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Start an Assessment

. Login or create an account on the
POST Learning Portal
http://www.lp.post.ca.gov.

. Navigate to the Tools category and
click the Incident Preparedness

Assessment Tool icon.

. Click Start.

. The Introduction will play.

. Click Start New Assessment. A

brief video showing highlights of the

tool’s interface will play.

. Proceed through the questions.
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INCIDENT PREPAREDNESS ASSESSMENT TOOL USER GUIDE

Peace Officer Standards & Training

START NEW ASSESSMENT
CONTINUE ASSESSMENT

QuiTt

Incident Preparedness Assessment Tool
ASSESS [T 2 3 4 5 6 1 ACTION PLAN

Have the hazards and risks specific to your jurisdiction been identified, documented, and  wore about risk Assessment [7]
prioritized by your agency? Check all that apply.

Hazards and Risl-'.sE Yes No Don't Know
Identified v

Documented v

Prioritized v

QuIt SAVEAS NOTES sm)



http://www.lp.post.ca.gov/

INCIDENT PREPAREDNESS ASSESSMENT TOOL USER GUIDE

Save an Assessment

1. Click Quit or Save As.

ment Tool

2. Navigate to the local drive or Organize »  Newfolder

- Favorites Name

B Downloads _rcpd2012 T
51 Recent Places e e S PV U A A0 e o
B Desktop :’_

& Google Drive :

location on your network.

. : tupdated. More about Plans [7 ]
3. Name the file.

4. C“Ck Save = !_ibraries
E::::"E”ts v Last Update !
Note: If the file is saved on a ] Pictures v 09 1312013 [5 [
. B videos
network, multiple users may v 0or 18/ 203
Bl Computer e —————— T — S oS/ 1312013
access and update the m i 4
File name:  rcpd2012 v 09/ 1312013
assessment; however they can Save as type: [AllFiles v ol 1312018
only open the file after logging on + Hide Folders v 09/ 1312013

and launching the tool.

QuIT SAVEAS NOTES )
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INCIDENT PREPAREDNESS ASSESSMENT TOOL

Continue an Assessment

Login or create an account on
the POST Learning Portal

http://www.lp.post.ca.gov.

Navigate to the Tools category
and click the Incident
Preparedness Assessment
Tool icon.

Click Start.
The Introduction will play.
Select Continue Assessment.

Find the saved assessment file
on the network or local drive

and select.

Your assessment will open with

your previous entries saved.

Back to Menu

Eo-

b RiverCityPD

| Organize = Mew folder

£ Favorites Name Date modified Type

% Downloads | repd2012 9/24/2013 3:33 PM
3] Rocent Piocec = S e S -
B Desktop

% Geegle Drive

4 Libraries ; Peace Officer Standards & Training

<] Documents
@' Music
=] Pictures

H videos

Y| Computer
&8 Local Disk (C:)
ca SYSTEM (D)

s

- |AllFiles -

| open |+ Cancel

File name: rcpd2012

Incident Preparedness Assessment Tool
ASSESS§1 2|13 /4.5 8 | ACTION PLAN

Does your agency utilize the following protocols that help to ensure state and federal
reimbursement? Check all that apply and indicate where it is documented. Click the
right arrow to proceed.

USER GUIDE

[type here and press

PROTOCOLS ‘ v ‘ Where documented
PRE-INCIDENT A
ICS/SEMS/NIMS training Z v All Hazard Plan [X]

{type here and press Enter o add a document]
Documented reimbursement policies and procedures i v River County EOP [X]

INCIDENT AND POST-INCIDENT

Implement ICS/SEMS/NIMS [k 4 All Hazard Plan [X]

River County EOP [X]

auit SAVE AS

NOTES

More about Reimbursement [? ]

)



http://www.lp.post.ca.gov/

INCIDENT PREPAREDNESS ASSESSMENT TOOL USER GUIDE

Update or Change an Assessment

1. Open an existing assessment (see

Incident Preparedness Assessment Tool

Continue an Assessment). ASSESSE 2B 0 0 ACTION PLAN

2. Select the question or Action Plan )
Check all plans that are in effect at your agency and when each was last updated. More about Plans

Click the right arrow to proceed.

item you want to update or

change.
. PLAN v Last Update 2]
e Delete an entry: Click the red _ 7 =
Emergency Operations Plan 00/ 00/
[X] mark next to the entry. For
CheCk marks CliCk the Checked All-Hazard Mitigation Plan v 08/ 1372010
field to remove the check mark. Continuity Planning 2 v 08/ 13 1 2008
e Edit atext entry: Place your Mass Evacuation Plan () v 08/ 13712013
cursor in the field and edit the Mass Fatalty Plan 2 v 09/ 1312013
text. Strategic Mational Stockpile Plan v 08/ 1372013
e Change a date: type in or use Ocaupy River Gity 21 [X] v 09/ 2412013 |
the date picker to select a new
date.

3. Save the updated assessment.

Quit SAVEAS NOTES “1)

Back to Menu




INCIDENT PREPAREDNESS ASSESSMENT TOOL

Create Multiple Assessments

1. Start a new assessment (see Start

an Assessment)
2. Click Save As.

3. Save the assessment with a
different file name to your local

drive or network.
4. Proceed through the questions.

Note: Multiple assessments may
be needed if you wish to track
preparedness in different time
periods or if you wish to assess

new plans.

Back to Menu

Organize Mew folder

s \
- Favorites Mame

4- Downloads L | repd2012
= Recent Places

B Desktop I_
f& Google Drive :

-4l Libraries

| Documents
@' Music
k= Pictures

E Videos

1% Computer
B amanen

USER GUIDE

tment Tool

Date modified Type

9/24/2013349 PM  File

' documented, and

: ST
File name: ﬁ;m.;;,y’,']

Save as type: ‘AII Files

“ Hide Folders

QUIT SAVEAS NOTES -)




Add a Plan

1. Start a new assessment or open

an existing assessment.
2. Go to Question 4.

3. Type the name of your plan on the
last line, click in the checkmark
field, and type or select the last
update.

Back to Menu

INCIDENT PREPAREDNESS ASSESSMENT TOOL

USER GUIDE

Incident Preparedness Assessment Tool

ASSESS |1 2 3[4 5 6 1

Click the right arrow to proceed.

ACTION PLAN

Check all plans that are in effect at your agency and when each was last updated.

More about Plans

PLAN

Last Update

Emergency Operations Plan E

oor 1372013 a1 [

All-Hazard Witigation Plan Ed

08/ 1372013

Continuity Planning E

08/ 1372013

IMass Evacuation Plan ]

08/ 1372013 . _

IMass Fatality Plan kd

08/ 1372013

Strategic National Stockpile Plan ]

ASANANESENENES

08/ 1372013

ere and press Enter to add a planj (2]

ASSESS 1 2 3[4 5 6 1

Click the right arrow to proceed.

Incident Preparedness Assessment Tool
ACTION PLAN

Check all plans that are in effect at your agency and when each was last updated. More about Plans

PLAN

Last Update Gl

Emergency Operations Plan

'

08/ 1312013

All-Hazard Witigation Plan Ed

08/ 1372013

Continuity Planning ]

095 1372013

?
Mass Evacuation Plan

09/ 1312013

Mass Fatality Plan

08/ 1372013

Strategic National Stockpile Plan ]

09/ 13712013

Occupy River City B ix

AR SASAYAYA AN S

mm/ dd / yyyy

QUIT SAVEAS NOTES
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INCIDENT PREPAREDNESS ASSESSMENT TOOL USER GUIDE

Assess Just My Own Plan

Incident Preparedness Assessment Tool
ASSESSE 1.2/3([4/5 8} ACTION PLAN

1. Start a new assessment.

2. At Question 4, select all the default

Check all plans that are in effect at your agency and when each was last updated.
Click the right arrow to proceed.

plans in the table and enter the

current date.

3. Add your plan and its last update. PLAN v Last Update ?!
Emergency Operations Plan 2] v 09/ 1372013 | =« =
4 Proceed throth the queStionS' All-Hazard Mitigation Plan v 09/ 1372013
Note: You may want to use the Continuity Planning v 09/ 1312013
tOOl to assess a new plan, SUCh as Mass Evacuation Plan v 09/ 1372013
. . , L. Mass Fatality Plan v 09/ 1372013
a plan for a dlgnltary S visitor a Strategic National Stockpile Plan v 08l 13712013
public event. Because the tool ocaupy River Gity 21 [X] v 091 241 2013 ]

includes default plans, be sure to
check them off so they do not

impact your assessment score.

Quit SAVEAS NOTES “1)

Back to Menu




INCIDENT PREPAREDNESS ASSESSMENT TOOL USER GUIDE

Delegate Tasks

1. Start a new assessment or open Incident Preparedness Assessment Tool
an existing assessment. ASSESS |1 2 3 4 5 6 71 _ i
2. On the Action Plan page, expand Here are the results of your assessment. YOUR PREPAREDNESS SCORE
Use the table below to create an action plan. @ = Prepared: 60% @ = Not prepared: 10%
the task(s) you will delegate. You can print or email your action plan when complete. oven™ecore () = Partall prepared:30% () = Incomplete: 0%

3. Type the name(s) of the YOUR ACTION PLAN

reSponSIbIe Staff' (—_) ¥ Q4: Check all plans that are in effect at your

agency and when each was last
updated
4. Type or select a due date for the

@  Emergency Operations Plan — Contact the [Z] | Cptn Ramos 08/ 30 /2013
t k Certified Disaster Council to develop this o
asK. plan and ensure it is updated annually. o

ftype here and pre

. All-Hazard Mitigation Plan — Update it (2| Lt Jones 06/ 30 /2013
5. Repeat for all tasks that will be every five years. Recommend the next (tvpe here and pre .

update is on the calendar. Work with your o ; '
jurisdiction's governing body.

delegated.

Continuity Planning — You have the plan, Lt Smith 06/ 30 /2013
but the update was not within an type here and pre ter t 7

acceptable time frame, (annually). Assign T T
your next update.

EMAIL SAVEAS NOTES

Back to Menu




INCIDENT PREPAREDNESS ASSESSMENT TOOL USER GUIDE

Print Action Plan

1. On the Action Plan page, click print

. Total: 6 pages
Print.

FIEDA Emergancy Digital Information Service [type hese and press Enter b M
Save Cancel it @ rarme]

NIXLE [typa hera and press Enter b mmiddiyyyy
a0d & name]

2. Select your printer destination.

Businass Marquess/Reader Boards |_ [type here and prass Entar to mmiddiyyyy
Destination Save as PDF |_ acd & name]

Mobita Publc Address Systems [type heres and press Enter lo mmisdiyyyy

add a name]

3. Follow onscreen instructions for T

your printer. PREINCIDENT
Pages ® Al e ————
Q ICS/SEMSNIMS training — Dalegate personnal | Lt Johnson 011152014
1o creale a palicy and procedure far this. [type here and preas Enter b

ad & name]

Note: depending on your settings @ st s s | o vt

procedures — Deleg [y hese and press Enter to
pakicy and procedum far this. add a narne]
you may either print a hard copy or Print using systerm dialog...Ctr Sift+) AT RD SRR
X L : = o @ Implament ICSISEMEINIME — Delogate [typse here and press Enter b iy
personnal to create a policy and procedure for add a nama]
1his.

save to PDF format. This way, R R FYS e p——

personnel lo creals a palicy and procedure for | add a name]
fhis.

your action plan is available @ oot oo ocanatin — poegie | o e mapress Enlerto | gy
@

this.

Relmbursemen process — Delegate personned | [lype Nere Bnd press Enter to mimvaryyyy
1o creale & palicy and procedure for tis. add & name]

outside of the Learning Portal;

however, updates to the e

Q ity Masyar — Establish e relationship, [typse ere and press Enter b iy
> ard a name]

assessment must be made

\‘_) Fira Ghisf — Imprave the ralationship, [typa here and prass Enter by mmddivyyy
a0d & name]

through the Learning Portal. O tymsgvayimpon i ipimgeommenes | oo

Back to Menu




INCIDENT PREPAREDNESS ASSESSMENT TOOL

Email Action Plan

1. On the Action Plan page, click

Email.

2. Onthe To: line, type the email

addresses separated by a comma.

3. On the From: line, type your own

email address

4. Type an email message describing
what you would like the recipients
to do with the information and click
OK.

Note: Email is a good way to notify
staff of their assignments and the
location of the assessment file so
that they can make updates as

they complete their tasks.

Back to Menu

USER GUIDE

Incident Preparedness Assessment Tool

ASSESS

Here are the results of your assessment.

Use the table below to create a
You can print or email your acti

Action ltems

Q » Q1: Have the hazards
your jurisdiction b
documented, anc
agency

: Based on the haz
identified for youl
identified your ag

Has your agen
strategies for haz
vulnerabilities?

To:

From:

Subject:
Message:

@ = Not prepared: 10%
[X] Bd:30% )= Incomplete: 0%

a comma

& Delween adaresses o send 10 mulliple pedpie.

|acjohnson@rcpd.gov_. nmwinston@rcpd.gov |

[cbacon@rcpd.gov |

|Action Plan for Incident Preparedness |

Review the following action items and complete
your assigned tasks by the date indicated. To
update your respective area in the Incident
Preparedness Tool log on to the POST
Learning Portal at http://lp.post.ca.gov, open the
tool, click Continue Assessment, and open
rcpd2012 from the network folder.

QUIT PRINT EMAIL SAVEAS NOTES




