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ONLINE INSTRUCTIONS

Introduction 

In the event of a major disaster or emergency in the Commonwealth, emergency responders at the local level of government will initially assess the situation and identify the need for response operations. However, there are instances when an emergency or a disaster situation is greater than the response capabilities of local government. In the event of such an emergency the Virginia Department of Emergency Management (VDEM)) is the state agency that local governments can contact to begin the process of effectively securing resources through the Virginia Emergency Operations Center (VEOC). To begin this process local government must accurately prepare and submit Local Situation Reports in a timely manner. The Situation Reports from local governments will be used by the VEOC to determine the scope of the problem and to begin the process of obtaining supplemental state and federal disaster assistance. 

This report can be submitted to the VEOC electronically via the Internet at www.vdem.state.va.us. Go to this site on the Internet and click on the Online EOC Authorized Access area/button and enter the proper User Name and Password when requested. Just for this e-mail the User name is always Online_EOC and the password for this month is - WESTOVER*12 (enter exactly as shown). The password changes monthly and is the code word you receive via VCIN for the Monthly Warning Test from the VEOC.  Then click on the Online Reporting link and then click on the Interactive Local Situation Report Form link.  Once you are in the OnLine EOC you can use links to the public area of the site and return back to the Online EOC by clicking on the Online EOC link in the public area without going through the password security procedure.  However once you close your browser you have to pass through the security checks to use the Online EOC again. 

Local Situation Report 

Instructions: 

Initial Reports are to be submitted to the VEOC within 24 hours after the start of the emergency and afterwards daily reports are submitted until a final report is submitted to the VEOC. Reports should be submitted interactively via the Internet as soon as they are prepared. If your jurisdiction is unable to electronically submit the report, you can fax the report to the VEOC at (804) 674-2419.  If the previous pathways are not a viable option, you may call the VEOC (804) 674-2400 and have your report taken over the telephone.  When calling it in, have your report prepared and refer to line numbers when you talk to the report taker. 

If State assistance is needed, you can interactively submit your request via the Internet by completing and submitting the Resource Request form on the Online EOC or by calling the VEOC at 804-674-2400 or 1-800-468-8892. No requests for assistance must be requested on this Local Situation Report. 

Important items that pertain to the electronic local situation report submittal: 

· All data items/fields followed colored in yellow by an asterisk are required.  The report cannot be submitted with any of these fields blank. When trying to submit a report with a blank required field the system will return you back to the blank required field. 

· Many fields have default values:

1. All fields requiring numeric data are defaulted to zero (0).  If the data field is not zero (0) enter the appropriate number. 

2. All option buttons have a default value shown as a dot in the center of a circle. To change the default click on one of the other buttons (0) as appropriate for the correct data entry. 

3. Examples are shown for the proper format for date, time and telephone entries. 

4. Click on the Submit button to send the form to the VEOC. If any required fields have been left blank the system will return the user to the first blank required field to correct the situation. 

A copy of the interactive Local Situation Report is included showing the above items and defaults and the following report data entry items. 

Definitions of the Local Situation Report’s Individual Data Entries

Click on the appropriate option button (0) for the type of jurisdiction CITY, COUNTY, or TOWN.   (Required Field) 

(Line Use this Line Number, when as a last resort, the situation report has to be telephoned or radioed No.) to the VEOC. 

(01)	Political Subdivision - This is the name of the affected jurisdiction. Click on the arrow on drop down box (pick one from the list) and click on the appropriate jurisdiction name. 

(02)	Date/Time Report Prepared  - Use 24-hour times, enter the date and time as the example shows.  Click on the appropriate option button (0) for the type of report (Initial Report, Daily or Final Report). 

(2a)	Type of Report - Enter the type of report as to if it is an Initial Report, a Daily or Final by clicking on the appropriate option button. 

(03)	Preparer  - Name of person who filled out report. 

	Call Back # - Number in local EOC or location of preparer or their representative on a 24-hour basis. 
	Fax # - Fax Number in local EOC (Optional) 

	E-Mail – Enter the e-mail address of the EOC or person preparing report. This e-mail address will be used for sending the VEOC State Situation Report and Local Situation Summary Report to the jurisdictions and other recipients of the report. 

(04)	Emergency Type – What has happened or is happening in your jurisdiction that requires an emergency response.  (Tornadoes, hurricane, fires, rail road accident, flooding etc.)  Click on the arrow on drop down box (pick one from the list) and click on the appropriate Emergency Type.  If Other is selected in the drop down list, please enter the Emergency Type in the Specify box. 

(05)	Local Emergency Declared – Select/click on the appropriate option button (0 Yes) or (0 No).  If declared, enter the Date/Time. Use 24-hour time.  Enter as shown in example. 

(06)	Local EOC – Select/click on the appropriate option button (0 Opened or 0 Closed).  If declared, enter the Date/Time.  Use 24-hour time. Enter as shown in the example. 

(07)	Resources have been officially requested by State Wide Mutual Aid - Select/click on the appropriate option button (0 Yes or 0 No). 

(08)	Number of people in Impacted area – People in area.  (Estimate accepted). 

	# Evacuated – Only the people who have left the affected area voluntarily or under evacuation order. (Estimate accepted). 

	Evacuation – Select/click on the appropriate evacuation type from the drop-down box (None, Voluntary or Mandatory) 

(09)	Shelters – provide numerical values for: - # Open and Current # of Shelterees.  (Estimate for Shelterees accepted). 

(10)	Number of Injured, Missing, and Dead – Enter numerical values for each as appropriate. 

Numbers 11 through 14 are only to provide an overview of damage for potential Individual and Public Assistance.  This does not replace submitting the Initial Damage Assessment Report (IDA).  The IDA Report is to be submitted within the first 72 hours of the event. 

Destroyed – Item/building is a total loss or is damaged to the extent that it is not usable and not economically repairable. 

Major – Item/building is damaged to the extent that it is no longer useable and may be returned to service only with extensive repairs. 



	Guidelines: 

	1.	Mobile homes with plywood floors – 6” to 2’ of water 
	2.	Mobile homes with particle board floors – 1” to 2’ of water, for short duration flood 
		only. 

(11)	Single Family Homes/Manufactured Homes – Provide numerical values for Number Destroyed and or Number w/Major Damage.

(12)	Apartment Units - Provide numerical values for Number Destroyed and or Number w/Major Damage.  (Note:  Units refer to the number of single family residences.)

(13)	Business/Industry – Provide numerical values for Number Destroyed and or Number w/Major Damage.

(14)	Public Buildings – Provide numerical values for Number Destroyed and or Number w/Major Damage.

Numbers 15 through 33 are to provide an overview of the impact of damage. This information is a key factor in identifying the size of the event as well as determining the scope of possible state assistance required. Select/click on the appropriate option button (0) for - Major Problems, Minor Problems or No Impact –to describe the impact on your community for each item 15-33. See definitions below: 

	Major Problems – Emergency event has severely limited and hampered the capability of the local government and community to conduct or provide timely and effective emergency services and human services, or has caused significant damage to physical infrastructure. 

	Minor Problems – Emergency event has an impact but has not risen to the degree of Major Problem.  See Major Problems. 

	No Impact – Emergency event has no effect on the locality to conduct or provide timely and effective emergency services. 

Comments: A 512 character comment box.  Enter any other information to further explain the event.  Enter as free text. (Remember this comment box is not to be used for Request for State Assistance.)  Use the Online EOC or phone in Requests for State Assistance to the VEOC at 804-674-2400 or 1-800-468-8892. 

Click on the Submit button. The report is submitted to the VEOC server and entered in the local situation report database. You will receive an e-mail confirming the receipt of the report along with a copy of the submitted data that you can save and/or print to your local computer.
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