center services, such as family
reunification, psychosocial services,
and comfort food may be provided if
significant numbers of people are
evacuated and cannot return home
for an extended period of time.
May need DEM approval.

Emergency Social Services 2018

Generally considered an
inconvenience and not an
emergency.

Execution of search warrants or
premises being declared a
crime scene are not eligible.
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Motor Vehicle crashing
into residences

Temporary Residents and
Tourists

Persons in receipt of
financial assistance from
Ministry of Housing and
Social Development
Stranded Travelers

If residence is declared uninhabitable
by local authority and owner/tenant
has no other resources, this may be
eligible on a case by case basis.
May need DEM approval.
If temporary residents are long term,
such as students, they may be eligible
on a case by case basis. Tourists if
they are considered stranded,
travelers with no other optionslimited services to maintain health
and safety (group lodging).
May need DEM approval.
Eligible for up to 72 hours to give
them an opportunity to contact their
workers, or for the duration of an
event if an evacuation order is in
effect.
For need, when travelers have no
other options (Generally only group
lodging and comfort food authorized.
Frail elderly or persons with medical
problems, etc. may be given hotels to
protect health and safety)
May need DEM approval.

Not eligible if residence is
damaged but still habitable or
owner/tenant has insurance.

Tourists or short term visitors
are expected to use their own
resources or leave the affected
area or residence.

After 72 hours individuals will
receive assistance through
alternate arrangements and are
not eligible for ESS.
If travelers have financial
resources and accommodation
is available they are not eligible
for ESS.

Table 1: ESS Event Eligibility
Note: With the contract with Canadian Red Cross, they will cover most of the level 1 activations (less than 12 people).

Hierarchy of Services
ESS is not the only source of assistance available to people during emergencies. Consider the
following as possible resources to meet needs:
 Insurance, if available for the type of event (when people are traumatized by an event
and indicate that they may have insurance but are uncertain or are functionally
incapacitated, ESS should be authorized to support mental and emotional health).
 Personal financial resources.
 Family and friends.
 Other government agencies.
 Non-Government Organizations and community groups.
ESS is typically provided for 72 hours. Experience has shown that this length of time allows most
people to access alternate sources of support. However, the time period for ESS may be flexible.
If affected persons indicate that they only require assistance for one night, then that is what
should be provided. In some cases, such as a prolonged evacuation due to flooding or wildfire,
an extension of ESS may be authorized by ECC or POC or POC ESS for a week or more. All
City of Lethbridge
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requests for extensions must be authorized by the local authority and approved by POC. When it
appears that an extension may be needed, the ECC must consult with the POC as soon as
possible by phone: 1-866-618-2362.
Plan for Recovery
Once immediate needs are met, work with affected persons to develop plans for a return to
normal living at the end of the 72 hours of ESS.
 Provide clear information on expectations of affected persons to develop a personal or
family plan at end of 72 hours.
 Refer individuals to alternate sources of assistance or community organizations.
 Provide clear information to individuals on timing for termination of ESS.
 Identify as soon as possible any exceptional circumstances that may prevent termination
of ESS within 72 hours and consult on options with ECC, POC ESS, and POC.
Demobilize ESS Operations
Basic ESS ends automatically after 72 hours, or earlier if only limited service is needed – any
extensions are done on a case by case basis and only after consultation with ECC/POC staff.
 Debrief ESS responders and complete necessary documentation.
 Document any operational or policy issues identified during the response on the Action
Checklist and ensure that copies are provided to the ESS Branch Director and the ECC.

ESS Guidelines for Vulnerable Populations
Vulnerable Section Police Checks
It is the responsibility of the organization or person responsible for the vulnerable
person/people to request a vulnerable sector check. Equally, it is the person or organization
responsible for the vulnerable person/people who decides how often a vulnerable sector check
must be repeated. With respect to the above RCMP guideline, all City of Lethbridge ESS
personnel will be required to complete and renew their vulnerable sector check every five
years.
Personal Security- Women and Children at Risk
Women and children may be avoiding an abusive spouse. Fear of being tracked down at a
reception center or hotel may add to the burden of worry already caused by the emergency.
There may be a substantial risk of physical or emotional harm. Ensuring the safety and security of
these vulnerable people is a priority.
Make sure that the Registration Form is marked Restricted. Have the supervisor or Reception
Centre manager contact Victim Services Unit and Alberta Health Services (if not already
activated) through the ECC.
Unattended Children
In some emergencies, children or youth may appear at reception centers unaccompanied by
their parents or other caregivers. Ensuring their safety and informing responsible authorities is a
priority. ESS volunteers have the task of ensuring these children have appropriate supervision
City of Lethbridge
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and care until they can be reunited with their family or until a social worker makes an alternative
plan.
Children under the Age of 13
A separate space within the Reception Centre should be set aside for child care. This space
should be sufficiently open to allow outside observation. At all times there should be a minimum
of two adults providing care. If children arrive under the care of a teacher or day care provider,
these persons should be asked to remain with the children at the reception center.
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SECTION FIVE: ESS GUIDELINES AND RESPONSIBILITIES
The City of Lethbridge Emergency Preparedness Manager working with the ESS Branch Directors
shall:
 Develop and maintain the community’s ESS Response Plan.
 Coordinate the plan within the community’s Municipal Emergency Management Plan
(MEMP).
 Review the plan regularly and revise it as necessary.
 Conduct regular training and exercises to evaluate ESS procedures.
 Activate the ESS following a disaster and emergency.
ESS Training
Ongoing training is essential for the ESS team to be able to successfully carry out their roles and
responsibilities during an emergency. Training sessions/meetings will be held on a quarterly
basis; dates for all training sessions and meetings will be made available on the ESS calendar, and
documented meeting minutes will be distributed to all members.
ESS Maintenance
To facilitate the maintenance of the ESS structure, the ESS Director(s) will ensure the following
activities are completed:
 Annual review of ESS and update of information.
 Review of ESS response after every ESS activation.
 Coordination and facilitation of training exercises to engage the ESS team.
 Maintenance of equipment to be used.
 On-going recruitment of ESS team members.
 Maintenance of member’s police record checks.
ESS Roles (Internal and External)
Service Component
ESS Branch Director

Quick Response
Assessment Team

Summary of Function








(Q-RAT)

Public Health
(AHS Liaison Officer)



Family Reunification
& Inquiry (CRC)



City of Lethbridge

Liaise with other relevant agencies.
Manage the ESS Branch under the Operations Section.
Coordinate the delivery of ESS services and provide direction to all
activated personnel.
Communication link between the ECC and ESS.
Oversight of ESS Response Plan and operations.
Activate the ESS Response Plan when required.
Rapidly deploy to the scene, and assess the level of ESS involvement
required to meet the needs of the affected individuals.
Act as a liaison between Alberta Health Services and the City of
Lethbridge during an incident, providing input, advice and support to
ensure the public health of the population at risk is protected.
Establish and coordinate the operations of the Family Reunification &
Inquiry function and Central Registry & Inquiry Bureau.
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Personal Services



Worker Care



Pet and Livestock
Management



Food Services,
Lodging &
Procurement






Reception Centre
Liaison






Make arrangements with, and coordinate the activities of local personal
services agencies to provide support for persons who require special
care following an emergency. May include Multicultural, child, first aid,
etc.
Provide care and support to the ESS staff to identify, prevent, mitigate
and follow up on emergency-related stress prior to, during and following
an emergency or disaster.
Section 19(g) of the Emergency Management Act stipulates that should
an evacuation involve the removal of livestock, adequate care is to be
provided for the livestock. ESS personnel may be required to assist in
this effort.
Collaborate with the Canadian Red Cross and food service providers to
supply immediate nourishment, food and meals for evacuees, reception
centre workers and ESS staff, during and following an emergency.
Provide safe, temporary accommodations for evacuees, at commercial
and/or congregate facilities.
Work with local suppliers and agencies to provide emergency clothing,
blankets and other supplies to evacuees as required following an
emergency, until regular sources are available.
Identify, and work with local facilities in establishing partnerships and
agreements to utilize locations as reception centers, temporary shelters
or other ESS related locations.
Provide initial reception center setup, and assist the Red Cross with
operation.
A City of Lethbridge ESS representative shall be stationed at the
reception centre(s) to ensure the operation of the facility fulfills the City
of Lethbridge’s legal obligations to provide care to those displaced
during an incident as described in the Emergency Management Act.

Table 2: ESS Roles and Responsibilities
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ESS Responsibilities

Emergency Social Services Functions and Responsibility
Function
Initial Response*- QRAT
Reception Center
Registration and Inquiry
Food
Lodging
Clothing
Personal Services
Pet and Livestock
Volunteer Mgmt
Donation Mgmt
Transportation
Emotional Support
Special Needs
Case Management

~1-3 Hours

3-24 Hours

Hour
24-48 Hours 48-72 Hours Beyond 72 Hours

Legend
City of Lethbridge
Canadian Red Cross
Alberta Health Services

Figure 5: Emergency Social Services Responsibilities

City of Lethbridge

Emergency Social Services 2018

15

Emergency Social Services Response Plan

SECTION SIX: ADDITIONAL FORMS

City of Lethbridge

Emergency Social Services 2018

16

Emergency Social Services Response Plan

Reception Center Activation (ESS 001)
1. Incident Name:

Operational Period: Date From:

Date To:

Time From:

Time To:

3. Location of Reception Centers:
Building Name:

Building Address:

4. Active Date:

Hours of Operation:

5. Termination Date (when determined):
6. Reception Center Phone Number (if applicable):

7. Transportation Information (as required; Taxi, Bus, etc.)

8. Purpose of Reception Center and Services Provided

9. Site Safety Plan Required? Yes
No
Approved Site Safety Plan(s) Located at:
10.

Donation Management:

Space is limited. Staff and volunteers: no donations of any kind will be accepted at any City of Lethbridge emergency response facility
including reception centers. Anyone willing to make donations at this time is encouraged to make a monetary donation at:
Name of Organization:
Address:
Phone Number:
Website:

11. Prepared by:

Position/Title:

Signature:

Approval
12. Operations Section Chief:
ESS 001

City of Lethbridge

Signature:

IAP Page _________

Date/Time:
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Reception Centre Evacuee Information Sheet
Welcome
Emergency Social Services (ESS) workers welcome you to the reception centre. Please take a few
moments to read this sheet as it contains important information to help you get the services you
need. If you require further information, please ask any ESS workers.
Registration
Please register at the Registration table. Registration is not mandatory, but it is strongly
recommended, as it assists the ESS workers to meet your needs. Registration information is
confidential.
Smoking
Smoking is not permitted anywhere inside the Reception Centre. This includes vape devices.
Personal Belongings
We cannot assume responsibility for your belongings. We recommend that valuables be locked
in your car and out of sight. If that is not possible, keep valuable items with you.
Children
Parents/Guardians are responsible for keeping track of and controlling the behaviour of their
children. Do not leave children unattended.
Medical Problems or Injuries
If you have a medical condition that could require special consideration, e.g., heart condition,
recent surgery, or pregnancy, please bring this to the attention of ESS workers. All medically
related information should be noted on your registration card.
Pets
We realize your pets are very important to you. Unfortunately, Public Health regulations do not
allow pets in any areas of a Reception Center where food is being prepared or served. An
exception is made with proof of certified assistance animals and approval from Emergency Social
Services team. It is your responsibility to make provisions for your pet(s) prior to entering the
Reception Centre. If you need help in locating a kennel or making other arrangements for your
pet, please see the Pet Care area in the Reception Centre.
Bulletins Boards
Information updates and bulletins will be posted on bulletin boards.
Volunteering to Help
Evacuees are encouraged to help in the Reception Centre; however, some jobs require special
training.

City of Lethbridge
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Telephones
Evacuees are asked to use personal cell phones. Other Reception Centre phones are reserved for
communications with emergency authorities and community suppliers. We do encourage you to
notify one family member or friend as to your safety and then ask them to notify others that may
be concerned about you.
Reception Centre Manager
Please follow the instruction of the Reception Centre Manager and other ESS workers. Most of
the ESS workers are volunteers that are giving their time to be here to help you. Your
cooperation is appreciated.
Problems and Complaints
Please direct all comments regarding the Reception Centre to Reception Centre personnel.
Housekeeping
Please help us keep our Reception Centre facility clean by picking up after yourself and helping
us with clean-up when possible.
News Media
News media representatives may visit the Reception Centre. They may request permission for
interviews or to take photographs or video clips of you. You have the right to refuse, if you wish.
Please report any problems or questions regarding the media to any of Reception Centre staff.
Special Needs
If you have any special needs, i.e., special diet, health, language, etc., please let the ESS workers
know.
Alcohol
You may not possess or consume alcohol in or around the Reception Centre.

City of Lethbridge
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Emergency Social Services Sign-In/Sign-Out Sheet (ESS 002)
Incident Name

Incident Number

Check-In Location

Start Date and Time

Check-In Information
Name and Role (Please Print)

Submitted to ECC by:

Agency

Phone Number

Date and Time:

Date
(YYYY/MM/DD)

Time In

Filed Date:

Date
(YYYY/MM/DD)

Time Out

Sent to POC:

Total
Hours

Sign

Emergency Social Services Field Guide

Incident Report Form
Incident Report forms are held as a separate document. If there is access to CityWise they can be
filled out electronically and printed.
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Child Intake Form (ESS 003)
Reception Centre Location: _______________________________________ Date: ___________________ Page ______ of ______
Child’s Full Name
(please print)

Child/Parent
Wristband Phone
Number

Time of
Drop Off

Time of
Pick Up

Special Needs
(allergies, behaviour,
meds, etc.)

Parent/ Guardian
Name (at drop off)

Parent/ Guardian Signature (at
pick-up)

Emergency Social Services Response Plan

Animal Intake Form (ESS 004)
Status of Animal On Arrival
BROUGHT IN BY OWNER
Request fostering: __________ Time: __________
Permission to foster off site: ______If No, Cage Number:
_________Owner’s Signature:
_________________________________________
OWNER SURRENDER
Owner’s signature and date:
_________________________________________
BROUGHT IN BY PET SERVICES
By rescue Request: _________________________
Reference #: ______________________________
Requested by Owner: _______________________
Request by Other: _________________________
Name: ___________________________________
Number: _________________________________
STRAY DROPPED OFF
Dropped off by: ___________________________
Address: _________________________________
_________________________________________
Phone: __________________________________
Photo ID Number: _________________________
Type: ___________________________________
Province: _________________________
LOCATION OF PICK UP
_________________________________________
_________________________________________
Owner Information
Address: _________________________________
City: _______________ Prov:____ Postal:______
Phone: __________________________________
Temp. Address: ___________________________
City: ______________ Prov:____ Postal:_______
Photo ID Number: _________________________
Type: ___________________________________
Province: ________________________________

City of Lethbridge

Animal Information
Animal Type: _____________________________
Gender: __________________________________
Number in Litter: ___________________
Intact: _____ Spayed:_____ Neutered:_____ Unknown:
______
Name (if known): __________________________
Breed: ___________________________________

Status of Animal on Departure
Date:_________________ Time:______________
Reclaimed by Owner: ______________________
Owner Signature: __________________________
Adopted: _____________ Date:_______________
Euthanized: Reason: ________________________
Veterinarian: _____________________________
Status of Animal Offsite
Date
Location
Phone
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________

Appearance
Size: ____________________________________
Colour(s): ________________________________
Coat (type, length, style): ____________________
_________________________________________
Markings: ________________________________
Tail: Long:___ Short:___ Smooth: ___ Bushy: ___
Curly:___ Docked:___
Ears: Erect:___ Flop:___ Cropped:___
Declawed: _______________________________
Identification
Collar: _______ Colour/Kind:____________
Tag:____ Tattoo:____ Microchip:_________
Number:_____________________________
Contact made with microchip company:_____
Name:________________________________
Contact:______________________________

Additional Information (Medical/Diet/Needs)
_________________________________________
_________________________________________
_________________________________________
_________________________________________
Cage Number: _____________________
Owner Name
Last Name:_______________________________
First Name:_______________________________

Temperament and Health
Aggression: ____________________ (mark cage)
If yes, towards what? People:_____ Animals:____
Has animal bitten anyone: ___________________
Is animal sick/injured: ______________________
Seen Vet: ________________________________
Special Needs: ____________________________
_________________________________________
_________________________________________
Additional Notes:__________________________
_________________________________________
_________________________________________

Emergency Social Services 2018

Additional Notes: __________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
_________________________________________
Completed By: ____________________________
_________________________________________
Date: ____________________________________
Time:____________________________________
File Number:______________________________
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How to Fill in an Animal Intake Form
Purpose
The Animal Intake Form is completed for all pets in the care of ESS during a disaster. It is used to
record information regarding:
 the description of the animal;
 the permanent address or pick up location;
 the owner information (if available);
 the details about special needs of the animal or other special requirements.
Owners may leave pets in the temporary care of ESS Pet Services while they register at the
Reception Centre, or request longer term fostering until they are able to return to their homes.
Stray pets are registered with the goal of reunion with their owners.
Instructions for Completing the Animal Intake Form
Status of Animal on Arrival
This section identifies the status of the animal upon arrival.
 Brought in by owner.
 Brought in by Pet Services Team.
 Stray dropped off.
 Dead on arrival.
Brought in by Owner
The first part of this section verifies that the owner is requesting ESS provide fostering, the
estimated length of time, and whether the owner agrees to foster offsite. Owner signature
required.
If the owner decides to surrender the animal, mark the Owner Surrender box and have owner
sign. This decision should be made only if the owner understands that Pet Services will foster for
as long as it takes until the owner can return home. If they surrender their animal, they will not
get it back.
Brought in by Pet Services Team
Pet Services Team may be asked to pick up animals by the owner or if a request to rescue is
received. During a disaster, residents may not be allowed to return to their homes but the
authorities may give permission to Pet Services or other responders to enter the area.
Note if the animal was brought in as a response to a Rescue Request, a request by Owner, or
Other. If Rescue Request, note Request number (RR#). If Owner or Other request, note Name
and Phone number of the person who made the request.

Emergency Social Services Response Plan

Stray Dropped Off
Note the name of the person who dropped off the animal, their address, and phone numbers.
Note whether Photo ID was seen, the type of ID and the issuing province. If ID is not available,
note the reason.
Location of Pick Up
Be as specific as possible as this information is critical in reuniting animals with their owners.
Dead on Arrival
If a dead animal is brought in, note whether the Mortality Team was notified. Ensure Location of
Pick Up is completed.
Owner Identification
This information is used to reunite owners and pets. As names of places and people may have
several different spellings, ask the person to spell the name or spell the name back to the
person. Permanent and Temporary Addresses are required. Note whether Photo ID was seen,
the type of ID and the issuing province. If ID is not available, note the reason.
Print in CAPITAL letters the LAST Name of the owner and the FIRST name.
Animal Information
Complete information in this section is critical in the reunification of the owner and the animal.
Explain the importance of this information. In disasters, there are unscrupulous people who
“shop” for pets. Detailed information in this section makes it difficult for “shoppers” to get the
animals.
Appearance
Note size, colour, coat type, distinguishing marks, ears and tail description, and declawed status
for cats.
Identification
Note description of collar (if any), ID tag, Tattoo, Microchip, with details. Note if contact was
made with microchip company (for stray animals).
Temperament and Health
Safety of volunteers is a priority. If animal has shown aggression in the past, this should be noted
on the cage to protect volunteers. Only experienced volunteers will deal with aggressive animals.
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If animal is sick or injured; note the condition and whether it has been seen by a veterinarian. If
more space is needed, use the Additional Information section of the Animal Intake form. If the
animal has special needs, indicate and describe.
Status of Animal on Departure
Note date & the status
Reclaimed by Owner – Before animal is returned to owner, the volunteer must check the original
copy of the Animal Intake Form (in the binder), Photo ID, and/or picture of animal & owner if
taken. Signature of owner required.
Adopted – Animals surrendered by owner or unclaimed strays are transferred to the local
humane society, or other responsible agency, and this should be noted.
Euthanized – An animal in care can only be euthanized with the consent of a veterinarian. Note
name of veterinarian and reason for euthanization.
Status of Animal Offsite
Pet Services must account for all animals in its care. If animal is moved offsite for offsite
fostering, veterinary care, or other, the date, location, and phone number must be completed.
Additional Information (Medical, Special Needs)
This section is used to record medical or special needs information. It can also be used for any
additional information for which there is no room in the related field.
Note cage number (this may change).
ESS Information
If the owner has an ESS Registration File number, it should be noted. Ask the owner if the
information on the Animal Information Form may be shared with friends or relatives inquiring
about the animals.
Complete date, time (24-hour clock). Print FIRST name and initial of last name.
Animal Emergency Task Force
At the discretion of the on-duty ESS Branch Director, partnerships may be leveraged to increase
service provided. During an incident requiring pet management, the Animal Emergency Task
Force (AETF) may be called upon to assist. The AETF Response Plan is a separate document.
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SECTION SEVEN: ESS TERMINOLOGY
Common Acronyms
AEMA

Alberta Emergency Management Agency

AETF

Animal Emergency Task Force

AHS

Alberta Health Services

CAO

Chief Administrative Officer

CBRN

Chemical, Biological, Radiological, Nuclear

CMO

Consequence Management Officer

CRC

Canadian Red Cross Society

CRIB

Central Registry and Inquiry Bureau

DFA

Disaster Financial Assistance

DRP

Disaster Recovery Program

ECC

Emergency Coordination Centre (often interchanged with EOC)

ERP

Emergency Response Plan

ESS

Emergency Social Services

FR

Family Reunification

GL

Group Lodging

HC

Health Canada

HR

Human Resources

IAP

Incident Action Plan

ICS

Incident Command System

INAC

Indigenous and Northern Affairs Canada

MOU

Memorandum of Understanding

NGO

Non-Government Organization

POC ESS

Provincial Operation Center Emergency Social Services

POC

Provincial Operation Centre

PSC

Public Safety Canada

PIO

Public Information Officer

RC

Reception Centre
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R&I

Registration and Inquiry

SAR

Search and Rescue

SJA

St. John Ambulance

SOLE

State of Local Emergency

SPCA

Society for Prevention of Cruelty to Animals

TSA

The Salvation Army (or SA)

Glossary
Alberta Emergency Management Agency (AEMA): The coordinating agency within the
Government of Alberta that provides strategic policy direction and works collaboratively with its
emergency management partners.
At-risk Populations: (in the context of ESS) Individuals or groups whose needs are not fully
addressed by traditional service providers or who feel they cannot comfortably or safely use the
standard resources offered during preparedness, response, and recovery efforts.
Branch: The organizational level having functional or geographic responsibility for major parts of
incident operations.
Chain of Command: A series of management positions in order of authority.
Chief: The title for individuals responsible for command and/or management of functional
sections: Operations, Planning, Logistics, and Finance.
Community: A group of people who self-identify as being connected to one another whether
through common lifestyle, interests, geography, etc.
Consequence Management Officer: The staff member from another Government of Alberta
Ministry or Federal Government Department who is assigned to the Provincial Operations Centre
upon activation.
Delegation of Authority: A statement provided to the Incident Commander by the Organization
Executive delegating authority and assigning responsibility.
Deputy: A fully qualified individual who, in the absence of a superior, could be delegated the
authority to manage a functional operation or perform a specific task.
Disaster: An event that results in serious harm to the safety, health or welfare of people or in
widespread damage to property. All disasters are emergencies
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Emergency: An event that requires prompt co-ordination of action or special regulation of
persons or property to protect the safety, health or welfare of people or to limit damage to
property.
Emergency Management: The coordination and integration of all activities necessary to build,
sustain and improve the capabilities to prepare for, respond to, recover from, or mitigate against
threatened or actual disasters or emergencies, regardless of cause.
Emergency Social Services (ESS): Those services provided on a short-term basis to preserve the
emotional and physical well-being of evacuees and response workers in emergency situations.
ESS Branch Director: The individual responsible for the management and coordination of a local
ESS program/team. This person is the liaison between the ECC and ESS functions through the
operations branch.
Event: A planned, non-emergency activity. ICS can be used as the management system for a
wide range of events, e.g., parades, concerts, or sporting events.
Household: A person or group of persons who co-reside in, or occupy, a dwelling. The household
may consist of a family group such as a census family, of two or more families sharing a dwelling,
of a group of unrelated persons or of a person living alone.
Group Lodging: Congregate care facility for the lodging and feeding of evacuees.
Incident: An occurrence, natural or human-induced (or caused) that requires an emergency
response to protect life, property or the environment. Incidents can, for example, include major
disasters, emergencies, wild land and urban fires, floods, etc.
Incident Name: When multi-organizations are responding to one incident the jurisdictional
organization will name the incident (in clear text) using a common geographical or functional
reference. All cooperating and assisting organizations will use the identified incident name.
Incident Command System (ICS): A standardized on-scene emergency management system
specifically designed to provide an integrated organizational structure that reflects the
complexity and demands of single or multiple incidents, without being hindered by jurisdictional
boundaries.
Interim Accommodation: The phase of housing assistance that covers the gap between
immediate sheltering and the return of disaster victims to permanent housing.
Lead Organization: The organization that is primarily responsible through legislation, regulation,
policy or emergency plan to resolve a particular emergency situation.
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Local Authority: “local authority” means: where a municipality has a council within the meaning
of the Municipal Government Act, that council,
Operational Period: The period of time scheduled for execution of a given set of operational
actions as specified in the action plan.
Prevention and Mitigation: Consists of those activities designed to completely avert a disaster,
or failing that, to minimize its impact.
Preparedness: Consists of those activities designed to enable an efficient and effective response
to unavoidable disasters.
Provincial Operation Centre: (POC) The POC is a central point for the collection, evaluation and
dissemination of information concerning a single incident or multiple incidents in the province of
Alberta. The POC is responsible for coordinating the initial response and maintaining support for
a response to a natural or human-induced disaster.
Provincial Emergency Social Services Emergency Coordination Centre: (POC ESS) The
coordination point of all provincial ministries’ and key partners in the delivery of emergency
social services within Alberta.
Psychosocial Support Recovery: Activity aimed at strengthening the coping strategies of
individuals or communities involved in or affected by an incident.
Resilience: The capacity of a system, community or society to adapt to disturbances resulting
from hazards by persevering, recuperating or changing to reach and maintain an acceptable level
of functioning.
Response: Consists of those activities undertaken in the event of an actual emergency.
Situational Awareness: The continual process of collecting, analyzing, and disseminating
intelligence, information, and knowledge.
Special Needs Population: A population whose members may have additional needs before,
during, and after an emergency in functional areas, including but not limited to: maintaining
independence, communication, transportation, supervision, and medical care.
State of Local Emergency (SOLE): A State of Local Emergency is declared in order to exercise
specific powers within the Emergency Management Act, without which a timely response could
not be achieved, or in situations which may jeopardize life, property and/or the environment.
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APPENDICES:
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Appendix 1-Emergency Social Services Call Out List – Redacted
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Appendix 2- Reception Centre Facility Locations
South Locations
ENMAX Centre
2510 Scenic Drive South Lethbridge, AB T1K 1N2
Lethbridge Soccer Centre
2501 28 Avenue South, Lethbridge, AB T1K 7L6
Lethbridge College
3000 College Drive South, Lethbridge, AB T1K 1L6
Exhibition Park Lethbridge
3401 Parkside Drive South, Lethbridge, AB T1J 4R3
Casino Lethbridge
3756 2 Avenue South, Lethbridge, AB T1J 4Y9
North Locations
Nord-Bridge Seniors Centre
1904 13 Avenue North, Lethbridge, AB T1H 4W9
West Locations
ATB Centre**
74 Mauretania Road West, Lethbridge, AB T1J 5A8
Nicholas Sheran Leisure Centre
401 Laval Boulevard West, Lethbridge, AB T1K 3W7
University of Lethbridge
4401 University Drive West, Lethbridge, AB T1K 6T5
Central/Downtown Location
Lethbridge Senior Centre Organization
500 11 Street South, Lethbridge, AB T1J 4G7
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Appendix 3- School Locations and Phone Numbers - Redacted

North Side
South Side
West Side

Elementary Schools
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Appendix 4- Emergency Social Services Partner Call out Process

OR

*During a small incident, IC/PC may use discretion in electing to notify the Chief on Call with information
only, rather than requesting assistance. The IC/PC may then contact VSU to respond and assist.
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Appendix 5- Major City of Lethbridge Facilities
City Facility

Address

Office and Administration
City Hall
Old Courthouse
Cultural
Main Library
Crossings Branch Library
Galt Museum
Helen Schuler Nature Centre
Fort Whoop Up
Yates Memorial
Nikka Yuko Japanese Gardens
Casa
Southern Alberta Ethnic Association
Recreation
ENMAX Centre
Henderson Ice Arena
Adams Ice Arena
Labour Club Ice Arena
Civic Ice Arena
ATB Centre
Nicholas Sheran Ice and Pool
Stan Siwik Pool
Fritz Sick Pool
Henderson Outdoor Pool
Servus Sport Centre (Soccer Centre)
Henderson Ice Center
Emergency Services Buildings
Fire Headquarters (Station #1)
Fire Station #2
Fire Station #3
Fire Station #4
Lethbridge Police Station
Other Buildings
Lethbridge Animal Care and Control
YWCA

City of Lethbridge

910 4th Ave. S.
1010 4th Ave. S.
810 5th Ave. S.
255 Britannia Blvd. W.
502 1st St. S.
Indian Battle Rd. S.
200 Indian Battle Rd. S.
1002 4th Ave. S.
9th Ave. S. and Mayor Magrath Dr. S.
230 8th St. S.
421 6 Ave. S.
2510 Scenic Dr. S.
2301 Parkside Dr. S.
1302 9th Ave. N.
2020 18th Ave. N.
905 5th Ave. S.
74 Mauretania Rd. W.
401 Laval Blvd W.
1901 15th Ave. N.
420 11th St. S.
2710 Parkside Dr. S.
2510 28th Ave. S.
2301 Parkside Dr. S
207 4th Ave. S.
10 Jerry Potts Blvd. W.
2614 16th Ave. S.
2825 5th Ave. N.
135 1st Ave. S.
2405 41st St. N.
604 8th St. S.
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Appendix 6- Adult Care Living Facilities - Redacted
Adult Care Facilities – Lethbridge as of December 2016 – Provided by AHS

Appendix 7- ESS Checklists
ESS Branch Director
Responsibilities
1. Manage the Emergency Social Services Branch of the Emergency Coordination Center
Coordinate the delivery of Emergency Social Services (i.e., food, clothing, lodging, pet
care, and other essential services) as required for those impacted by an incident.
2. Provide direction and support to all activated ESS facilities (i.e., reception centers, group
lodging facilities, pet care facilities).
3. Provide routine situation reports to the Operations Section Chief, Situation Unit,
Provincial Operations Center if activated, and other relevant ESS agencies (I.e., the
Canadian Red Cross, and the Salvation Army).
4. Liaise with other agencies involved in the ESS response
5. Confer with Operations Section Chief and the ECC Director to ensure the ESS response is
appropriate and that expenditures for ESS are authorized
Organizational Relationships
 Reports to: ECC Director and/or Operations Section Chief
 Supervises: Emergency Social Services personnel
Position Description
The ESS branch director will perform supervisory and technical duties in the delivery of
emergency social service activities required during an incident. ESS branch directors may
periodically be assigned in the capacity of Operations Section Chief during ESS driven incidents.
Duties
Preparation Phase
 Actively recruit ESS volunteers
 Establish the ESS committee and chair regular ESS meetings
 Regularly update and validate plan reviews and exercises
 Establish and maintain supplier agreements as needed
 Ensure ESS calendar (posted in public folders in Outlook) is current and updated regularly
Activation Phase
 Report to ECC facility as requested.
 Ensure alternates for roles are identified to allow for multiple operational periods.
 Obtain briefing from Operations Section Chief or ECC Director.
 Assess level of ESS services needed and initiate call-out of ESS staff and other volunteers
required.
 Arrange for reception center to be opened if required.
 Assign other ESS personnel to roles as required. Distribute equipment to personnel who
have been assigned field roles.
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Operational Phase
 Establish and maintain position logs or other necessary files.
 Maintain communications with and provide direction to Reception Centers and other ESS
personnel locations of service.
 Prioritize requests for ESS services.
 Coordinate activities with other volunteer agencies (e.g., The Canadian Red Cross, The
Salvation Army, etc.).
 Prepare objectives for the ESS Branch for each operational period; provide them to the
Operations Section Chief prior to the Action Planning Meetings.
 Maintain ESS resource status board, keeping track of number and type of resources
deployed and reflecting those still available.
 Actively share ESS information with other branches and sections in the ECC.
 Provide role relief with a briefing at shift change encompassing all ongoing activities,
branch objectives for the next operational period, and other pertinent information.
 Request and arrange provincial ESS resources through Operations Section Chief and the
POC.
Demobilization Phase
 Determine demobilization status of ESS services (e.g., closing of reception centers) and
advise the Operations Section Chief.
 Collect and store all completed ESS forms and paperwork from all ESS facilities.
 Ensure any open actions are assigned to appropriate staff or other ECC sections for
follow up
 Coordinate the transition from ESS to the local recovery operation to ensure follow up
and/or continued services are provided to those impacted by disaster. Consider if the ESS
branch may need to continue to facilitate the needs associated to this task.
 Ensure all expenditures and financial claims have been coordinated through the
Finance/Administration Section.
 Release all staff, volunteers, and facilities.
 Ensure facilities are cleaned up and restored to working order
 Follow the Lethbridge ECC demobilization checklist for generic process.
 Conduct a mandatory debriefing and post incident analysis (PIA) session with all ESS
teams/members following the emergency.
 Address area of improvement.
 Provide a summary report of the ESS response to the Director of Emergency
Management (DEM).
Qualifications and Skills




Leads and supports the team to achieve positive results
Listens to others and communicates in an effective manner that fosters open communication
Establishes performance goals, coaches performance, provides training and evaluates
performance
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Solves problems and makes decisions involving varied levels of complexity, ambiguity and risk
Earns the trust and respect of others through consistent honesty and professionalism in all
interactions
Identifies, assesses, and manages risk; takes action to maintain a safe environment for employees
and clients

CoL ESS Volunteers (General Role)
Responsibilities
1. Liaise with the ESS Branch Director and ESS Coordinator.
2. Work on-scene Emergency Social Services Branch with support from the ESS Coordinator.
3. Be capable of being an ESS function lead (food lead, clothing lead, reception center lead,
etc) (be prepared to take on each role)
4. Provide routine situation reports to the ESS Coordinator.
5. Support other agencies involved in the ESS response.
6. Maintain records and communication of events.
7. Arrange for regular information updates.
8. Assess the needs of the impacted citizens
9. Identify short term and long term needs
10. Communicate to citizens as appropriate
11. Complete necessary paperwork
12. Participate in recruitment, orientation, and training opportunities
13. Be available to respond in short notice
14. Attend regular meetings
15. Manage response equipment
16. Performs all other duties as required
Organizational Relationships
 Reports to: ESS Coordinator and/or ESS Branch Director
 Works with other ESS response agencies; Victim Services Unit, Canadian Red Cross,
Alberta Health Services, POC ESS workers, etc.
Position Description
The CoL ESS Volunteer when activated is responsible for working with or without Canadian Red
Cross, Victim Services Unit, Alberta Health Services, Salvation Army, Provincial Operations Centre
Emergency Operations Centre (POC ESS), and other agencies and volunteers in responding and
providing basic needs assistance for (+/-) 72 hours to citizens affected by an emergency or
disaster.
Duties
Preparation Phase
 Assist in actively recruiting ESS volunteers
 Coordinate and fulfill supplier agreements for different basic needs (clothing, food,
lodging, reception centers, personal services, transportation, first aid, child care, pet
care, etc.)
 Keep copies of supplier agreements
 Keep all supplies, materials, and agreements up-to-date.
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Ensure the ESS calendar is current and updated regularly
Be familiar with the ESS team notification fan out system (ERMS)
Ensure your contact information in ERMS and the ESS Call Out Roster is current
Regularly support the updating of ESS plans
Establish standard operating guidelines for each ESS function and ensure all team
members are aware of them and understand them
 Attend a minimum of two ESS meetings/training opportunities each year
Activation Phase
 Upon being activated, ESS personnel will respond to the ECC located at Fire Hall number
one on the second floor for assignment and equipment sign out.
 Upon arrival at the scene (or reception center) set up your work station
 Begin your position log
 Conduct/attend an opening briefing meeting with ESS volunteers
 Activate functions as needed
 Lead function as needed
 Determine needs of victims and of ESS staff
Operational Phase
 Wear identification
 Take pictures of activation area (bus condition, reception center condition) prior to
allowing victims in
 Make requests through ESS Coordinator/ ESS Branch Director
 Liaise with other ESS agencies
 Maintain contact and communication with other ESS volunteers and agencies
 Notify the ESS Coordinator and/or the ESS Branch Director of any immediate issues or
concerns
 Continually monitor the impact of the event on all other ESS volunteers
Demobilization Phase
 Begin demobilization of ESS function (e.g., closing of reception centers) when advised by
ESS Branch Director or ESS Coordinator
 Collect all completed ESS forms and paperwork from all ESS facilities and deliver them to
the ESS Coordinator
 Ensure all expenditures and financial claims have been submitted to the ECC
 Ensure facilities are cleaned up and restored to working order (reference pre-operation
pictures)
 Follow the Lethbridge ECC demobilization checklist for generic process.
 Attend a mandatory debriefing and post incident analysis (PIA) session with all ESS
teams/members following the emergency/disaster.
 Address areas of improvement with the ESS Branch Director and ESS Coordinator
 Take inventory of supplies or equipment needing to be replaced or replenished
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Qualifications and Skills
 Leads and supports the team to achieve positive results
 Listens to others and communicates in an effective manner that fosters open
communication
 Contributes to solving problems and helps make decisions involving varied levels of
complexity, ambiguity and risk
 Earns the trust and respect of others through consistent honesty and professionalism in
all interactions
 Identifies, assesses, and manages risk; takes action to maintain a safe environment for
employees and clients
 City of Lethbridge Employee
 Criminal Record Reference Check
 Vulnerable Sector check
 Valid driver’s license
 High School diploma or equivalent
 Incident Command System (ICS) 100 (or working towards, training offered online (AEMA))
 Standard First Aid CPR C (or working towards)
Assets
 ICS 200+
 Second language
 Computer literacy
Skills
 Proficient in English
 Customer service skills
 Communication Skills
 Ability to work well within a team
 Dependable
 Remains calm during Crisis
Working Conditions
 Potential to respond in disaster areas
 May need to stand for several hours
 May need to lift 20kg
 Ability to respond in non-traditional hours
 Ability to be on-call
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Quick Response Assessment Team (Q-RAT)
Responsibilities
1. Oversee the quick response assessment of evacuees to determine their immediate
needs.
2. Ensure all required paperwork for Q-RAT is complete (incident report forms)
3. Provide direction and support to Quick Response Assessment Team.
Note: CoL ESS workers, and Victim Services Unit Individuals are normally the first one scene.
They will be the ones to determine the basic needs during the first one to three hours of an
event. VSU and CoL ESS have the authority to get low cost basic needs to help victims get
through until the Canadian Red Cross does a needs assessment for each family or individual.
Organizational Relationships
 Reports to: ESS Coordinator/ESS Branch Director
Duties
Activation Phase
 Check in with ESS Coordinator or ESS Branch Director if activated. Check in with Victim
Services Unit if activated.
 Obtain current status and specific instructions.
 Establish a connection with the people affected by the emergency/disaster.
 Set up pet reception area/building. Utilize bus(es), if available, as shelter. Or call LA
Transit to get some buses to use.
 Determine resource needs, such as people, equipment, phones, checklist copies, and
other reference documents. Notify supervisor of any resource requirements.
 Obtain equipment, supplies and required forms.
Operational Phase
 Maintain communication with assigned supervisor.
 Maintain position log in chronological order describing actions taken during the shift.
 Ensure space, equipment and materials are available to provide assessments as required.
 Gather people affected by the incident to be in one location.
 Be cognizant of how close the victims staging area is to the location of the incident. Try to
keep victims away from the incident to be able to focus on their needs (rather than
wants)
 If the incident has a potential to be criminal in nature make sure to recognize the
situation early
 Keep track of the needs you are filling
 Refer or direct victims to Red Cross (when they arrive) to continue with the needs
assessments if required.
 Attend briefings as requested.
 Provide status report information.
 Brief workers as needed.
 Prepare shift schedules as needed.
 Assist, support and provide direction to workers.
 Monitor personnel to ensure appropriate worker care is implemented.
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 Brief replacement for the next shift and identify outstanding action items or issues is
needed (in major disasters (Fort McMurray Wildfire, for example) needs assessments
may continue several days, or weeks past the event if people are unable to return home)
Deactivation Phase
 Complete all required forms, reports, and other documentation. If applicable, all forms
should be submitted through the supervisor to the ESS Branch Director, prior to
departure.
 Clean up work area before leaving.
 Sign out with ESS Branch Director/ESS Coordinator.
 Leave a forwarding number, if applicable.
 Access critical incident stress debriefing as needed.
 Be prepared to contribute to any post incident analysis processes (e.g., debriefs, reports
etc.).
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Emergency Food
Responsibilities
1. Oversee the emergency food for victims.
2. Ensure all required paperwork in the administration of emergency food is complete.
Supply agreements if needed.
3. Provide direction and support to emergency food responsibilities.
Note: CoL ESS workers, and Canadian Red Cross individuals are normally responsible for
organizing emergency food. During small disasters, the Canadian Red Cross will refer people to
restaurants (in their supplier agreements), or will provide them with a voucher for emergency
groceries for families who have access to stove/fridge etc. In the event of a major disaster, CoL
ESS can get authorization from the ECC to purchase food or make arrangements. In addition,
Salvation Army can be contacted to provide the Salvation Army Food Truck for Disaster Relief.
Organizational Relationships
 Reports to: ESS Coordinator/ESS Branch Director
Duties
Activation Phase
 Check in with ESS Coordinator or ESS Branch Director
 Obtain current status and specific instructions.
 Establish emergency food support. Immediate refreshments and light nourishments can
be provided.
 Set up a reception area/building. Utilize surrounding buildings, buses, if available, as
shelter.
 Determine resource needs, such as people, equipment, phones, checklist copies, and
other reference documents. Notify supervisor of any resource requirements.
 Obtain equipment, supplies and required forms.
Operational Phase
 Maintain communication with assigned supervisor.
 Maintain position log in chronological order describing actions taken during the shift.
 Ensure space, equipment and materials are available to provide assessments as required.
 Gather people affected by the incident to be in one location.
 Keep track of the food needs you are filling
 Refer or direct victims to Red Cross (when they arrive) to continue with the needs
assessments if required.
 Attend briefings as requested.
 Provide status report information.
 Brief workers as needed.
 Prepare shift schedules as needed.
 Assist, support and provide direction to workers.
 Monitor personnel to ensure appropriate worker care is implemented.
 If the event is a major disaster, it is recommended that CoL ESS make arrangements
through the ESS Branch Director (and then to ECC) to get approval to get emergency
food. (Remember to feed volunteers as well)
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 ESS (or ECC) may request the Salvation Army Food Truck for Disaster Relief be brought to
the scene.
Deactivation Phase
 Complete all required forms, reports, and other documentation. All forms should be
submitted through the supervisor to the ESS Branch Director, prior to departure.
 Clean up work area before leaving.
 Sign out with ESS Branch Director/ESS Coordinator.
 Leave a forwarding number.
 Access critical incident stress debriefing as needed.
 Be prepared to contribute to any post event processes (e.g., debriefs, reports etc.).
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Emergency Lodging
Responsibilities
1. Oversee the emergency lodging for victims.
2. Ensure all required paperwork in the administration of emergency lodging is complete.
Supply agreements if needed.
3. Provide direction and support to emergency lodging responsibilities.
Note: CoL ESS workers, and Canadian Red Cross individuals are normally responsible for
organizing emergency lodging. During small disasters, if the victims have no friends or family that
they can stay with, the Canadian Red Cross has supplier agreements with hotels in Lethbridge.
They will arrange for people to stay at one of the hotels/motels.
Organizational Relationships
 Reports to: ESS Coordinator/ESS Branch Director
Duties
Activation Phase
 Check in with ESS Coordinator or ESS Branch Director
 Obtain current status and specific instructions.
 Establish emergency lodging. Contact taxi services, arrange for bus passes, or contact LA
Transit.
 Determine resource needs, such as people, equipment, phones, checklist copies, and
other reference documents. Notify supervisor of any resource requirements.
 Obtain equipment, supplies and required forms.
Operational Phase
 Maintain communication with assigned supervisor.
 Maintain position log in chronological order describing actions taken during the shift.
 Ensure space, equipment and materials are available to provide assessments as required.
 Gather people affected by the incident to be in one location.
 Keep track of the hotels needed as you are filling them
 Refer or direct victims to Red Cross (when they arrive) to continue with the needs
assessments if required.
 Assist the Canadian Red Cross in notifying the hotel(s) where individuals will be staying
 Arrange for transportation for the victims to the hotel(s) if needed.
 Meet the victims at the hotel(s)
 Attend briefings as requested.
 Provide status report information.
 Brief workers as needed.
 Prepare shift schedules as needed.
Deactivation Phase
 Complete all required forms, reports, and other documentation. All forms should be
submitted through the supervisor to the ESS Branch Director, prior to departure.
 Clean up work area before leaving.
 Sign out with ESS Branch Director/ESS Coordinator.
 Leave a forwarding number.
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 Access critical incident stress debriefing as needed.
 Be prepared to contribute to any post event processes (e.g., debriefs, reports etc.).
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Emergency Clothing
Responsibilities
1. Oversee the emergency clothing for victims.
2. Ensure all required paperwork in the administration of emergency clothing is complete.
Supply agreements if needed.
3. Provide direction and support to emergency clothing responsibilities.
Note: CoL ESS workers, and Canadian Red Cross individuals are normally responsible for
organizing emergency clothing. Canadian Red Cross is responsible to provide victims with
vouchers for emergency clothing. Once their vouchers have been used for emergency clothing it
is recommended that victims use second hand clothing stores.
Often clothing is the item that people want to donate. Clothing donations are strongly
discouraged as people often do not donate new articles of clothing creating the second disaster.
Organizational Relationships
 Reports to: ESS Coordinator/ESS Branch Director
Duties
Activation Phase
 Check in with ESS Coordinator or ESS Branch Director. Obtain current status and specific
instructions.
 Establish emergency clothing vouchers.
 Determine resource needs, such as people, equipment, phones, checklist copies, and
other reference documents. Notify supervisor of any resource requirements.
 Obtain equipment, supplies and required forms.
Operational Phase
 Maintain communication with assigned supervisor.
 Maintain position log in chronological order describing actions taken during the shift.
 Ensure space, equipment and materials are available to provide assessments as required.
 Gather people affected by the incident to be in one location.
 Keep track of the clothing needs you are filling
 Refer or direct victims to Red Cross (when they arrive) to continue with the needs
assessments if required.
 Attend briefings as requested.
 Provide status report information.
 Brief workers as needed.
 Prepare shift schedules as needed.
 Assist, support and provide direction to workers.
 Monitor personnel to ensure appropriate worker care is implemented.
Deactivation Phase
 Complete all required forms, reports, and other documentation. All forms should be
submitted through the supervisor to the ESS Branch Director, prior to departure.
 Clean up work area before leaving.
 Sign out with ESS Branch Director/ESS Coordinator.
 Leave a forwarding number.
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Emergency Social Services Response Plan
 Access critical incident stress debriefing as needed.
 Be prepared to contribute to any post event processes (e.g., debriefs, reports etc.).
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Emergency Social Services Response Plan
Family Registration and Inquiry
Responsibilities
1. Oversee the emergency family registration and inquiry for victims (often Red Cross)
2. Ensure all required paperwork in the administration of family registration and inquiry is
complete. Supply agreements if needed.
3. Provide direction and support to family registration and inquiry responsibilities.
Note: The Canadian Red Cross is responsible for the family registration and inquiry. The
Canadian Red Cross has the Central Registration and Inquiry Bureau (CRIB) that tracks and
records all the information for the victims of the emergency response. Often parent/guardians
get separated from their children in the event of a disaster. This registration helps to reunite the
members of a family together. This information can often be used if the government is giving the
victims of a disaster some assistance funding.
Organizational Relationships
 Reports to: ESS Coordinator/ESS Branch Director
Duties
Activation Phase
 Check in with ESS Coordinator or ESS Branch Director. Obtain current status and specific
instructions.
 Establish contact with the Canadian Red Cross.
 Determine whether they need assistance in filling in the registration and inquiry cards.
(Often this registration can be done online by the victim themselves if they have access
to internet)
 Determine if you (or Canadian Red Cross) need additional resources, such as people,
equipment, phones, checklist copies, and other reference documents. Notify supervisor
of any resource requirements.
 Obtain equipment, supplies and required forms.
Operational Phase
 Maintain communication with assigned supervisor.
o

Registrations and inquiry cards are often sent to the CRIB to be processed. CoL may not be able to
keep a copy of the information

 Use the registration cards for individuals affected by the disaster needing to register
themselves and their family
 If family members have been separated from each other and they are looking for another
person, fill in the inquiry cards
Deactivation Phase
 Complete all required forms, reports, and other documentation. All forms should be
submitted through the supervisor to the ESS Branch Director, prior to departure.
 Clean up work area before leaving.
 Sign out with ESS Branch Director/ESS Coordinator.
 Leave a forwarding number.
 Access critical incident stress debriefing as needed.
 Be prepared to contribute to any post event processes (e.g., debriefs, reports etc.).
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Emergency Social Services Response Plan
Reception Centre Services
Responsibilities
1. Oversee the reception center(s)
2. Ensure all required paperwork in the administration of reception center is complete.
Supply agreements if needed.
3. Provide direction and support to reception center(s).
Note: A Reception Centre is the location designated by the ESS Branch Director as a safe
gathering place for people displaced from their homes as a result of an emergency or disaster.
At a Reception Centre, individuals may register and receive Emergency Social Services (food,
clothing, and/or lodging), as well as information about the emergency situation. Canadian Red
Cross and the CoL ESS are responsible for the Reception Center. Alberta Health Services may do
checks to make sure the reception center is meeting guidelines. AHS can be their as emotional
support too.
Organizational Relationships
 Reports to: ESS Coordinator/ESS Branch Director
Duties
Activation Phase
 Check in with ESS Coordinator or ESS Branch Director. Obtain current status and specific
instructions.
 Establish take picture of the reception center prior to set up.
 Set up reception center.
 Determine resource needs, such as people, equipment, phones, checklist copies, and
other reference documents. Notify supervisor of any resource requirements.
 Obtain equipment, supplies and required forms.
Operational Phase
 Maintain communication with assigned supervisor.
 Maintain communication with assigned supervisor.
 Maintain position log in chronological order describing actions taken during the shift.
 Refer or direct patients to clinic/hospital care if required.
 Attend briefings as requested.
 Provide status report information prior to management team meetings.
 Brief workers within the Unit as needed.
 Prepare shift schedules as needed.
 Assist, support and provide direction to workers.
 Monitor personnel to ensure appropriate worker care is implemented.
 Brief replacement for the next shift and identify outstanding action items or issues.
Deactivation Phase
 Complete all required forms, reports, and other documentation. All forms should be
submitted through the supervisor to the ESS Branch Director, prior to departure.
 Clean up work area before leaving.
 Sign out with ESS Branch Director/ESS Coordinator.
 Leave a forwarding number.
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Emergency Social Services Response Plan
 Access critical incident stress debriefing as needed.
 Be prepared to contribute to any post event processes (e.g., debriefs, reports etc.).
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Emergency Social Services Response Plan
Transportation Services
Responsibilities
1. Oversee the transportation services. Including buses and taxi arrangements if needed.
2. Ensure all required paperwork buses and taxis is complete. Keep track of the services.
3. Provide direction and support to transportation services.
Organizational Relationships
 Reports to: ESS Coordinator/ESS Branch Director
Duties
Activation Phase
 Check in with ESS Coordinator or ESS Branch Director. Obtain current status and specific
instructions.
 Establish transportation support. Contact taxi services, arrange for bus passes, or contact
LA Transit or school buses.
 Set up a pick up location.
 Determine resource needs, such as people, equipment, phones, checklist copies, and
other reference documents. Notify supervisor of any resource requirements.
 Obtain equipment, supplies and required forms.
Operational Phase
 Maintain communication with assigned supervisor.
 Maintain position log in chronological order describing actions taken during the shift.
 Refer or direct patients to clinic/hospital care if required.
 Attend briefings as requested.
 Provide status report information prior to management team meetings.
 Brief workers within the Unit as needed.
 Prepare shift schedules as needed.
 Assist, support and provide direction to workers.
 Monitor personnel to ensure appropriate worker care is implemented.
 Brief replacement for the next shift and identify outstanding action items or issues.
Deactivation Phase
 Complete all required forms, reports, and other documentation. All forms should be
submitted through the supervisor to the ESS Branch Director, prior to departure.
 Clean up work area before leaving.
 Sign out with ESS Branch Director/ESS Coordinator.
 Leave a forwarding number.
 Access critical incident stress debriefing as needed.
 Be prepared to contribute to any post event processes (e.g., debriefs, reports etc.).
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Emergency Social Services Response Plan
Personal Services
Personal services offer first aid, temporary care for unattended children and dependent elderly,
provides or arranges for provision of material assistance, and offers emotional support to people
with needs created or aggravated by a disaster. Canadian Red Cross will lead or assist where
needed.
Note: Depending on which function needs to be filled, use the checklist specific sheet.

Emotional Services
Victim Services Unit and Alberta Health Services are responsible for this ESS function.

Morgue Services
Working with the ECC, and local coroner’s office, ESS personnel may assist with establishing the
Henderson Ice rink as a temporary morgue during a disaster.
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Emergency Social Services Response Plan
First Aid
Responsibilities
1. Oversee the provision of First Aid to evacuees and personnel at Reception Centre.
2. Ensure all required paperwork in the administration of First Aid is complete (incident
report forms)
3. Provide direction and support to First Aid workers.
Note: All CoL ESS workers, Canadian Red Cross volunteers, and Victim Services Unit Individuals are qualified/certified in First Aid.

Organizational Relationships
 Reports to: ESS Branch Director and/or ESS Coordinator.
Duties
Activation Phase
 Check in with ESS Coordinator or ESS Branch Director. Obtain current status and specific
instructions.
 Establish and set up a First Aid area and obtain equipment, supplies and required forms.
 Determine resource needs, such as people, equipment, phones, checklist copies, incident
report forms and other reference documents. Notify supervisor of any resource
requirements.
Operational Phase
 Maintain communication with assigned supervisor.
 Maintain position log in chronological order describing actions taken during the shift.
 Refer or direct patients to clinic/hospital care if required.
 Attend briefings as requested.
 Provide status report information prior to management team meetings.
 Brief workers within the Unit as needed.
 Prepare shift schedules as needed.
 Assist, support and provide direction to workers.
 Monitor Unit personnel to ensure appropriate worker care is implemented.
 Brief replacement for the next shift and identify outstanding action items or issues.
Deactivation Phase
 Complete all required forms, reports, and other documentation. All forms should be
submitted through the supervisor to the ESS Branch Director, prior to departure.
 Deactivate assigned position and close logs when authorized by the Reception Centre
Manager.
 Submit a list to the supervisor, for delivery to the appropriate section, of the following:
 Status of all borrowed equipment
 All ESS equipment and supplies needing restocking
 Names of personnel and hours worked
 Clean up work area before leaving.
 Sign out with ESS Branch Director/ESS Coordinator.
 Leave a forwarding number.
 Access critical incident stress debriefing as needed.
 Be prepared to contribute to any post event processes (e.g., debriefs, reports etc.).
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Emergency Social Services Response Plan
Child Care Services
Pre-Teen (6-12 years)

Preschool
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Play dough
Paper, Crayon, Felts
Puppets
Story Telling
Toddler Toys
Duplex
Action Toys
Videos
Sing-Alongs
Shadow Animals
Circle Games
Gym Activities
Simple Crafts – Glue, Macaroni, Cheerios
Musical Instruments
Water Play
Sticker Books

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Crafts – Glue String, Sticks, Pip Cleaners
Coloring Books
Books & Comic Books
Toys – Figurines, Trucks, Dolls
Lego
Spice Girls, Barbie Dolls
TV/Videos
Pet Care
Hair Braiding & Face Painting
Snacks
Sports – Soccer, Skipping
Journal Writing
Music & Dance
Group Games – Sack Races, 3-Legged Races
Puzzles
Sewing & Knitting Lessons
Bingo

Responsibilities
1. Oversee the implementation and operation of the Child Care area.
2. Ensure the provision of care for unattended children.
3. Provide direction and support to Child Care workers.
Organizational Relationships
 Reports to: ESS Branch Director and/or ESS Coordinator
Duties
Activation Phase
 Check in with ESS Coordinator or ESS Branch Director
 Obtain current status and specific instructions.
 Establish and set up a Child Care area.
 Set up a check-in desk that will be monitored by a designated child care person at all
times that children are present
 Determine resource needs, such as people, equipment, phones, checklist copies, toys,
wristbands and other reference documents. Notify supervisor of any resource
requirements.
 Obtain equipment, supplies and required forms.
Operational Phase
 Maintain communication with assigned supervisor.
 Maintain position log in chronological order describing actions taken during the shift.
 Notify Supervisor when Child Care area becomes operational.
 Ensure a worker is designated to sign-in/sign-out and wristband children within the Child
Care area.
 Ensure unattended children are registered on an individual ESS File – Registration &
Services Record.
City of Lethbridge

Emergency Social Services 2018

59

Emergency Social Services Response Plan
 Ensure that children are supervised by at least two adults at all times. At no time will
children be left with only one adult (even when using the washroom)
 Ensure personnel are working suitably with the children.
 Attend briefings as requested.
 Brief workers within the Unit as needed.
 Prepare shift schedules as needed.
 Assist, support and provide direction to workers.
 Brief replacement for the next shift and identify outstanding action items or issues.
Deactivation Phase
 Complete all required forms, reports, and other documentation. All forms should be
submitted through the supervisor to the ESS Branch Director, prior to departure.
 Clean up work area before leaving.
 Sign out with ESS Branch Director/ESS Coordinator.
 Leave a forwarding number.
 Access critical incident stress debriefing as needed.
 Be prepared to contribute to any post event processes (e.g., debriefs, reports etc.).
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Emergency Social Services Response Plan
Multicultural Services
Responsibilities
1. Oversee the provision of the following Multicultural services:
- Translators
- Ethnic foods
- Specific clothing or other needs due to cultural practice and/or religious requirements.
2. Provide direction and support to Multicultural workers.
Organizational Relationships
 Reports to: ESS Coordinator/ESS Branch Director
Duties
Activation Phase
 Check in with ESS Coordinator or ESS Branch Director
 Obtain current status and specific instructions.
 Establish and set up a Pet Care area.
 Set up pet reception area/building. Utilize a tent, if available, as shelter.
 Determine resource needs, such as people, equipment, phones, checklist copies, and
other reference documents. Notify supervisor of any resource requirements.
 Obtain equipment, supplies and required forms.
Operational Phase
 Maintain communication with assigned supervisor.
 Maintain position log in chronological order describing actions taken during the shift.
 Act as a resource for other ESS workers who may encounter language or cultural
situations.
 Arrange for translators as needed.
 Attend briefings with all personnel.
 Provide status report information to ESS Branch Director/ESS Coordinator prior to
management team meetings.
 Provide cultural information based on the demographics of evacuees attending the
Reception Centre as needed.
 Determine if ethnic foods will be required in the Reception Centre. Work to arrange for
and distribute these foods if required.
 Assess clothing needs based on culture. If there is a need for culturally specific clothing
arrange for this need.
 Brief replacement for the next shift and identify outstanding action items or issues.
Deactivation Phase
 Complete all required forms, reports, and other documentation. All forms should be
submitted through the supervisor to the ESS Branch Director, prior to departure.
 Clean up work area before leaving.
 Sign out with ESS Branch Director/ESS Coordinator.
 Leave a forwarding number.
 Access critical incident stress debriefing as needed.
 Be prepared to contribute to any post event processes (e.g., debriefs, reports etc.).
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Emergency Social Services Response Plan
Pet Services
Responsibilities
1. Set up an area where pets will be held until alternate arrangements can be made.
2. Provide food, water, and care for pets.
Organizational Relationships
 Reports to: ESS Coordinator/ESS Branch Director
Note: Public Health by-laws forbid pets in Reception Centres in areas where food is being
prepared, stored or eaten with the exception of assistance animals.
Duties
Activation Phase
 Check in with ESS Coordinator or ESS Branch Director
 Obtain current status and specific instructions.
 Establish and set up a Pet Care area.
 Set up pet reception area/building. Utilize a tent, if available, as shelter.
 Determine resource needs, such as people, equipment, phones, checklist copies, and
other reference documents. Notify supervisor of any resource requirements.
 Obtain equipment, supplies and required forms.
Operational Phase
 Maintain communication with assigned supervisor.
 Register pets being held at the Pet Care area.
 Provide safe and secure care for pets at the Reception Centre.
 Provide pet carriers to pet owners if needed.
 Brief replacement for the next shift and identify outstanding action items or issues.
Deactivation Phase
 Complete all required forms, reports, and other documentation. All forms should be
submitted through the supervisor to the ESS Branch Director, prior to departure.
 Clean up work area before leaving.
 Sign out with ESS Branch Director/ESS Coordinator.
 Leave a forwarding number.
 Access critical incident stress debriefing as needed.
 Be prepared to contribute to any post event processes (e.g., debriefs, reports etc.).
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