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1. Added requirement for all AECs to maintain a personal copy of the latest ARES roster for use in activating the Phone Tree upon Activation to Section 3.1
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Summit County Ohio ARES Operations Manual
This document delineates the organization and purpose of the Amateur Radio Emergency Service (ARES) organization and the Operational Plan of Summit County ARES.

This Operations Manual is intended to replace any previous versions for Summit County ARES.  It will be revised as necessary to correct or to supplement the Manual as may be required.  The Emergency Coordinator (EC) or his designated alternate is responsible for the content of the Operations Manual.
The Operations Manual is a live document and the product of the efforts, experience and input of the members of Summit County ARES.  ARES members are encouraged to submit their suggestions for improvements to the Manual to the EC.

The provisions of this Operations Manual should always be implemented in conformity with the most current versions of the Ohio Section Emergency Response Plan (OSERP), the American Radio Relay League’s (ARRL’s) ARES® Field Resources Manual, and the ARRL’s Public Service Communications Manual.  Members of Summit County ARES should be familiar with the contents of those documents.  In the event of any conflict, the procedures within this Operations Manual will take precedence.
[Note – The ARES® logo is a registered service mark of the American Radio Relay League, and is used with the permission of the ARRL. “Amateur Radio Emergency Service®” and “ARES®” are registered trademarks of the American Radio Relay League.  The trademark symbol will not be repeated with every use of “ARES” unless otherwise required throughout this document.]
Summit County ARES - Mission Statement

To provide emergency and public service communications support to our communities and served agencies through amateur radio communications capabilities.
Amateur Radio Emergency Service (ARES)
The Amateur Radio Emergency Service (ARES) consists of licensed amateurs who have voluntarily registered their qualifications and equipment for communications duty in the public service when disaster strikes. Every licensed amateur, regardless of membership in ARRL or any other local or national organization is eligible to apply for membership in ARES. The main qualification, other than possession of an Amateur Radio license, is a sincere desire to serve. Because ARES is an amateur service, only amateurs are eligible for membership. The possession of emergency-powered equipment is desirable, but is not a requirement for membership
Field Organization
There are four levels of ARES organization--national, section, district and local. 
National Level

National emergency coordination at ARRL Headquarters is under the supervision of the ARRL Field Support Staff Supervisor, who is the liaison to the ARRL Emergency Preparedness Program, headed by the Emergency Preparedness Manager.  The Emergency Preparedness Program is responsible for providing advice and guidance to the ARES field organization, maintaining contact with the federal government and other national officials concerned with amateur emergency communications, and carrying out the League's policies regarding emergency communications. 

Section Level
At the section level, the Section Emergency Coordinator (SEC) is appointed by the Section Manager (SM), who is elected by the ARRL members in their section, and works under his/her supervision. In most sections, the SM delegates to the SEC the administration of the Section Emergency Plan and the authority to appoint District and local EC’s. 

District Level
In the Ohio Section the number of county ARES groups would greatly exceed the Span of Control (3 to 7, with 5 as the optimum).  Therefore, Sections are grouped into "districts" and a District EC (DEC) is assigned to coordinate the activities in the district. In some cases, the districts may conform to the boundaries of governmental planning or emergency-operations districts, while in others they are simply based on repeater coverage or geographical boundaries.  Note: Summit County ARES is in ARES District Five of the Ohio Section.

County Level
All emergencies are local and in Ohio the County is the local unit of government for Emergency Response.  The County level is where most of the emergency planning is organized. The ARES Emergency Coordinator (EC) is the Leadership Position for the County. The EC is appointed by the SEC, usually on the recommendation of the DEC.  The EC is in charge of all ARES activities in his area and must make direct contact with the ARES member-volunteers and with officials of the served agencies within the County.. 
(Much of the above courtesy of the ARRL Public Service Communications Manual)

Membership
1.0  General Information 
Any amateur radio operator who possesses a current and valid amateur radio license issued by the Federal Communications Commission (FCC) may apply for membership in Summit County ARES.  Prospective applicants must submit an application available from the website (www.SummitARES.org) to the Emergency Coordinator for approval.  At the discretion of the EC, the EC may approve, deny or revoke membership in ARES at any time.  ARES members are responsible for completing any online surveys as directed by the EC and for informing the EC if any of their pertinent information changes.
Summit County ARES members will be issued an identification card (ARRL FSD-224) indicating their membership in ARES.  The ID card shall be worn and displayed at all times when a member is participating in ARES activities or drills, unless contraindicated by the Served Agency for a particular activity or assignment.  The ID cards are the property of Summit County ARES and any member whose membership is terminated must return his or her ID card to the EC.

Classes of membership and the respective requirements for each will be established by the Emergency Coordinator as necessary. 
1.1 Participation


In order for ARES to effectively carry out its mission, all members should practice their skills and participate as often as possible in ARES activities, including, but not limited to, training nets, meetings, training and educational events, public service activities, as well as drills and exercises.
It is critical for all ARES members to maintain their readiness to participate in ARES emergency communication operations and public service events.  To accomplish this, they should be familiar with all Summit County ARES documents, including this Operations Manual, as well as the current OSERP, the ARES Field Manual, and the ARRL’s Public Service Communications Manual.  In addition, their regular involvement in local ARES activities will ensure their familiarity with ARES operations.  At his or her discretion, the EC may set minimum standards for participation.
All ARES members are encouraged to become volunteers with the American Red Cross, and to participate in the wide variety of training classes available from the Red Cross. 
Widespread or serious incidents will involve the Summit County Emergency Management Agency (EMA).  The EMA requires prior registration of volunteers in order to facilitate screening at the time of an incident and in order to provide training opportunities’ to registered volunteers.  Because of this, all ARES members are encouraged to register with the State of Ohio at https://www.ohioresponds.odh.ohio.gov/Volunteermobilizer/
Actual deployment and assignment of ARES members during relief efforts or public service activities will be determined based upon their level of preparedness and their previous registration with the State of Ohio or various served agencies, such as the American Red Cross. 

1.2 Code of Conduct
All members of Summit County ARES are expected to conduct themselves professionally and in a manner consistent with the rules of the FCC as found in CFR Title 47, Part 97; consistent with the mission statement of Summit County ARES and consistent with the highest standards of good amateur radio practice.

It is the policy of Summit County ARES that no ARES member shall carry a firearm, deadly weapon, or dangerous ordnance while representing ARES in any capacity or participating in any ARES activity.  If any member feels they are unsafe while serving as an ARES volunteer, they should decline or terminate the assignment and withdraw to a safe area.  

Any member who fails to comply with these policies during ARES activities or engages in conduct which is illegal or reflects adversely on Summit County ARES may be subject to disciplinary action up to and including membership termination.
1.3 Staff Positions
Emergency Coordinator

Pursuant to the job description published by the ARRL, the EC’s duties are to:

1. Promote and enhance the activities of the Amateur Radio Emergency Service (ARES) for the benefit of the public as a voluntary, non-commercial communications service.

2. Manage and coordinate the training, organization and emergency participation of interested amateurs working in support of the communities, agencies or functions designated by the Section Emergency Coordinator/Section Manager.

3. Establish viable working relationships with federal, state, county, city governmental and private agencies in the ARES jurisdictional area.  Determine what agencies are active in your area, evaluate each of their needs, and which ones you are capable of meeting, and then prioritize these agencies and needs. Discuss your planning with your Section Emergency Coordinator and then with your counterparts in each of the agencies. Ensure they are all aware of your ARES group's capabilities, and perhaps more importantly, your limitations. Develop detailed local operational plans with ''served" agency officials in your jurisdiction that set forth precisely what each of your expectations are during a disaster operation. Work jointly to establish protocols for mutual trust and respect. All matters involving recruitment and utilization of ARES volunteers are directed by the EC, in response to the agency needs. Technical issues involving message format, security of message transmission, Disaster Welfare Inquiry policies, and others, should be reviewed and expounded upon in your detailed local operations plans.

4. Establish local communications networks run on a regular basis and periodically test those networks by conducting realistic drills.

5. Establish an emergency traffic plan, with Welfare traffic inclusive, utilizing the National Traffic System as one active component for traffic handling. Establish an operational liaison with local and section nets, particularly for handling Welfare traffic in an emergency situation.

6. In times of disaster, evaluate the communications needs of the jurisdiction and respond quickly to those needs. The EC will assume authority and responsibility for emergency response and performance by ARES personnel under his jurisdiction.

7. Work with other non-ARES amateur provider-groups to establish mutual respect and understanding, and a coordination mechanism for the good of the public and Amateur Radio.  The goal is to foster an efficient and effective Amateur Radio response overall.

8. Work for growth in the ARES program, making it a stronger, more valuable resource and hence able to meet more of the agencies' local needs. A stronger ARES means a better ability to serve our communities in times of need and a greater sense of pride for Amateur Radio by both amateurs and the public.
The Summit County ARES EC will discharge these duties in a manner consistent with the current version of the Ohio Section Amateur Radio Service Emergency Coordinator Guidelines.

The EC will also coordinate ARES activities in Summit County with ARES operations in surrounding counties and other emergency communication services.
Assistant Emergency Coordinators
The Emergency Coordinator may designate members of Summit County ARES as Assistant Emergency Coordinators (AEC) and assign them specific duties including, but not limited to, coordinating field operations, managing training nets, maintaining the website, liaison to other Amateur Radio or served Agencies, conducting training, activating the Phone Tree upon ARES activation and coordinating local SKYWARN™ activities and nets.
Training
Summit County ARES will conduct training as necessary, including weekly nets, programs at meetings, and special training events.  All members are also encouraged to participate in other operational activities such as Field Day and radio contesting in order to improve their skills. 
2.0 Training Nets
Summit County ARES will conduct weekly nets that are open to all amateur radio operators.  This net can serve as an introduction to ARES in general and Summit County ARES in particular for those operators who are not otherwise familiar with ARES.

Each net will be conducted pursuant to the standard net script that is available from the Net Manager.  Every net should strive to include some element of training, either informational or interactive.  In addition, stations are encouraged to either originate traffic for movement into the National Traffic System (NTS) or to receive traffic for local delivery.  This will enhance their message handling skills to be used during exercises, drills, and actual events.

The net will be conducted on the 444.55 MHz repeater and at the discretion of the Net Control Station (NCS) may be moved to another repeater or to a simplex frequency after having taken station check-ins.

2.1 Training Programs
Summit County ARES may conduct additional training at regularly scheduled ARES meetings or at other times.  All members are encouraged to attend and participate in these training programs whenever possible.  

Other training is available from the American Radio Relay League through its Amateur Radio Intro to Emergency Communications Level I/Basic course and the Public Service and Emergency Communications Management for Radio Amateurs course.  All ARES members are encouraged to complete at least the Level I course or any Summit County ARES equivalent training such as Intro to EmComm class.  
In addition, all members are encouraged to complete the Federal Emergency Management Agency (FEMA) 100, 200, 700, and 800 courses in order to familiarize themselves with the National Incident Management System (NIMS) and the Incident Command System (ICS).  
The American Red Cross (ARC) provides a great variety of training classes and most ARC training for ARES members is provided free of charge.  Contact the EC or Training AEC to arrange for no-fee ARC training.  It is the intent of the Summit County Red Cross that ARES volunteers be used in Shelter Operations, in Disaster Assessment teams, and in other areas of expertise.  With this in mind, all ARES members are strongly encouraged to take available Red Cross Training, especially Shelter Operations and Disaster Assessment classes.
Skywarn training is offered every year in association with the National Weather Service (NWS).  All members are encouraged to complete Skywarn training and keep it up to date (renew training every two years).

All members who are registered with the State of Ohio and the Summit County EMA will receive notices of training offered by the EMA throughout the year.   Members are encouraged to take advantage of this training, which is normally free for registered volunteers.

All completed training will be reported to the EC or his designated alternate in order to keep an accurate roster which reflects the training and abilities of each member.

2.2 Exercises and Drills
Summit County ARES will periodically conduct exercises and/or drills in order for ARES members to apply and improve the knowledge and skills that they have developed during other training.  Participation in these events is important to maintain the readiness of ARES members.
Operations
3.0 Activation
Summit County ARES may be activated by the EC or Acting EC in the event of the EC’s absence. An  activation request may come from a Served Agency, such as the Summit County EMA, or the American Red Cross.  Activation to support a Mutual Aid request may originate from the DEC or SEC.  ARES members shall never self-deploy unless previously authorized by the EC or designated AEC.  
The EC provides a Contact List to the Served Agencies to facilitate activation.  This list contains complete contact information for the EC, AECs and other alternate contacts authorized by the EC.  The Served Agency activating ARES will contact the first person on the list and if needed, continue down the list until someone is reached.  Once any single person on the Phone List is contacted, the Served Agency will notify that person that activation is required and any details of requirements or anticipated needs.  The Served Agency will consider ARES activated at that point.
The person contacted by the Served Agency, if not the EC, becomes the Acting EC.  For an activation by the EC, DEC or SEC, the contact point is the EC.  The responsibility of the EC or Acting EC upon activation includes:

1. Contact the EC, if not present.
2. Contact the AECs and begin the Phone Tree membership callup.
3. Assign an NCS Operator and stand up the Logistics Net (see below for details).
4. Function as the Primary Liaison with the Served Agency or ARES organization until the EC is available or until relieved as Liaison.
In the event of a Standby Activation, (i.e., a notice that ARES should be in Standby mode, with an Activation possible), the same procedure should be followed, except that the notification should stress the STANDBY status, and the Logistics Net should be activated and used as the primary means of Activation from Standby status. 

3.1 Notification
In the event that Summit County ARES is activated, all members will be notified via a Phone Tree, unless the member has previously checked in with the Logistic Net  The Phone Tree list will be maintained with current contact numbers for all ARES members and will designate the AEC’s responsible for conducting the call out.  It is the responsibility of all AECs to maintain a personal copy of the latest ARES roster, for use in the Phone Tree.  
If an event is impending or has occurred locally, ARES members should monitor the primary repeater (444.55 MHz) and simplex (446.505 MHz) frequencies for current information as well as to register their availability with the Logistics Net when it becomes active.  It is preferable that all ARES members are notified and activated through the Logistics Net rather than by the Phone Tree.   This is particularly important if phone service is down or limited during an event.   Notifications using the Phone Tree will advise the contacted members to monitor and register with the Logistics Net for further information.  It is intended that assignments will be made through the Logistics Net to the maximum extent possible.  
Many ARES members are also volunteers in other organizations and they may be contacted by multiple groups and may be unsure of how to balance these requests.  For example, they may be Red Cross volunteers and members of Summit County Citizen Emergency Response Team (CERT) or Medical Reserve Corps (MRC).   If contacted by multiple agencies, members are urged to consider the following:

1. First, ensure you, your family and neighbors are safe and secure before accepting any assignment from any agency.
2. Keep in mind that ARES is a small group and Hams are a scarce resource.  It is likely that any agency contacting you has more available volunteers than ARES.  If ARES is activated your presence or absence will be more critical to ARES than to the other agencies.  To the extent possible, ARES will attempt to announce via the Logistics Net if ARES activation is not likely or is of such a small scale as to free members to work with other agencies.  The absence of a Logistics net (but check repeater and simplex frequencies) can also be taken as an indication that ARES has not been activated.
3. If you need to stay home and take care of family, or if you decide to activate with a different agency, you are strongly encouraged to check into the Logistics net and register your status.  If ARES knows that you are not available, it will keep us from wasting limited resources trying to determine your status.

3.2 Logistics Net
Summit County ARES will establish a Logistics Net upon any Activation or potential Activation.  The Logistics Net will be the primary tool for establishing the availability and status of volunteers.  No ARES members should deploy unless specifically given an assignment by the Logistics Net, or by the EC or Acting EC.  The EC or Acting EC will assign a Net Control operator who will set up the Net on the following frequencies:

444.550 MHz ARES Repeaters (Akron PL 131.8, Green PL 225.7, Norton PL 88.5)


446.505 MHz Simplex (Secondary)

Requirements for the Logistics Net Control 

· Available station - VHF/UHF capable with good simplex coverage of Summit County

· NBEMS capability for digital messaging

· Emergency power available
It is intended that the Logistics Net will be conducted on the ARES repeater if it is available.  Simplex frequency will be used if the repeaters are down due to damage or loss of power.  Therefore, all members should be prepared to monitor and check into the Logistic Net on the simplex frequency.  Members should be prepared to provide relays for stations who cannot directly contact Net Control via simplex.  To this end, the weekly ARES nets should occasionally switch to this simplex frequency in order to provide practice in simplex communication.
The responsibilities and duties of the Logistics Net Control station include:

· Maintain a directed net on the ARES repeater frequency of 444.55 MHz, as long as the repeaters are available.
· Move to the secondary simplex frequency of 446.505 MHz if the repeaters become unavailable or in the event that the County Control Station (CCS) indicates the ARES repeaters are needed for other wide area communications.
· Maintain a complete log of all communications and traffic on the Logistics Net
· Maintain a status and needs list as received from the CCS
· Check-in volunteers, including ARES members and non-members, as they contact the net.  Maintain a status of each volunteer which should include:
· Name and Callsign
· Current location
· Status – are they available for ARES assignment – knowing that a member is not available is valuable as it prevents wasted efforts to notify the member
· If available, what times they are available
· Equipment capability – VHF/UHF/HF - HT/portable fixed/mobile/QTH 
· Availability of Emergency Power, at QTH and portable fixed
· Status of any requirements for specific assignments (per CCS request for resources)
· Establish Relay stations, as required to ensure that all net traffic is communicated to all stations
· Periodic announcements to update status of the event
· Receive resource requests from the CCS and assign appropriate personnel accordingly.

Track the locations of Volunteer Reception Centers (VRC), if open, and assign volunteers to report to the VRC
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Designate a Backup Net Control Station who will assist the NCS, keep a duplicate log of the Net, and assume the NCS duties if requested to provide recovery time for the NCS
3.3 County Control Network (CCN)

The Summit County Control Network will operate on 146.505 MHz Simplex, or other simplex frequency as circumstances require.   It consists of various types of stations as detailed in the following sections.  Note that for a small drill or limited scope event, various stations outlined below may be combined as appropriate.  For instance, the Logistics Net and County Control Station may be combined at a single location.
3.3.1 County Control Station (CCS)
The County Control Station is the location which will control and direct all ARES activity in the County.  The CCS Station Operator will be the Net Control Station for the County Control Network and will link the County Control Station with Served Agency Control Stations (CS), the Official Traffic Station (OTS), and the Incident Command Post, if manned.  The CCS will be under the direct control of the EC or Acting EC, or their designated alternate.  
The requirements for the CCS include:

· Located on High Ground

· VHF, UHF and HF capability

· Emergency power available

· Room for multiple operators

· Located outside of the Disaster Area to facilitate access

· Digital NBEMS capability
The duties of the CCS include

· Direct and coordinate all ARES activity in the county.
· Serve as Net Control Station for the County Control Network linking the CCS, Served Agency Control Stations, and the Official Traffic Station.
· Serve as liaison with the DEC and/or SEC on 3.875 MHz.

· Monitor the Logistics Net and provide situation updates to the Logistics NCS as appropriate.

· Receive requests for resources from the Served Agency Control Stations and determine if resources are available locally via the Logistics Net.

· Invoke Mutual Aid through the DEC or SEC on 3.875 MHz, or 145.68 MHz if additional resources are required.
3.3.2 Served Agency Control Stations (CS)
The Served Agency Control Stations will be activated at the headquarters of each served agency and at local command posts in affected areas, as required. These stations shall be capable of operating on at least two (2) VHF/UHF frequencies. One of these frequencies will be the County Control Network frequency (146.505) while the other one will be used to communicate with operators assigned to that served agency (additional frequencies may be added if needed).  

Although details will vary according to the circumstances of a particular incident, typical CS for Summit County would include the active Emergency Operations Center (EOC) and the Volunteer Reception Centers (VRC) if the EMA is involved, the Red Cross Headquarters on West Market Street if the Red Cross opens shelters and the Incident Command Post if ARES support is used at that location.  Normally, the EOC CS will be on the County Control Net but will not be directing individual ARES resources on a separate frequency.  However, the Red Cross CS will most often be communicating with ARES members at Red Cross shelters on a separate frequency.  The frequencies for these operations will be selected from the Radio Plan attached to this Operations Manual.  The ARES communicator at the VRC(s) may be using a County Radio to communicate directly between the EOC and the VRC, or may be on the County Control Net using Ham equipment, or both.
Requirements for the CS include:

· Located as specified by the Supported Agency

· VHF and UHF capability

· Room for multiple operators

Digital NBEMS capability

· 3.3.3 Official Traffic Station (OTS)
The OTS will maintain communications with the County Control Network as well as served agency shelters with Health and Welfare (H&W) traffic. During Communication Emergencies this station will handle ALL incoming and out-going formal traffic.  The main duties of the OTS station are listed below from highest to lowest precedence:

1. Act as a liaison with the American Red Cross Safe & Well website (accessed from www.redcross.org).  Per the national Memorandum Of Understanding (MOU) between ARRL and the American Red Cross: 

“ARRL volunteers are encouraged to assist in registering people on the Safe & Well website by passing the required information from a point in the disaster area to someone outside the disaster area who can enter the

information on the Safe & Well website.” 
The Safe & Well website registers people by first name, last name, address and telephone number(s).  A message can be attached to the registration and the entry can be updated as circumstances change.  People searching the website for information about someone will need to provide the name and either an address or phone number to access the data.  The Shelter ARES station should strive to collect this information (including multiple phone numbers, if appropriate) from all Shelter residents and pass it to the OTS so he can make appropriate entries on the Safe & Well site.  Digital messaging using the NBEMS system is the preferred method to transfer this data to the OTS.  
2. Individual messages have a lower priority than status information for the Safe & Well website.  Secondary priority is assigned to messages with an email address for delivery.  The OTS will receive these messages from the shelter, as traffic permits, and will transmit them via email.  To this end, the OTS should establish a temporary email account (SummitOhioFlood@hotmail.com, or similar).  Optionally the OTS may transmit them digitally using NBEMS and the Military Affiliate Radio System (MARS). MARS transmission may be by VHF/UHF to a nearby MARS node, or by HF Winlink if available at the OTS.  
All outgoing email H & W traffic should contain the following statement:

This email is being transmitted by Summit County Amateur Radio Emergency Services (ARES) on behalf of the signer(s) of this message.  Please DO NOT REPLY to this email; this account is only for our OUTGOING messages; we are NOT accepting or monitoring incoming emails.  Please consult the Red Cross Safe & Well website (accessed from www.redcross.org) for status updates for the message originator(s).   A name and either an address or phone number will be needed to access the status on the website.
3. Individual messages without an email address but with an address or phone number are assigned tertiary priority and will be passed to the ARRL Section Traffic Nets.  Formal voice messaging using the ARRL Radiogram form is to be used for this traffic.
Requirements for an OTS include the following:
· An established station outside of the immediate disaster area.

· VHF, UHF and HF capable.

· Emergency power available.

· NBEMS capable to accept and send messages digitally

· Internet services available –  
· Winlink HF capability (optional)

· Familiarity with local NTS Nets

· Formal Message Handling skills

A Diagram of a Completely Manned County Control Net
An assumed incident involving the EOC, two Red Cross shelters and a Control Station at the Incident Command Post is shown below.  In this case 445.505 MHz is a simplex frequency chosen from the Radio Plan attached to this Manual to communicate between the Red Cross HQ and the Shelters.   146.58 MHz is a separate simplex frequency chosen from the Radio Plan to transmit Health & Welfare traffic from the Shelters to the Official Traffic Station (OTS).  Any other available simplex frequencies can be used for this or similar purposes.  The Incident Command Post has a broken outline because it is unlikely to be manned by ARES for most incidents.  The VRC has a broken outline because the VRC may be using County radios to communicate directly with the EOC.  The connection with the Logistics Net is shown as a dashed line since it is not on the CCN, but it will be monitored and may be contacted by the CCS. 
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A Diagram of a Simple County Control Net for a Small Event or Drill
An assumed drill involving only a single agency (Red Cross) with multiple shelter locations is shown below.  In this case the Logistics Net and County Control Station are combined and are using the 444.55 MHz ARES repeater.  146.585 MHz simplex is chosen to communicate between the Shelters and both Red Cross HQ and the Official Traffic Station.   For this drill, the Shelters were not all manned simultaneously, so the volume of traffic did not require separate frequencies for the Red Cross and Health and Welfare traffic.
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3.4 Deployment

3.4.1 General Considerations
Summit County ARES members may be deployed to a service site that is commensurate with their operational skills, available equipment, and the duration of time that they may be available.  Each member should ensure that the EC is aware of any personal limitations of that member that may affect his or her ability to serve in any capacity.

All members need to ensure that they have sufficient communications and related gear to meet the communication needs at a service site.  This Operations Manual may be supplemented with itemized “go-kit” lists that will set the minimum equipment needed for deployments of particular durations.  In addition, every member should be prepared to meet his or her own personal needs at any service site.  They should never be dependent on the resources of that site or served agency.  Site resources are required to meet the needs of those affected by the incident.
All members are responsible for their own safety at all times. Any member may decline an assignment at any time if for any reason he or she is not comfortable with the situation.  Members should be especially careful around vehicle traffic during our public service events, and at all times during a disaster situation. Always remain aware of what is occurring in and around your location.
Members will always display their ARES ID when deployed (unless instructed otherwise by the EMA or the Served Agency for that event) and will dress appropriately for the service site and assignment.  When appropriate, they should wear apparel (e.g., reflective vest for outside operations) that identifies them as communications volunteers.

3.4.2 Deployment with Emergency Management Agency (EMA) Involvement

In Summit County, all volunteers responding to an incident with EMA involvement will be processed through a Volunteer Reception Center (VRC) prior to deploying.  The VRC will obtain a criminal background check of each volunteer, will provide briefings of the assigned tasks, and will supply credentials to allow access to the event.  If VRC are activated, the Logistics Net will assign ARES volunteers to report to a VRC to be processed for their assignment.  If the EMA activates an Emergency Operations Center (EOC) it will normally be manned by ARES as a Served Agency Control Station (CS) to provide augmented or backup communications capability.
3.4.3 Deployment with the American Red Cross (ARC)
An ARC deployment may occur without EMA Involvement, such as ARC opening shelters without a general area incident.  In this instance, a VRC may not be activated and ARES volunteers who are registered, card-carrying ARC volunteers can be assigned directly to ARC duties by the Logistics Net.  ARES members who are not registered ARC volunteers will have to be processed by the EMA before they can be assigned.  The ARC would request the EMA to open a VRC at that time to process volunteers.  It is the intent of the Summit County Red Cross that ARES volunteers are to be used in Shelter Operations, in Disaster Assessment teams, and in other areas of expertise.  With this in mind, all ARES members are strongly encouraged to take available Red Cross training, especially Shelter Operations and Disaster Assessment classes.
If ARC Shelter(s) is opened, then the immediate mandate of ARES is to provide communications with the ARC HQ as a Served Agency Control Station (CS) and to man the open Shelter(s) to provide Shelter-to-HQ and outgoing Health & Welfare (H&W) traffic.  Outgoing H&W traffic will allow shelter residents to notify friends and family of their status if normal methods of communications are not available, or overloaded.  This is optimally accomplished using two operators at Red Cross HQ and two operators at each shelter, each with a separate radio if possible.  One operator at ARC HQ will be on the County Control Network and will provide messaging between the CCN stations and ARC HQ.  The second operator at ARC HQ will serve as the Net Control Station for the traffic between HQ and the Shelters.  Since the County Control Net is normally on the 2-meter band, the traffic between HQ and the Shelters should normally be on the 70-cm band.  Each Shelter will include an ARES operator for traffic with ARC HQ and a separate ARES operator, if possible, to collect and pass outgoing H&W traffic to the Official Traffic Station (OTS).  The H&W station , if separate, may be secured after lights out at the Shelter and resume operations in the morning.  All stations at ARC HQ and at the Shelters should have VHF and UHF capability and the ability to use NBEMS to pass messages digitally.  
3.4.4 Deployment with Citizen Emergency Response Team (CERT) or Medical Reserve Corps (MRC)

ARES members are registered with the State of Ohio and also with the Summit County MRC and CERT organizations.  There may be incidents where ARES is not activated, or where a minimal level of ARES deployment is required.  At those times, ARES volunteers may deploy as a CERT or VRC member.  ARES members should consult the considerations listed under the Logistics Net, Section 3.2, before activating with these alternate volunteer organizations.  It is not anticipated that these assignments will include Amateur Radio communications, but if they are required, the County Control Net or the EC or Acting EC will assign a frequency and Net Control Station for those events.

3.4.5 Responsibility and Duty to Served Agencies
As part of its mission, Summit County ARES provides assistance to public agencies or other non-governmental organizations.  While ARES members are serving as volunteers for these agencies they must comply with the policies and procedures of the Served agency.  Except in extreme circumstances, ARES members will perform their duties as assigned.  The ARES volunteer should keep in mind the principle espoused in the Ohio Section Emergency Response Plan that “It is NOT the responsibility, nor function of ARES® to organize, direct or coordinate the activities of others.”  In the rare event that an ARES member believes that the Served agency or its representatives are requesting actions or conduct from that member that are criminal in nature, dangerous to the safety of the volunteer or others, or inconsistent with his training or abilities, the member will immediately:

1. Inform the nearest available Agency representative of the perceived conflict

2. Note in the station log the perceived conflict, the agency representative who has been informed and the time

3. Continue to execute the tasks assigned by the agency unless:

a. The tasks compromise the immediate health or safety of the ARES volunteer or others

b. The tasks are clearly criminal or in violation of the law (this does NOT include a perceived violation of administrative rules)
c. The tasks exceed the ability or training of the ARES volunteer

4. Do NOT argue with the served agency – make the decision to either continue as directed or request permission from Net Control to be relieved from the assignment.  In an emergency you should make every effort to provide a smooth transition to a relief operator.

The following material is excerpted from the ARRL EC-016 course, “Public Service and Emergency Communications Management for Radio Amateurs”.
Topic 8i:   Working with Served Agencies: Confidentiality Issues 

What Can You Do? 

So what can you do if you're handed a message to send out and you are unsure of its content and confidentiality issues?  Remember you are there to serve the agency and the public. Point out the possible breach of security or confidentiality in the message to the agency and then let them decide. You might also offer any alternative, more secure, methods of communications they could use in this situation. 

It is not your job to know all the latest HIPAA (Health Insurance Portability and Accountability Act) rules and other laws involved in your served agency's operations. That can be a whole career unto itself! They should know best what can and cannot be disclosed. But you can be of service by asking them if you see possible trouble before sending. In the crunch of a real emergency, things can and do slip through cracks even with the best of systems. Messages get sent to the wrong people in the wrong places. (Have you ever accidently hit "reply all" to an email?) 

  

By asking about a possible breach of confidentiality, you are performing a "last check" service. If they say "go ahead," then note it all in your log and send.   

  

Don't argue - they don't have time for it. Your job is to send and receive messages for them.   Their job is to form those messages. Just be sure they are aware that Amateur Radio signals are not confidential and cannot be considered so at any time. 

3.5 Field Operations
Since every emergency communications response will be different, flexibility in the operation will always be necessary.  Adherence to specific plans or procedures will be secondary to the primary goal of accomplishing the mission.
Specific response plans that are developed over time may be included as attachments to this Operations Manual.

All ARES members are responsible for ensuring that they operate within the limitations of their FCC amateur radio license unless under the direction of a control operator.  They will also operate in compliance with the rules and regulations contained in Part 97 and abide by good amateur radio practices.

Tactical signs will be used whenever practicable.

All stations will maintain a log of their activity during any Activation.  In addition, a log shall be maintained recording the identification or participating ARES members and their assignments and of any NTS traffic that is handled.  All logs are the property of Summit County ARES and/or the Served Agency participating in the event.
3.6 Frequencies and Modes
Operational frequencies and modes of operations will be in accordance with a Communications Plan provided for the event.  A generic NIMS ICS-205 Communications Plan will be available on the www.SummitARES.org website.  All members should be familiar with this generic Plan and have the listed frequencies preprogrammed into their radios.  Voice communications using FM on VHF/UHF frequencies will be the primary mode and may be supplemented as necessary with digital, CW, or other modes and the use of HF frequencies.  In particular, familiarity with the Narrow Band Emergency Messaging System (NBEMS) is encouraged, as it is the recommended means to transmit messages digitally for Summit County ARES.
For clarity in conveying voice traffic, phonetics should be used whenever circumstances dictate and the ITU phonetics must be employed.  Avoid the use of “cute” phonetics.
3.7 Net Control Station

All directed nets will be managed by a Net Control Station (NCS).  All net traffic will go through and be directed by the NCS.  No station to station communications are permitted unless authorized by the NCS. The NCS may designate an Alternate Net Control Station (ANCS) to relieve or assist the NCS as may be necessary.  The NCS and ANCS must keep complete logs of all traffic on the net.
3.8 Traffic/Message Handling

All traffic to and from the Summit County EMA will use the modified ICS-213 form attached to this Manual.  Activations not involving the EMA, such as Red Cross activation, will use the forms specified by the Served Agency, the modified ICS-213 form, or the ARRL Radiogram, in that order of precedence.  Summit County ARES members should familiarize themselves with the ARRL Radiogram format and its use and they are encouraged to participate in traffic nets such as the Tri-County Traffic Training Net to improve their message handling skills.  To this end, the FLMSG module of the free NBEMS software is recommended as a convenient way to format, save and print Radiogram messages.
A special case of traffic handling is Health and Welfare (H&W) traffic.  This is normally outgoing traffic from Shelters in the case of a serious incident.  This traffic will be passed to an Official Traffic Station (OTS) established by the EC.  In all cases, messages with an email destination are preferred.   These messages should be passed by voice or digitally, using the NBEMS system.  Messages with no email, but with address or address plus phone number should be passed to the OTS using the ARRL Radiogram tab of the FLMSG module, for transmittal via the National Traffic System (NTS).

3.9 Coordination of Services
Circumstances may be such that more than one ARES organization or other amateur radio service is providing communication services during an actual event.  Summit County ARES and its members will coordinate its response with the other groups or services to ensure that all can provide timely and effective assistance to the public and to served agencies.

3.10 Public Service Events
Summit County ARES may provide public service communications for activities and events that occur within the county and/or its members may assist at other events in the Northeast Ohio area.  When volunteering, they should always comport themselves in a manner that is consistent with the standards of Summit County ARES.  

When Summit County ARES is providing public service communications, all members should comply with the policies, procedures and standards in this Manual.  They are encouraged to participate in these activities which are an excellent opportunity to demonstrate the capabilities of amateur radio to provide communication services as well as the skill and competence of ARES members.
The EC will designate an ARES member to be in charge of organizing, planning and coordinating ARES services for each public service event.

ARES members are reminded that although their primary responsibility in these events is to provide communications, they may assist with collateral duties so long as they do not detract from the communications mission or put the ARES volunteer at undue risk.  The same applies in ARES field operations during drills or other actual events.

3.11 After Action Reports
An After Action Report (AAR) shall be prepared after every ARES drill or activation.  Input shall be sought from all participants regarding the planning for and response to the event.  The AAR should highlight any successes in the response as well as any identified deficiencies.  The purpose of the AAR is to improve the performance of Summit County ARES and its members in subsequent events.
3.12 SKYWARN™
SKYWARN is an activity sponsored by the National Weather Service (NWS) which describes it as “a nationwide network of volunteers trained by the Nationals Weather Service (NWS) to report significant weather.  Anyone is welcome to participate.”  More information can be found at the Summit County Skywarn web site, http://www.sumsky.org. 

Summit County ARES actively supports the SKYWARN program locally and encourages all ARES members to have an active Skywarn Spotter number.
An AEC may be assigned as a liaison with the Summit County Skywarn organization.  SKYWARN nets will generally be conducted on the PARF 147.135 MHz repeater.
Radio Frequency Chart for Summit County ARES
	Freq
	Offset
	PL
	Name
	Notes

	2 Meter
	 
	 
	 
	 

	145.17
	-0.6
	123
	Univ of Akron
	 

	145.29
	-0.6
	110.9
	North Coast
	 

	145.39
	-0.6
	100
	Portage County
	 

	145.41
	-0.6
	110.9
	PARMA
	Cuyahoga ARES

	145.62
	-
	-
	Simplex
	 

	145.68
	-
	-
	Simplex
	ARES District 5 Simplex

	145.785
	-
	-
	Simplex
	 

	146.505
	-
	-
	Summit ARES Simplex
	Summit County Control Net

	146.52
	-
	-
	Simplex
	 

	146.55
	-
	-
	Simplex
	ARES District 10 Simplex

	146.58
	-
	-
	Simplex
	 

	146.685
	-0.6
	110.9
	Norton
	 

	146.7
	-0.6
	100
	Northern Ohio
	 

	146.76
	-0.6
	110.9
	 
	Cuyahoga Skywarn

	146.82
	-0.6
	110.9
	Cuyahoga ARS
	 

	146.88
	-0.6
	110.9
	 
	ARES District 10

	146.895
	-0.6
	110.9
	PCARS
	 

	146.895
	-0.6
	114.8
	PCARS - Kent
	 

	146.985
	-0.6
	110.9
	Goodyear
	 

	147.015
	0.6
	110.9
	Newbury
	 

	147.03
	0.6
	141.3
	Medina_2M
	Medina Skywarn

	147.09
	0.6
	110.9
	Barberton
	 

	147.12
	0.6
	110.9
	Stark ARES
	 

	147.135
	0.6
	110.9
	Pioneer
	Summit Skywarn

	147.21
	0.6
	88.5
	Wayne County
	Wayne Skywarn - Wooster

	147.27
	0.6
	110.9
	CFARC
	Summit Skywarn Backup

	147.39
	0.6
	114.8
	Silvercreek
	Wayne Skywarn - Doylestown

	147.555
	-
	-
	Simplex
	 

	70 cm
	 
	 
	 
	 

	442.55
	5
	131.8
	CISCO 
	ARES Secondary Repeater

	444.55
	5
	131.8
	ARES Akron
	Summit Logistics Net

	444.55
	5
	225.7
	ARES Green
	 

	444.55
	5
	88.5
	ARES Norton
	 

	445.505
	-
	-
	Simplex
	 

	446
	-
	-
	Natl SImplex Calling Freq
	 

	446.505
	-
	-
	ARES Simplex
	Summit Logistics Net Backup
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	ICS 213 Compliant Amateur Radio Message Form

Summit County Ohio Amateur Radio Emergency Service    All times LOCAL time
	Version Date:  04/24/2011


Red Cross Safe & Well Registry Information Sheet
First and Last Name:    ______________________________________________

At least 1 pre-disaster phone number is required.

Pre Disaster Primary Phone:
(___________-___________-______________)

Pre Disaster Work Phone:
(___________-___________-______________)

Pre Disaster Other Phone: 
(___________-___________-______________)

NOTE: Please Enter Minimum 10 Digits in Phone Numbers.

[ ] Check here if you do not have a pre-disaster phone number.

Pre-Disaster Home Address

Home Address Line 1:
__________________________________________________

Home Address Line 2: 
__________________________________________________

City/Village: 


_____________________ State: ______   Zip Code:  _______ 

Current Location, if Different than Pre-Disaster:
Current Address Line 1:    
__________________________________________________

Current Address Line 2: 
__________________________________________________

City/Village: 


_____________________State: ______
Zip Code:_______ 


Safe and Well Messages

Choose at least one of the following messages to post on the Red Cross Safe and Well Website,

Choose all that apply.   Check the boxes next to the appropriate messages.

[ ] I am safe and well. (1) 




[ ] Will email when able. (8)

[ ] Family and I are safe and well. (2)



[ ] Will mail letter/postcard when able. (9)
[ ] Currently at shelter. (3) 




[ ] I am safe and in the process of evacuating. (10)
[ ] Currently at home. (4)




[ ] I have evacuated and I am safe. (11)
[ ] Currently at friend/family member/neighbor's

[ ] I am evacuating to a Shelter. (12)
     house. (5) 






[ ] I am evacuating to the house of a family 

[ ] Currently at a hotel. (6)




    member/friend. (13)
[ ] Will make phone calls when able. (7)


[ ] I am currently/remaining at home. (14)
[ ] Custom message:  
NOTE:  The Safe and Well form is included in the flmsg module of the NBEMS software.  That is the preferred method for collecting and transmitting the information.
Phone Tree Procedure
If ARES is activated, the AECs will use the Phone Tree to notify the membership.  The primary purpose of the Phone Tree is to advise members to check into the Logistics Net to report their status and availability.   It is important for ARES to know if members are not available, so that scarce resources are not expended trying to determine their status.
The latest ARES roster is available on the SummitAEC Yahoo group, and all AECs will receive notification when a new version is uploaded.  It is the responsibility of all AECs to download and maintain a personal copy of the latest roster.  In an actual event, internet access may not be possible, so a personal copy must be available for use.

The roster indicates an “Appointment” for each AEC such as AEC-1, AEC-2, etc.  Each member also has an Assigned “Call Tree AEC”, which indicates which AEC is responsible for contacting that member.

For example:


John Doe has Call Tree AEC = 3, the AEC appointed as AEC-3 is responsible for calling him
If all AECs are not available, the Logistics Net or EC will assign the members to the available AECs.

PROCEDURE STEPS

When contacting members of the Phone Tree, the following procedure should be followed:
1) Prepare a Script appropriate to the drill or event (see examples below)
2) Use all phone numbers listed in the Roster until the Member is contacted
a) If the member is contacted (Live voice communication)
i) Read the script
ii) Ask if the Member can check into the Logistics Net
(1) If Yes

(a) Record the time of notification and proceed to the next Member on the list

(2) If No, or if the Logistics Net is not operational
(a) Record the time of notification

(b) Record the status of the Member – does/does not require assistance
(i) Contact Logistics Net immediately if Member requires assistance

(c) Record the availability of the Member – can they respond to ARES?
b) If the member cannot be contacted

i) Leave Voice Mail, if available; read the script
ii) Proceed to any alternate phone numbers – leave Voice Mail on all available numbers

3) When initial attempt to contact all members on your list is complete

a) Report to Logistics Net

i) All members who indicated they will check into the Logistics Net

ii) Status and Availability of all people who can not check into the Logistics Net

iii) Number of Members who cannot be contacted

b) Logistics Net will decide when/if to initiate a 2nd attempt to contact members
4) All Records of Phone Tree activity will be submitted to the EC after the drill or event

General Principals for Phone Tree Scripts

· Communication under stress is difficult – take the time to prepare a script

· Use the same Script for Voice and Voice Mail communications

· Give the date and time of your message (round to nearest hour)

· The primary goal is for the Member to check into and monitor the Logistics Net

· You can elaborate or answer questions AFTER reading the script

· Remind the member that the Logistics Net has the most recent information and status

· If the Activation is a Drill, state clearly at the beginning and end that “This is a Drill”
· Keep the script short – it will be used for both Live Voice and Voice Mail contacts
Example Scripts
Example 1:
This is a drill.

This is a drill.

It is Thursday, December 29th at 11 AM.

Summit County ARES is being activated for a drill.  Please check into the Logistics Net on the 444.55 MHz ARES repeater and report your status and availability.
This is a drill.
Example 2:
This is an actual event.

It is Friday, December 30th at 2 PM.

Summit County ARES is being activated by the Red Cross in response to local flooding.  Please check into the Logistics Net on the 444.55 MHz ARES repeater and report your status and availability.
This is an actual event.
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