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Pre-Event 
[bookmark: _GoBack]The database of active CERT members is updated quarterly by the CERT coordinator. All members of the active list who interface with the public shall have been fingerprinted. A training log is maintained by the CERT coordinator and is linked to the members using team application software. Any event, drill, incident, or class attended can be entered in the application and downloaded to an Excel sheet. The log is created from the activities assigned, civic event attendance, and classes (basic and Continuing Education). It includes team members, instructors, and individuals who did not choose to join a team, but support the operation. The database of these logs is reported to the Department Operations Center. Reports are updated quarterly by the Coordinator and downloaded at year end to a binder. These results confirm each team member’s fulfillment of requirements toward the following year’s membership. 
Disaster Service Worker coverage is in effect with activation by the appropriate sworn officer (or the designated City employee) for drills and incidents. The administration of the oath, and the completed application from the volunteer, shall have already been completed at graduation from training.

Deployment
Notification
Sunnyvale Department of Safety and/or the EOC determines when to activate CERT.  CERT members and teams shall be alerted to an activation by a notification system that shall send out a text, email and phone call (if contact information is on file) with activation title and staging area location. Team Leaders shall receive a pre-call from the DOC. Team members shall answer the callout affirmatively if able to respond so that the DOC knows the approximate strength of the total response.


Response
Seven areas are currently set up with ARKS with room for sheltering, and three of these are designated as staging areas with extra CERT equipment as shown below. They are Sunnyvale Middle School, Peterson Middle School, and Columbia Middle School. Volunteers shall not respond to these staging areas without an official activation.  Teams shall report to their Team Leader at the designated staging area and shall review their equipment, batteries, and water before assembling as a team. When the team is assembled, Team Leader shall set up the Command Post, and the complete team shall report to logistics for sign-in and deployment. The Team Leader shall be responsible for obtaining access to area maps, kept in the ARK, that affect the assignment. The Team Leader shall open the Ark if necessary and set up the CERT equipment.
Staging
The first person to arrive at the staging area assumes command as Incident Commander until a more senior team leader or sworn personnel arrives. 
The sign-in log for CERT is established with the activation title and a Scribe is assigned. If applicable, the ARK is opened and its equipment assembled: pop-up structure, lights, megaphone, generator, first aid boxes, etc. An inventory log for items used is established.
Teams assemble and appoint an IC. Each team is ideally comprised of 20 volunteers and a Team Leader. Teams contains 21 CERT qualified individuals because it is likely not all members will be able to show up at an incident, but those who show up will have trained together and not be working with strangers. Each Team Leader shall appoint an assistant, who shall be mentored and trained to assume leadership if the Leader is unable to attend an incident. All teams shall be cross-trained. Teams shall carry their own equipment, but may be supplemented by equipment set up in the ARK. If teams have radio operators, they shall coordinate and effect communications to the city through SARES.
DSW coverage is in effect with activation by the appropriate sworn officer (or the designated City employee) for drills and incidents. The administration of the oath, and the completed application from the volunteer, shall have already been completed at training graduation.
Equipment
The City of Sunnyvale provides a list of required equipment for CERT team members. See Appendix A at the end of this document.
Also provided by the city is a standard equipment list for those ARKs in staging areas. See Appendix B.


Forms
The following forms are furnished by the city in the event of a drill or incident. CERT team members are required to use them when training or deployed.
· ICS205 with frequencies, channels, codes, and tactical call signs shall be used (with activation number).
· The sign-in log, ICS 211, must have an activation number, and all persons arriving at staging area shall sign in (no exceptions).
· ICS 213 shall be used for messages to DOC/EOC.
· Damage assessment forms shall list the activation title and number.
· The inventory log for ARK supplies used during the activation shall reflect supplies returned to ARK unused and the number to be replenished.
All forms used during a drill or activation shall be properly marked. It is the Team Leader’s responsibility to verify that they are complete.
Communications
FRS radios shall be used by neighborhood groups and teams. The radios shall be part of the required equipment list to be furnished by the team member. When possible, SARES members shall be part of the team and able to communicate with DOC and EOC. FRS and GMRS shall be used by Teams and Team Leaders with no amateur radio operator. ICS 205 (Comm Plan) shall be furnished to each team member with appropriate frequencies for FRS, GMRS, and Amateur radio, including tactical call signs.
Demobilization
End of Shift
All documents used during the incident shall be returned up the chain of command. Personal equipment of team members shall be inventoried and replenished as necessary. Transfer of command procedures shall be followed with document transfer and de-brief. Team members shall be given breaks as needed and may continue or return for next needed shift.
End of Event
CERT volunteers shall resupply each ARK at the earliest possible time. All ARK equipment used shall be inspected and noted for repair or replacement. All CERT personnel shall sign out. The ARK is closed and all documents are given to the Team Leader, who inspects them for accuracy and completeness and delivers them to DOC. Team members are dismissed. Team de-briefings shall be held within 10 days. 

Appendix A:   GO-BAG FOR TEAM MEMBERS 
    REQUIRED 
· FRS radio w/ weather channel 
· Cell phone w/ required apps 
· Forms (5 each)- damage assessment, ICS 211, 213,205 
· Notepad, pen, clipboard  
· Phone contact list- team+ command                     
· Watch
· Water
· Hard Hat
· Goggles
· Gloves
· Vest
· Whistle
  RECOMMENDED
· ½ tank gas in personal car at all times                                           
· Compass   
· Downloaded offline map- city, bay area- paper copy optional 
· Batteries-AA, phone, pad, AAA, portable power bank                        
· Power inverter-vehicle                                                                              
· Cigarette lighter adaptors
· Flashlight for traffic control
· Headlamp
· Knife / Leatherman
· Caution tape, duct tape
· First aid kit
· Compass, mirror, whistle, bandana
· FOGs, radio manuals, ICS 205
· 100 ft rope.  (500# para cord)
· Mylar blanket 
· Trash bag
· 12hr- food bars
· Extra nitrile gloves
· Money              
· N95 masks 

                                                        
                                                          
Appendix B: CERT EQUIPMENT AT STAGING AREAS

Staging equipment:
· Pop up						
· Tarp						
· Tow rope					
· Generator and fuel					
· Batteries-AA,AAA, C, D				
· Caution tape
· Duct tape
· Trash bags 										
· Lights and cords				
· Portable table					
· 2 folding chairs
Tools:					
· Gloves-leather
· Axe or hatchet
· Basic tool kit
· 8” pry bar
· Shovel, broom
· Bucket toilet
· Safety vests
Medical:
· Hand wipes, sanitizer
· N95 masks
· Medical bags
· Extra nitrile gloves
· Water
Office supplies:
· Forms ICS 205, 211, 213, Damage assessment
· Yellow pads
· Clip boards
· Pens
· Laminated city map
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