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 EXECUTIVE SUMMARY 

 

INTRODUCTION 

 

This plan has been prepared in order to provide key officials, departments and department personnel 

within the City of Burlington with a general guideline to the expected initial response to an emergency 

and an overview of their responsibilities during an emergency. 

 

For this plan to be effective, it is important that all concerned be made aware of its provisions and that 

every official and department be prepared to carry out their assigned functions and responsibilities in an 

emergency. The following paragraphs provide an overview of the background and some of the highlights 

of this plan. 

 

BACKGROUND 

 

City of Burlington By-law 71-1998 approves the emergency plan and empowers staff to make the 

necessary changes. 

 

Legislation entitled ñThe Act to Provide for the Formulation and Implementation of Emergency Plansò is 

the primary authority enabling municipalities to develop their own emergency plan. 

 

The Legislation which is short titled ñThe Emergency Plans Act, 1983 (Chapter E.9)ò in paragraph 4{1} 

states that: ñthe Head of Council may declare that an emergency exists in the municipality or in any part 

thereof and may take such action and may make such orders as he/she considers necessary and are not 

contrary to law to implement the emergency plan of the municipality and to protect the property, health, 

safety and welfare of the inhabitants of the emergency areaò. 

 

HIGHLIGHTS OF THE PLAN 

 

Each Department within the City of Burlington has the responsibility of supplying the initial response in 

an emergency. The head of the affected department may request assistance from other departments within 

the City without contacting the Mayor. This may be done without activating the City Emergency 

Notification System.  

 

However, when the resources of the affected Department are deemed insufficient to control the 

emergency, the Mayor, City Manager, Chief of Halton Regional Police Service, and/or the Fire Chief 

shall activate the City Emergency Notification System in the City of Burlington Emergency Plan. This 

will be carried out by the Duty Inspector of the Halton Regional Police Service. 

 

The City Emergency Notification System will also be activated and a City Emergency declared by the 

Mayor when: 

 

 (a) The emergency affects a large portion of the inhabitants of the City of Burlington;  

  or 

 (b) The emergency requires extraordinary action or expenditures of money by one or more 

departments for the protection of life and property. 
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The following officials or their alternates will become members of the City Emergency Control Group: 

 The Mayor of the City of Burlington 

 The City Manager of the City of Burlington 

 Chief of Halton Region Police Service 

 Fire Chief of the City of Burlington 

 Director of Roads and Parks Maintenance 

 Commissioner of Social & Community Services for Halton Region 

 Commissioner and Medical Officer of Health for Halton Region 

 Director, Emergency Medical Services for Halton Region 

 Manager of Public Affairs (as Public Information Officer) 

 Emergency Management Coordinator for Halton Region 

 City Clerk (until ESG called) 

 Director of Transit and Traffic 

 Director of Parks and Recreation 

 Burlington Hydro Representative 

 

The following officials or their alternates will become members of the City Emergency Support Group 

and will be directly responsible to the City Emergency Control Group. 

 

 City Clerk 

 City Treasurer 

 General Manager - Corporate Services 

 City Solicitor 

 Director of Human Resources 

 Clerks Technology Analyst 

 Supervisor of Purchasing  

 Chief Building Official 

 Supervisor of Corporate Facilities (Parks and Recreation Dept.) 

 Manager - Policy (Planning Dept.) 

 Director of ITS (Information Technology Services) 

 Director of Planning 

 

Once the City of Burlington Emergency Plan is implemented, overall co-ordination and deployment of 

resources required to mitigate the effect(s) of the emergency will be the responsibility of the City 

Emergency Control Group in accordance with the Emergency Plans Act, 1983 (Chapter E.9). 

 

However, it should be stressed that in any emergency or threat of emergency, members of the City 

Emergency Control Group, or their designates, may be called together to make decisions, or to be on 

standby, without having to declare that a City Emergency exists.  

 

Should the resources of the City of Burlington be deemed insufficient to deal with the emergency, the 

Mayor may request of the Regional Chair that the Region of Halton Emergency Plan be activated. A 

regional emergency is normally declared when two or more area municipalities are affected by the same 

emergency. 
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DEFINITIONS AND RELEVANT TERMS 

 

1. Chief Building Official 

 The Chief Building Official for the Corporation of the City of Burlington or alternate. 

2. Chief of Police 

 The Chief of Police for the Regional Municipality of Halton or alternate. 

3. Citizen Inquiry Centre 

The location where the Clerks Technology Analyst Call Centre Team gathers.  This is the Clerks 

Department Customer Service Counter or Clerks Meeting Room (1
st
 floor City Hall) unless 

otherwise determined by the CIS. 

4. Citizen Inquiry Supervisor 

 The Clerks Technology Analyst for the City of Burlington or alternate. 

5. City Clerk 

 The City Clerk for the City of Burlington or alternate. 

6. City Emergency Control Group 

That group of individuals directing those services necessary for mitigating the effects of the 

emergency. The City Manager is responsible for co-coordinating the actions of the group. Refer to 

Appendix 9. 

7. City Emergency Operations Centre 

 The location from which the Emergency is managed. In the event that the primary operating 

centre is inaccessible, the secondary operating centre shall be utilized. The locations of the 

Emergency Operations Centres are listed in Appendix 2.  For brevity the City Emergency 

Operations Centre may be referred to as the City EOC.  The EOC may be used by the Emergency 

Control Group and/or the Emergency Support Group. 

8. City Emergency Support Group 

 That group of individuals necessary to provide assistance of an informational, administrative and 

logistical nature in an effort to assist the Control Group in the making of informed decisions. 

Refer to Appendix 8. 

9. City Manager  

 City Manager for the City of Burlington or alternate. 
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10. City Treasurer 

  

 City Treasurer for the Corporation of the City of Burlington or alternate. 

 

11. City Media Centre 

  

 The location at or near the City Emergency Operations Centre at which the media may gather for 

updated media releases and press conferences. This location will be determined by the Public 

Information Officer. 

 

12.      City Solicitor 

  

 City Solicitor for the City of Burlington or alternate. 

 

13. Commissioner and Medical Officer of Health 

Commissioner and Medical Officer for the Regional Municipality of Health of Halton or 

alternate. 

14. Commissioner of Social and Community Services 

  The Commissioner of Social & Community Services for the Regional Municipality of Halton or 

alternate. 

15.      Crisis Communications Centre 

            The location at or near the EOC where the Communications Team will gather.  This      location is 

City Hall unless otherwise determined by the PIO. 

16. Director of Emergency Medical Services, Halton Region 

 

 The Director for Halton Emergency Medical Services or alternate.  

17. Director of Human Resources 

 The Director of Human Resources for the Corporation of the City of Burlington or alternate. 

18. Director of Parks and Recreation 

  

 The Director of Parks and Recreation for the Corporation of the City of Burlington or alternate. 

 

19. Director of Planning 

 

The Director of Planning for the Corporation of the City of Burlington or alternate. 

 

20. Director of Roads and Parks Maintenance 

  

 The Director of Roads and Parks Maintenance for the Corporation of the City of Burlington or 

alternate. 
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21. Director of Transit and Traffic 

 The Director of Transit and Traffic for the Corporation of the City of Burlington or alternate. 

22. Duty Inspector Halton Regional Police Service 

 The Duty Inspector is responsible on a 24 hour-a-day basis to the Deputy Police Chief for the 

general Police Service operations of the Halton Regional Police Service. 

23. Emergency Area 

 The area in which an emergency exists as designated by the Mayor on the advice of the 

Emergency Control Group. 

24. Emergency Planning Committee 

 The Emergency Planning Committee for the City of Burlington shall be comprised of the General 

Manager of Community Services (Chair), Deputy Fire Chief, one or two senior officers of the 

Burlington Fire Department together with a representative of the City of Burlington Roads and 

Parks Maintenance Department, ITS Department and the City Clerk or designate. A representative 

from other agencies may be invited to the committee to provide information as required. 

25. Emergency Site Manager 

 The individual appointed by the City Emergency Control Group to ensure the agencies responding 

to the site of the emergency are co-ordinate in their response. The ESM communicates directly 

with the City Manager and the City Emergency Control Group. 

26. Evacuation Centre 

 An evacuation centre is a facility used to register and provide care/shelter to persons displaced by 

the emergency. When possible, use high schools, since in most cases they make ideal evacuation 

centres. 

27. Fire Chief 

 The Fire Chief of the Corporation of the City of Burlington or alternate. 

28. General Manager - Community Services Division 

 The General Manager - Community Services Division for the City of Burlington or alternate. 

29. General Manager - Corporate Services Division 

 The General Manager - Corporate Services Division for the City of Burlington or alternate. 
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30. Inner Perimeter 

 A restricted area in the immediate vicinity of the emergency scene as established by the 

Emergency Site Manager in consultation with the various on-scene agency commanders. Access 

to the inner perimeter is restricted to those essential emergency personnel actively involved in the 

occurrence. 

31. Mayor 

 The Mayor as head of the Council of the Corporation of the City of Burlington or alternate. 

32. On-Scene Media Centre 

 The location at or near the scene at which the media may gather for updated media releases and 

press conferences. This location will be determined by the designated On-Scene Media 

Coordinator, with the approval of the Emergency Site Manager. 

33. On-Scene Media Spokesperson 

 The On-Scene Media Spokesperson is appointed Spokesperson by the Emergency Site Manager at 

the time of the emergency. This person is responsible for coordinating the prompt and accurate 

dissemination of information to the media from the On-Scene Media Information Centre. The 

Spokesperson will also work closely with the Public Information Officer to ensure that 

information released to the media from the scene is consistent with information being released 

from the City EOC Media Information Centre. The spokesperson will generally be a member of 

the Fire or Police Department. 

34. Outer Perimeter 

 A restricted area in the immediate vicinity of the emergency scene as established by the 

Emergency Site Manager in consultation with the various on-scene agency commanders as an 

assembly point for essential emergency personnel. Access to the outer perimeter is restricted to 

essential emergency personnel as determined by the Emergency Site Manager. 

35. Public Information Officer 

 The Manager of Public Affairs for the City of Burlington shall be the Public Information Officer 

and be responsible for all news releases from the Emergency Control Group. 
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36. Red Cross Director of Operations 

 The Director of Operations of the Red Cross is responsible for supervising and              

coordinating all activities of the Red Cross Branch during an emergency. It should be noted that 

the Director takes direction from the Coordinator of the Social & Community Services Support 

Group. 

37. Clerks Technology Analyst 

  The Clerks Technology Analyst or alternate shall be known as the Citizen Inquiry Supervisor. 

38. Supervisor of Purchasing 

 The Supervisor of Purchasing for the Corporation of the City of Burlington or alternate. 

39. Triage 

 The sorting of an allocation of treatment to patients or victims according to a system of priorities 

designed to maximize the number of survivors. 
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PART I 

 THE CITY OF BURLINGTON EMERGENCY PLAN 

 

1 INTRODUCTION 

 

 (a) An Emergency can be defined as a situation caused by the forces of nature, an accident or 

otherwise that constitutes a danger to life or property of major proportions impacting on 

the City of Burlington and the residents thereof which by its nature or magnitude requires 

a co-ordinate response by a number of agencies, both governmental and/or private under 

the direction of the appropriate elected or appointed officials, as distinct from routine 

operations carried out by agencies as normal day to day procedures, (e.g. firefighting, 

police activities, normal hospital routines). 

 (b) Emergencies include floods, hurricanes, wind storms, blizzards, earthquakes, 

transportation accidents involving hazardous materials, explosions, aircraft or rail crashes, 

toxic or flammable gas escapes, building or structural collapses, uncontrollable fires or 

any other incidents likely to endanger large numbers of people or the threat of any of the 

foregoing. 

 (c) Whenever an emergency occurs or threatens, the initial primary responsibility for 

providing immediate assistance and control rests with the affected department within the 

municipality. 

 (d) Where a situation cannot be adequately dealt with under existing division of statutory 

responsibilities and areas of mutual co-operation, the City Manager in accordance with 

By-Law 132-1991, as amended, shall co-ordinate and control all departments of the City 

of Burlington, that may be required to deal with the situation. 

 (e) Where the resources of the City of Burlington are insufficient to cope with the situation, 

assistance will be requested of the Region of Halton, as set out in Part III - Request for 

Regional Assistance. 

2 AIM 

 The aim of this plan is to make provision for the extraordinary arrangements and measures that 

may have to be taken to safeguard the health, safety, welfare and property of the inhabitants of the 

City of Burlington, by the efficient deployment of the Cityôs services, agencies and personnel 

when faced with an emergency. 
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3 EMERGENCY PLANNING COMMITTEE 

 The City Emergency Planning Committee is responsible for recommending changes to policies 

and procedures related to emergency planning and for initiating appropriate training/exercises.  

Revisions to the appendices and minor administrative changes may be made by the Committee 

without resubmitting the plan to City Council. 

 Suggested changes to the plan will be submitted to the Committee for consideration.    

 The emergency plan shall be updated as required by the City Clerk. 

4 CITY EMERGENCY NOTIFICATION SYSTEM 

 The Mayor, City Manager, Chief of Police and/or the Fire Chief are authorized to activate the 

Emergency Notification System. This decision shall be passed on to the Duty Inspector, Halton 

Regional Police Service, informing him/her of the situation, and directing that the City of 

Burlington Emergency Notification System be activated as set out in Appendix 1. 

5 CITY EMERGENCY OPERATIONS CENTRE 

 (a) The City Emergency Control Group will gather and operate from an Emergency 

Operations Centre (EOC) which will be designated by the first authorized person 

activating the Emergency Notification System. 

 (b)       Detailed procedures for the set up of the EOC are attached as Appendices 7 & 8.   
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PART II 

 DECLARATION & TERMINATION OF AN EMERGENCY 

 

 

1 ACTION PRIOR TO DECLARATION 

 This plan will be implemented as soon as an emergency occurs (or is anticipated). Employees of 

the City of Burlington are authorized to take action under the City of Burlington Emergency Plan 

where an emergency exists but has not yet been declared to exist. 

2 DECLARATION 

 The declaration of an emergency shall be the sole responsibility of the Mayor, or designate, of the 

City of Burlington. Upon such declaration being made, the Mayor shall ensure that the Chair of 

the Region of Halton and the Provincial Solicitor General are notified forthwith.  (See Appendix 

1) 

 The Solicitor General can be reached during working hours through Emergency Measures Ontario 

at (416) 314-3723, and at other times through the OPP Duty NCO at (705) 329-6950. 

 The Mayor will also ensure that members of Council, and neighboring municipalities as 

appropriate, are notified by the City Clerk. 

3 TERMINATION OF AN EMERGENCY 

 When it has been decided by the City Emergency Control Group that the emergency has 

terminated, the Mayor, or designate, or Council as a whole, shall terminate the state of emergency 

and notify the Solicitor General and the Regional Chair. (See Appendix 16) 
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4 PROCEDURE 

 

Upon implementation of the Emergency Plan, members of the Emergency Control Group will be 

contacted in the following order, unless otherwise instructed by the Mayor, Chief of Police or Fire 

Chief: 

 

a) MAYOR 

b) Chief of Police, Halton Regional Police Service 

c) Fire Chief 

d) City Manager 

e) City Clerk 

f) Director of Roads and Parks Maintenance 

g) Commissioner of Social Services 

h) Commissioner and Medical Officer of Health 

i) Director of Emergency Medical Services, Halton Region 

j) Public Information Officer  

k) Regional Emergency Management Coordinator 

l) Director of Transit and Traffic 

m) Director of Parks and Recreation 

n) Burlington Hydro Representative 

 

 

NAMES AND TELEPHONE NUMBERS 

OF EMERGENCY CONTROL GROUP 

ARE LISTED IN APPENDIX 9 
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 PART III 

 REQUEST FOR REGIONAL ASSISTANCE 

 

 

1 When the resources of the City of Burlington are deemed insufficient to deal with the emergency, 

the Mayor may request of the Regional Chair that the Region of Halton Emergency Plan be 

activated. 

2 Upon the implementation of the Region of Halton Emergency Plan, the City of Burlington 

Emergency Plan is superseded. 

3 The Mayor, or alternate, the City Manager or alternate, and the Fire Chief or alternate, will then 

become members of the Regional Emergency Control Group. All decisions made by the Regional 

Emergency Control Group with respect to the lives and property of the City of Burlington will be 

made in consultation with the Mayor of the City of Burlington. 

4 The remaining Municipal Officials on the City of Burlington Emergency Control Group will then 

become the support group or support staff to the Mayor, the City Manager, Fire Chief or their 

alternates, participating on the Regional Emergency Control Group. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12 

 

 
City of Burlington Emergency Plan Revised March 27, 2008 



 

PART IV 

 CITY EMERGENCY CONTROL GROUP 

 

1 COMPOSITION 

 (a) The City Emergency Control Group (ECG) shall be composed of persons holding the 

following appointments: 

  (i) Mayor 

  (ii) City Manager 

  (iii) Chief of Police, Halton Regional Police Service 

  (iv) Fire Chief 

  (v) Director of Roads and Parks Maintenance 

  (vi) Commissioner of Social and Community Services, Halton Region 

  (vii) Commissioner and Medical Officer of Health, Halton Region 

  (viii) Director of Emergency Medical Services, Halton Region 

(ix) Public Information Officer 

(x) Regional Emergency Management Coordinator 

(xi) City Clerk 

(xii) Director of Transit and Traffic 

(xiii) Director of Parks and Recreation 

(xiv) Burlington Hydro Representative 

 

 (b) Additional personnel called or added to the Control Group may include: 

  (i) Ontario Provincial Police Representative 

(ii) Conservation Halton Representative 

  (iii) Any other officials, experts or representatives, including those of an area 

municipality deemed necessary by the City Emergency Control Group. 

 (c) The City Emergency Control Group may function with only a limited number of persons 

depending upon the emergency. The City Emergency Control Group may not require the 

presence of all the people listed as members of the Control Group. However, all members 

of the City Emergency Control Group must be notified. 

(d) Members of the Emergency Control Group will gather at regular intervals to inform each 

other of actions taken and problems encountered. Frequency of meetings and agenda items 

will be established by the City Manager in his role as Operations Officer. Meetings will be 

kept as brief as possible thus allowing members to carry out their individual 

responsibilities. Maps and status boards will be prominently displayed and kept up to date 

under the supervision of the City Clerk. 

 

2 GROUP RESPONSIBILITIES 

 

The actions or decisions which the members of the ECG are likely to be responsible for are: 

 

(a) Calling out and mobilizing their emergency service, agency and equipment. 
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(b) Coordinating and directing their service and ensuring that any actions necessary for the 

mitigation of the effects of the emergency are taken, provided they are not contrary to law. 

 

 (c) Determining if the location and composition of the ECG are appropriate. 

 (d) Advising the Mayor as to whether the declaration of an emergency is recommended. 

 (e) Designating any area in the municipality as an "emergency area". 

 (f) Ensuring that an Emergency Site Manager (ESM) is appointed. 

 (g) Ordering, co-coordinating and/or overseeing the evacuation of inhabitants considered to be 

in danger. 

 (h) Discontinuing utilities or services provided by public or private concerns, i.e. hydro, water, 

gas, closing down a shopping plaza/mall. 

 (i) Arranging for services and equipment from local agencies not under municipal control i.e. 

private contractors, volunteer agencies, service clubs. 

 (j) Notifying, requesting assistance from and/or liaison with various levels of government and 

any public or private agencies not under municipal control, as considered necessary. 

 (k) Determining if additional volunteers are required and if appeals for volunteers are 

warranted.  

 (l) Determining if additional transport is required for evacuation or transport of persons and/or 

supplies.  

 (m) Ensuring that pertinent information regarding the emergency is promptly forwarded to the 

Public Information Officer and Citizen Inquiry Supervisor, for dissemination to the media 

and public. 

 (n) Determining the need to establish advisory group(s) and/or sub-committees. 

 (o) Authorize the expenditure of monies required to deal with the emergency. 

 (p) Notifying the service, agency or group under their direction, of the termination of the 

emergency. 

 (q) Maintaining a log outlining decisions made and actions taken, and submitting a summary 

of the log to the Chair of the Emergency Planning Committee within one week of the 

termination of the emergency, as required. 

 (r) Participating in the debriefing following the emergency. 

(s) Each member of the Control Group is responsible for calling out and mobilizing the 

emergency service or agency under their jurisdiction. 
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(t) Each member of the Control Group is responsible for coordinating and directing their 

service and ensuring that any actions necessary for the mitigation of any of the effects of the 

emergency are taken, provided they are not contrary to law. 

  (u)   Each member is responsible for providing clerical support staff where needed. 

  

3 INDIVIDUAL RESPONSIBILITIES 

 

(a) Mayor 

 The Mayor is responsible for: 

(i)  Activating the emergency notification system if required. 

(ii)  Declaring an emergency in all or part of the City of Burlington. 

(iii) Ensuring that the Solicitor General of Ontario is notified of the declaration of an 

emergency. 

(iv)  Ensuring that the Chair of Halton Region, the local MP and MPP are notified of the 

declaration of an emergency and kept apprised of the emergency situation. 

(v)  Ensuring that liaison is maintained with the members of the City of Burlington Council, 

with particular emphasis on the councillor(s) from the ward(s) directly affected by the 

emergency. 

(vi) Acting as the official City of Burlington spokesperson during news conferences. 

(vii) Terminating the emergency and ensuring that the Solicitor General of Ontario, the Chair of 

Halton Region and the local MP and MPP are advised of such termination. 

(b) City Manager 

 

 The City Manager shall be directly responsible to the Mayor, will act as Operations Officer for the 

EOC, and is responsible for: 

 (i) Activating the emergency notification system if required 

(ii) The co-ordination of all operations within the EOC, including the scheduling of regular 

meetings, ensuring that operations log and events board are kept up to date, and that 

minutes of all ECG meetings are recorded. 
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The approval, in conjunction with the Mayor, of major announcements and press releases 

prepared by the Public Information Officer.  

 (iv) The notification of the City Clerk of the emergency and directing the Clerk to call out the 

remaining members of the Support Group. 

 (v) Ensuring that a communication link is established between him/herself and the appointed 

Emergency Site Manager. 

(c) Halton Regional Police Chief 

 The Chief of the Halton Regional Police Service is responsible for: 

(i) If required, activating the Cityôs Emergency Notification System through the Duty 

Inspector of the Halton Regional Police Force. 

(ii)  Notification of the Emergency Control Group through the Emergency Notification System 

(Appendix 1). 

(iii)  Notification of necessary emergency and municipal services as required. 

(iv) The establishment of an On-Scene Command Post through the deployment of the Halton 

Regional Police Service Mobile Communication Unit. 

(v) Ensuring that a communication link is established between the Emergency Control group 

and the On-Scene Command Post. 

(vi) The establishment of an inner perimeter within the emergency area. 

(vii) The establishment of an outer perimeter in the vicinity of the emergency to facilitate the 

movement of emergency vehicles and restrict access to essential emergency personnel. 

(viii) The provision of traffic control to facilitate the movement of emergency vehicles. 

(ix) Alerting persons endangered by the emergency and the coordination of evacuation 

procedures. 

(x)  Liaison with the Commissioner of Social and Community Services regarding the 

establishment and operation of evacuation centres. 

(xi) The designation and opening of appropriate evacuation centres, as required. 

(xii) The protection of life and property and the provision of law and order. 

(xiii) The provision of police service in evacuation centres, morgues, and other facilities, as 

required. 

(xiv) Notifying the coroner of fatalities. 
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(xv) Liaison with other municipal, provincial and federal police agencies, as required; and 

(xvi) When required, providing the Emergency Site Manager as appointed by the Emergency 

Control Group. 

(d) Fire Chief 

 The Fire Chief is responsible for: 

 (i) Activating the emergency notification system if required. 

 (ii) Providing the Emergency Control Group with information and advice on firefighting and 

rescue matters. 

 (iii) Making arrangements for required additional fire fighting assistance through the Regional 

Municipality of Halton Emergency Fire Service Plan and/or other area municipalities. 

 (iv) Advising the Emergency Control Group on matters concerning firefighting and fire 

prevention in areas where the emergency has caused increased fire risks. 

 (v) Determining whether additional special equipment or supplies will be required. If so, 

making the necessary arrangements for procurement (e.g. air packs, special protective 

clothing, foam, etc.). 

 (vi) Providing equipment and personnel when and where required to assist in, other than fire 

fighting and rescue operations (e.g. evacuation, first aid, pumping operations, etc.). 

 (vii) Liaison with the Regional Commissioner of Planning & Public Works concerning 

emergency water supplies for firefighting purposes. 

 (viii) The establishment of an On-Scene Command Post through the Emergency Site Manager. 

 (ix) Establishing an ongoing communications link with the senior fire official at the site of the 

emergency. 

 (x) Liaison with the Public Information Officer to ensure the correct dissemination of 

information. 

(xv) Providing an Emergency Site Manager when so directed by the Emergency Control Group. 
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(e) Director of Roads and Parks Maintenance 

 The Director of Roads and Parks Maintenance is responsible for: 

 (i) The maintenance, construction and repair of municipal roads, streets and other public ways. 

 (ii) The maintenance of storm drainage systems. 

(iii) The provision of municipal equipment and personnel. 

(iv) The provision of special equipment (e.g. heavy duty cranes, pumps, etc.). 

 (v) The provision of flashers and barricades. 

 (vi) Alerting the utility suppliers to disconnect any service which represents a hazard, and/or to 

arrange for the provision of alternate services or functions. 

 (vii) The provision of assistance in clean-up operations and repair of damages where there is a 

municipal responsibility.  

 (viii) Liaison with the Region of Halton Spills Response Team. 

 (ix) The provision of emergency potable water supplies and sanitation facilities to the 

requirements of the Region of Halton Medical Officer of Health. 

 (x) Liaison with the Regional Commissioner of Planning & Public Works on areas of mutual 

concern. 

 (xi) Liaison with the Public Information Officer to ensure the correct dissemination of 

information. 

 (xii) Establishing an ongoing communications link with the senior Roads and Parks 

Maintenance representative at the site. 

 (xiii) Providing an Emergency Site Manager when so directed by the Emergency Control Group. 

(f) Commissioner of Social and Community Services, Halton Region 

 The Commissioner of Social & Community Services is responsible for: 

(i) Ensuring the activation of the Regional Municipality of Halton Emergency Evacuation 

Centre Plan as required, including the staffing of evacuation centres in designated 

volunteer agencies for the registration, feeding, care, clothing, welfare and shelter of 

persons using the centres. 

(ii)  Liaison with the Halton Regional Police Chief with respect to the establishment and 

operation of evacuation centres. 

(iii) Liaison with the Commissioner and Medical Officer of Health on areas of mutual concern 

regarding operations in evacuation centres. 
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(iv)  Ensuring that a representative of the Halton District School Board and/or Halton Catholic 

District School Board is/are notified when a facility(s) is/are required as evacuation 

centre(s), and that staff and volunteers utilizing the school facility(s) take direction from 

the representative(s) with respect to its/their maintenance, use and operation. 

(v)  Liaison with the Administrator of Allendale when the activation of the Allendale 

Emergency and Relocation Plan is required. 

(vi)  In the event The Regional Municipality of Halton Emergency Evacuation Centre Plan 

must be activated, and the Regional/Municipal Emergency Control Group has not been 

called together, the Commissioner of Social and Community Services may notify and 

request assistance from any of the Regional staff listed in this plan, as required. 

(vii) Liaison with the Ministry of Community and Social Services officials as required. 

(viii) Where applicable, ensuring provision of emergency income assistance for those persons 

affected by an evacuation within the Region of Halton. 

(g) Commissioner and Medical Officer of Health, Halton Region 

 The Commissioner & Medical Officer of Health is responsible for: 

(i)  Acting as a coordinating link for all health services at the Emergency Control Group. 

(ii)  Activating the Halton Regional Health Department Emergency Plan, in whole or in part. 

(iii)  Liaison with the Provincial Ministry of Health, Public Health Branch. 

(iv)  Liaison with the Ambulance Service representative on the Emergency Control Group. 

(v)  Providing advice on any matters which may adversely affect public health. 

(vi)  Providing authoritative instructions on health and safety matters to the public through the 

Public Information Officer and on-scene Media Spokesperson. 

(vii)  Co-coordinating the regional response to disease related emergencies or anticipated 

emergencies or anticipated emergencies such as epidemics, according to Ministry of 

Health policies. 

(viii) Liaison with CCAC to ensure co-ordination of care of residents requiring special medical 

care at home and in evacuation centres during an emergency. 

(ix) Ensuring liaison with voluntary and private agencies, as required, for augmenting and co-

coordinating Public Health resources. 
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(x)  Ensuring co-ordination of all efforts to prevent and control disease in the Region during 

an emergency. 

(xi)  Notifying the Commissioner of Planning and Public Works regarding the need for 

portable water supplies and sanitation facilities. 

(xii)  Ensuring that upon activation of the Regional Municipality of Halton Emergency 

Evacuation Centre Plan, the responsibilities of the Health Department as laid out in the 

Plan are carried out as efficiently and effectively as possible. 

(xiii) Liaison with Commissioner of Social and Community Services on areas of mutual 

concern regarding operations in evacuation centres; and 

(xiv) When required, assisting the Emergency Site Manager as appointed by the Emergency 

Control Group in fulfilling their responsibilities. 

(h) Director of Emergency Medical Services, Halton Region  

 The representative from the appropriate Ambulance Service will be responsible for: 

 (i)       Liaison with Police, Fire and other agencies active at the site of the emergency. 

 (ii) Liaison with the Commissioner & Medical Officer of Health. 

 (iii) Ensuring triage and treatment at the site of the emergency. 

 (iv) Liaison through CACC Dispatch with hospitals for the efficient distribution of casualties. 

 (v) Assessing the need and initial request for on-site medical teams from hospitals and whether 

assistance is required from Police or other emergency services in providing transportation 

to the scene for these medical teams. 

 (vi) Assessing the need and the initial request for special emergency health service resources at 

the emergency site (i.e. ambulance buses, support units, paramedics, ambulance 

helicopters, etc.). 

 (vii) Providing through CACC Dispatch the main radio and telephone communication link 

among health services, and notifying and requesting assistance of the Ontario Ministry of 

Health and Long Term Care, Emergency Health Services Branch. 

(ix) Liaison through the Commissioner and Medical Officer of Health for information 

regarding invalids or disabled citizens that may reside in an area to be evacuated and may 

require ambulance transportation. 

(ix) Assisting with the organization and transport of persons in health care facilities, homes for 

the aged, nursing homes and rest homes, which are to be evacuated, as required. 

20 

City of Burlington Emergency Plan Revised March 27, 2008 

 



 

 

 (x) Providing an Emergency Site Manager when so directed by the Emergency Control 

Group. 

(xi) Contacting Ministry of Health and Long Term Care Senior Field Manager and Provincial 

Duty Officer. 

(i) Public Information Officer 

 The Public Information Officer shall be present at the Emergency Operations Centre and be 

responsible for: 

(i) Designating and arranging for an area in which to gather members of the media present at 

the operating point. 

 (ii) Designating and co-coordinating a City EOC Media Information Centre for members of 

the media to assemble for the issuance of accurate media releases and authoritative 

instructions to the public. 

 (iii) Liaison between the media and the City Emergency Control Group. 

 (iv) Liaison with the Citizen Inquiry Supervisor to ensure that: the City switchboard is 

informed of the location and extension numbers used by the Public Information Officer; the 

Citizen Inquiry Service is disseminating the most accurate and up-to-date information. 

 (v) Informing the appropriate member(s) of the City Emergency Control Group regarding the 

information desired by the media and/or that member with whom an interview is 

requested. 

 (vi) At the request of the City Emergency Control Group, present that information to the 

media for which rapid dissemination of information to the public at large is required and 

request the same information be published or broadcast as soon as possible. 

 (vii) Liaison with the on-scene Media Spokesperson. 

 (viii) Ensuring the monitoring of published and broadcast information and immediately taking 

any necessary action to correct misinformation. 

 (ix) Set-up and operation of the Crisis Communications Centre. 

 

(j) Regional Emergency Management Coordinator 

 

 The Halton Regional Emergency Management Coordinator is a non-voting member of the 

City of Burlington Emergency Control Group but is responsible for: 

 (i) Acting in a resource and advisory capacity to the Emergency Control Group and 

other emergency and support staff, as required. 
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(ii) Providing guidance and assistance to various groups and departments involved in the 

management of the emergency, as required. 

 

(iii)  Maintaining a communication link with the Halton Regional Chief Administrative Officer 

concerning the City of Burlington Emergency. 

(iv) Assisting with the report and debriefing on the emergency, as required. 

(k) Emergency Site Manager 

 The Emergency Site Manager will be appointed by the Emergency Control Group from the lead 

agency involved in the specific type of emergency (e.g. fire incident/fire management - 

evacuation/police). 

Once appointed, this individual will no longer be responsible for the operations or command of 

his/her agency. 

 Selection of the Emergency Site Manager will take into consideration the following: 

 (i) Availability and approval of their agency 

 (ii) Training and field experience 

 (iii) Knowledge of responding agencies responsibilities and resources 

 (iv) Reference may be made to Appendix 6 for Emergency Site Manager(s). 

 The Emergency Site Manager, upon appointment by the Emergency Control Group has the 

authority to: 

 (a) Call meetings of the responding agency commanders for information sharing, establishing 

objectives in the site management, prioritizing limited resources where applicable. 

 (b) Mediate conflicts between agencies and to contact the City Manager at the Emergency 

Control Group should he/she be unable to resolve the matter. 

(c) Request assistance from responding agencies for communications and other emergency 

site management tools. 

 The Emergency Site Manager is responsible for: 

 

(a) Ensuring that priorities, tasks and tactics have been established to contain the problem. 

(b) Ensuring that responding agencies are aware of human and material resources that are 

available to mitigate the emergency. 

 

(c) Ensuring agencies address the needs of their staff with regards to stress, fatigue, food, 

shelter and relief. 
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(d) Maintaining a communication link with the City Manager at the Emergency  Control Group 

for the flow of accurate information and assistance in management of the emergency. 

 (e) Ensuring that responding agencies meet to update/exchange information and/or re-

evaluate on a regular basis. 

 (f) Monitoring the operation of the site management and make suggestions where appropriate. 

 (g) Exercising foresight as to future events in the management of the emergency such as 

resource requirements, weather, lighting, etc. 

(h)     Understanding laws and policies at all levels that must be taken into consideration during 

the management or recovery of the emergency. 

 (i) Where possible conserving resources should the emergency heighten or lengthen in time, 

understanding that outside the emergency area the Emergency Control Group is managing 

the day-to-day operations in our community. 

(l) Director of Transit and Traffic 

 The Director of Transit & Traffic for the City of Burlington is responsible for: 

 (i) The provision of public transit as required to support emergency activities. 

(ii)     Provision of advice and assistance concerning transit and traffic. 

(m) Director of Parks and Recreation 

 The Director of Parks & Recreation for the City of Burlington is responsible for: 

 

 (i) The use of municipal buildings, their opening and their operation. 

 (ii) Liaising with the Commissioner of Social & Community Services on issues of concern in 

those public buildings being utilized for evacuation. 

(v) Provision of city staff to attend buildings. 

(n) Burlington Hydro Representative 

 

 The Burlington Hydro Representative is responsible for: 

 

(i)     Advising the Emergency Control Group. 

 

(ii) Discontinuation of services to consumers when instructed to do so. 

 

(iii) Restoring interrupted services, on a priority basis to be decided by the Emergency 

Control Group in consultation with the suppliers. 

 

(iv) Providing alternative utilities. 
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PART V 

 CITY EMERGENCY SUPPORT GROUP 

 

1 COMPOSITION 

 (a) The City Emergency Support Group shall be composed of persons, or their designates, 

holding the following appointments: 

 

        (i) City Clerk 

  (ii) City Treasurer 

(iii) City Solicitor  

(iv) Director of Human Resources 

  (v) Clerks Technology Analyst 

                  (vi) Supervisor of Purchasing 

  (vii) Chief Building Official 

        (viii) Director of Engineering 

(ix) Supervisor of Corporate Facilities (Parks and Recreation Dept.) 

(x)        Manager - Policy (Planning Dept.) 

(xii) Director of ITS (Information Technology Services) 

 (b) The City Emergency Support Group may function with only a limited number of persons 

depending upon the emergency. The City Emergency Support Group may not require the 

presence of all members of the Support Group. However, all members of the City 

Emergency Support Group will be notified. 

(c) Other personnel or representatives of specialist agencies or organizations may be 

added to this service as the situation dictates. 

2 OPERATING CENTRE 

 This group will gather at the Emergency Operations Centre unless notified otherwise by the City 

Clerk.  If needed, identified members of the Emergency Support Group will join the Emergency 

Control Group. 
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3 GROUP RESPONSIBILITIES 

 

(a) The City Emergency Support Group shall be directly responsible to the Emergency 

Control Group, under the direction of the City Clerk, for the provision of all logistical, 

administrative and specialist support. 

 

(b) Individual members of the City Emergency Support Group may be required to attend 

Emergency Control Group meetings from time to time for the purpose of providing 

specialist advice. 

 

(c) Each member of the Support Group is responsible for maintaining a log outlining actions 

regarding their decisions, or orders made, and submitting a summary of the log to the 

Emergency Planning Committee within one week after the emergency has been 

terminated. 

 

4  INDIVIDUAL RESPONSIBILITIES 

 

 These responsibilities shall commence when the emergency plan is activated and the 

Emergency Control Group assembles. 

 

(i) City Clerk 

 

 The City Clerk is responsible for: 

 

 (i) The operation, coordination and control of the City Emergency Support Group. 

 (ii) Notifying the remaining members of the City Emergency Support Group of the emergency 

and the designated meeting point of the Emergency Support Group. 

(iii)  Arranging (if directed) a special meeting of the City of Burlington Council and ensuring 

the notification and call-out to members of City Council as to the time, date and location 

of the meeting. 

(iv) The provision of recording secretaries to record minutes of the Emergency Control Group 

meetings. 

(v) Ensuring that all members of the City of Burlington Council are advised of the declaration 

and termination of the emergency. 

(vi)    Attending all meetings of the Emergency Control Group and promptly advising all 

members of the Emergency Support Group of the information shared and the decisions 

made. 

(vii) Assigning staff to maintain logs and mark maps, on an ongoing basis and during an 

emergency, and instructing them as to the information to be logged and/or displayed. 

 

(viii) Training of recording secretaries related to their direct responsibilities. 

 

(ix) Convey offers of assistance and resources from the Citizen Inquiry Supervisor  to 

members of the Emergency Control Group and Emergency Support Group as required. 
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(x) Secure Ontario Municipal Board (OMB) displays and information through coordination of 



 

effort with the City Solicitor. 

 

1. City Treasurer 

 

 The City Treasurer for the City of Burlington is responsible for: 

 

(i) The provision of information and advice on financial matters as they relate to the 

emergency and the capabilities of the City of Burlington. 

 

(ii) The control, coordination and administration of all financial matters as they relate to the 

emergency as directed by the Emergency Control Group. 

 

 (iii)  Liaising with the Treasurer of the Region of Halton. 

 

(iii)     City Solicitor 

 

The Solicitor for the City of Burlington is responsible for: 

 

(i)    The provision of advice to any member of the City Emergency Control Group on               

matters of a legal nature as they may apply to the actions of the City of                              

Burlington in its response to the emergency. 

 

(ii)       Liaising, if necessary, with the Solicitor for the Region of Halton. 

 

(iv) Director of Human Resources 

 

 The Director of Human Resources is responsible for: 

 

 (i) Requesting the services of volunteer personnel where needed. 

 

(ii) The registration of volunteers as set out in Appendix 3. 

 

(v) Clerks Technology Analyst 

 

 The Clerks Technology Analyst for the City of Burlington is responsible for: 

 

(i) The operation of an information and inquiry bureau to provide factual information for the 

general public directly affected by the emergency. (See media information Part VI). 

 

(ii)       The provision of call center operators during emergency situations. 

 

(iii)      Training of call center operators related to their direct responsibilities. 
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(vi) Supervisor of Purchasing 

 The Supervisor of Purchasing for the City of Burlington is responsible for: 

 (i) The provision and securing of all equipment and supplies not owned by the City of 

Burlington as may be required by those services involved in the emergency. 

(ii) Ensuring the availability of service from the City of Burlington Print Shop and the Civic 

Operations Centre stockrooms. 

 (iii) Maintaining and updating a list of all vendors who may be required to provide or repair 

supplies and equipment. 

 (iv) Liaising with treasurer concerning emergency expenditures. 

 (v) Arranging for the return of borrowed, rented or donated resources. 

(vii) Chief Building Official 

The Chief Building Official for the City of Burlington is responsible for: 

 

(i)  Providing information on the structural integrity of buildings within the emergency area. 

 

 (viii) Director of Engineering 

 The Director of Engineering for the City of Burlington is responsible for: 

 (i) The provision of engineering advice and assistance. 

 (ii) Procuring additional engineering services as required. 

 (iii) Provision of up-to-date maps of the City of Burlington, with appropriate detail as requested 

by City Departments.  Such detail may include fire hydrants, water and sewer information, 

transit routes, etc. 

 

 (ix) Supervisor of Corporate Facilities (Parks and Recreation Dept.) 

 The Supervisor of Corporate Facilities for the City of Burlington is responsible for: 

 (i) Ensuring that the City EOC is set up 

 (ii) Liaising with the Information Technology Services Department concerning EOC telephone 

service. 

(iii) Arranging for security of EOC by providing security guard(s) if necessary. 
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(x) Manager - Policy (Planning Dept.) 

 

 (i) Provision of population and/or demographic data for specific areas of the City as requested 

by members of the Emergency Control Group or Emergency Support Group. 

 

(xi) Director of ITS (Information Technology Services) 

 

(i) The provision of information and advice on technology matters related to the emergency 

and the City of Burlingtonôs operations and responsibilities. 

 

(i) Co-ordinating technology requirements for the Emergency Control Group and the 

Emergency Support Group and liaising with the Region of Halton IT (Information 

Technology) staff as required. 

 

 

           

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

28 

 

 

 
City of Burlington Emergency Plan Revised August 13, 2008 

 



 

 

PART VI 

 MEDIA AND PUBLIC INFORMATION 

 

1 INTRODUCTION 

 (a) Upon implementation of this emergency plan, it will be very important to co-ordinate the 

release of accurate information to the news media, issue authoritative instructions to the 

public, and respond to, or redirect, individual requests for, or reports on, information 

concerning any aspect of the emergency. 

 (b) In order to fulfill these functions during an emergency, the following positions will be 

established: 

        (i) An on-scene media spokesperson will be appointed by the Emergency Site 

Manager, and 

        (ii) The City of Burlingtonôs Manager of Public Affairs will report to the City 

Manager and will assume the role of Public Information Officer at the City 

Emergency Operations Centre, and 

        (iii) The Fire Prevention Public Education Officer from the Burlington Fire Department 

will act as Assistant Public Information Officer. 

 (c) Depending on the scope of the emergency, there will likely be a need to establish two 

media information centres - one near the scene (the on-scene Media Information Centre) 

and the other near the City Emergency Operations Centre (City EOC Media Information 

Centre). In some cases, however, a joint media information centre may be desirable. The 

Citizen Inquiry work area should also be located at, or near, the City EOC Media 

Information Centre. 

 (d) If a Regional emergency is declared as a result of an emergency within the City of 

Burlington, it may be desirable for the Public Information Officer and/or the Citizen 

Inquiry Supervisor to join the Region Public Information Group. 

2 ON-SCENE MEDIA SPOKESPERSON 

 The on-scene Media Spokesperson will be appointed by the Emergency Site Manager and is 

responsible for: 

(a) Establishing and co-coordinating an on-scene Media Information Centre in a safe, 

appropriate location, at or near the scene, for media to assemble. 

 

(b) Establishing a communication link and maintaining regular liaison with the Public 

Information Officer at the City Emergency Operations Centre.  It is extremely important to 

ensure that information released to the media from the On-Scene Media Information Centre 

is consistent with that released by the Public Information Officer at the City EOC Media 

Information Centre. 
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 (c)   Redirecting all inquiries regarding decisions made by the City Emergency Control Group 



 

and the emergency as a whole, to the Public Information Officer at the City Emergency 

Operations Centre. 

 (d)  Responding to inquiries from the media pertaining to the scene only. 

 (e) Advising the following persons and agencies of the location and telephone  number(s) (as 

available) of the On-Scene Media Information Centre: 

  (i) Emergency Site Manager 

  (ii) Police Public Relations Officer 

  (iii) Emergency services personnel at scene (where possible) 

  (iv) Public Information Officer 

        (v) Media 

        (vi) Any other appropriate personnel or agencies 

 (f) Controlling and redirecting media to the On-Scene Media Information Centre. 

(g) Where necessary and appropriate, coordinating media photograph sessions at the scene. 

 (h) Coordinating on-scene interviews between the emergency services personnel and the 

media. 

3 PUBLIC INFORMATION OFFICER 

 The Public Information Officer for the City of Burlington reports to the City Manager and is 

responsible for: 

 (a) Upon arrival at the City Emergency Operations Centre, the Public Information Officer will 

be briefed by the City Manager on the emergency situation. 

 (b) As the primary media coordinator, the Public Information Officer will establish a 

communication link with the On-Scene Media Spokesperson, the Police Public Relations 

Officer, the Citizen Inquiry Supervisor and any other media coordinator(s) (i.e. provincial, 

federal, private industry, etc.) involved in the incident, and will endeavour to ensure that all 

information released to the media and public is consistent and accurate. 

 (c) Designating and coordinating a City EOC Media Information Centre for members of the 

media to assemble for the issuance of accurate media releases and authoritative 

instructions to the public. 

 (d) Briefing the City Emergency Control Group on how the City EOC Media Information 

Centre will be set up and selecting the appropriate spokesperson(s) to provide statements 

to the media. 

 (e) Maintaining regular liaison with the City Emergency Control Group to obtain the 

appropriate information for media releases, co-ordinate individual interviews and organize 

press conferences. 
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 (f) Establishing a telephone number(s) for media inquiries and ensuring that the 

following are advised accordingly: 

        (i) Media 

        (ii) City Emergency Control Group 

        (iii) Switchboard (regional, municipal, emergency services) 

        (iv) On-Scene Media Spokesperson 

        (v) Police Public Relations Officer 

        (vi) Citizen Inquiry Supervisor(s) 

        (vii) Any other appropriate persons, agencies or businesses 

 (g) Providing direction and regular updates to the Citizen Inquiry Supervisor to ensure that the 

most accurate and up-to-date information is disseminated to the public. 

 (h) Ensuring that the media releases are approved by the City Manager prior to dissemination, 

and distributing hard copies of the media release to the City EOC Media Information 

Centre, the City Emergency Control Group, Citizen Inquiry Supervisor and other key 

persons handling inquiries from the media. 

(i) Monitoring news coverage, and correcting any erroneous information. 

 

(j) Maintaining copies of media releases and newspaper articles pertaining to the                 

 emergency. 

 

(k) The provision of communications resources during emergency situations, based              

on the current crisis communications plan. 

(l) Training of communications staff related to their direct responsibilities. 

4 CITIZEN INQUIRY SUPERVISOR 

 The Citizen Inquiry Supervisor is responsible for: 

 (a) Establishment of a Citizen Inquiry Service, including the appointment of personnel and 

designation of Citizen Inquiry telephone lines, at the City EOC building, or coordinating 

the service at other locations, as required. Where possible the Citizen Inquiry Service 

should be located at or near the City EOC Media Information Centre. 

 (b) Apprising the Public Information Officer at the City EOC Media Information Centre of 

the establishment of the Citizen Inquiry Service and designated telephone number(s). 

 (c) Apprising the affected emergency services, the Public Information Officer and local 

municipal and regional switchboards of the establishment of the Citizen Inquiry Service 

and designated telephone numbers. 

(d)      Maintaining continual liaison with the Public Information Officer to obtain                          

           current information on the emergency. 
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(e) Responding to, and re-directing inquiries and reports from, the public based upon 

information from the Public Information Officer or as outlined in Sections (f) and (g) below. 

(Such information may be related to school closings, access routes or the location of 

evacuation centres.) 

(f)     Personally handling unique and/or more complex calls. 

 (g) Establishing a dedicated phone line as required to respond to inquiries pertaining to the 

investigation of the emergency, deaths, injuries or matters of personnel involved with, or 

affected by, the emergency to the appropriate emergency service. 

 (h) Re-directing inquiries pertaining to persons who may be located in evacuation centres to 

the appropriate Red Cross Branch Headquarters registration and inquiry telephone 

number(s).  This information should be obtained through the Coordinator - Social Services 

Support Group (Director of Childrenôs Services Division within the Social & Community 

Services Department) and/or the Red Cross Branch Emergency Services Chairperson at the 

local Red Cross Headquarters. 

(i)       Apprising the Public Information Officer as to the tone and nature of Citizen Inquiry calls. 

 

(j) Logging offers of assistance and resources and relay this information to the City   Clerk. 

 

(k) Procuring staff to assist, as required. 
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 PART VII 

 UTILITY SUPPLIERS AND RELATED AGENCIES 

 

1 UTILITY SUPPLIERS 

 (a) Burlington Hydro (hydro) 

 (b) Ontario Hydro (hydro) 

 (c) Union Gas (natural gas) 

 (d) Bell Canada (telephone communications) 

 (e) Regional Planning & Public Works (water and sanitary sewers) 

2 RESPONSIBILITIES 

 (a) Providing a representative to advise the Emergency Control Group when 

requested. 

 (b) Discontinuation of services to consumers when instructed to do so by the 

Emergency Control Group. 

 (c) Restoring interrupted services, on a priority basis to be decided by the Emergency Control 

Group in consultation with the suppliers. 

 (d) Providing alternative utilities. 

3 RELATED AGENCIES AND THEIR RESPONSIBILITIES 

(a) Coroner 

       (i) Fulfils the requirements of The Coroners Act and advises the Emergency Control Group on 

procedures to be established. 

(b) Local Industry 

       (i)       Informs the emergency services (Fire, Police, Ambulance) of any dangerous chemicals,                      

              etc. that may be within the emergency area and should be prepared to provide assistance. 

 within the emergency area and should be prepared to provide assistance. 

(c) News Media 

       (i) Provide information to the public to assist the Emergency Control Group in its operation. 
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(d) Hospital Administrators  

 Within the Region of Halton, there are four hospitals. 

 (i) Joseph Brant Memorial Hospital 

       (ii) Oakville Trafalgar Memorial Hospital 

       (iii) Milton District Hospital 

       (iv) Georgetown and District Memorial Hospital 

 During an emergency, each Hospital Administrator is responsible for: 

 (i) Implementing their respective Hospital Disaster Plan if required. 

 (ii) Liaising with the Commissioner and Medical Officer of Health and local ambulance 

representative with respect to hospital and medical matters, as required. 

 (iii) Evaluating requests for the provision of medical site teams/medical triage teams. 

 (iv) Liaising with the Ministry of Health and Long Term Care, as appropriate. 

 (v) Liaising with out-of-Region hospitals if required. 

(e) Halton District School Board and Halton Catholic District School Board 

 The Halton District School Board and the Halton Catholic District School Board are responsible 

for: 

 (i) The provision of any school (as appropriate and available) for use as an evacuation centre, 

as designated by the Halton Regional Police Service. 

(ii) Upon being contacted by the Commissioner of Social & Community Services or designate, 

providing a Halton Board of Education/Halton Separate School Board representative(s) to 

co-ordinate and provide direction with respect to the maintenance, use and operation of the 

facilities being utilized as evacuation centres. 

 (iii) In the event of an emergency during normal school hours, the principal(s) of the affected 

school(s) (until directed otherwise) is/are responsible for: 

        (a) Implementing the school ñStay-Putò Emergency Plan or 

(b) Implementing the school ñEvacuationò Plan, depending on the nature and scope 

of the emergency. 
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(f) Ontario Provincial Police 

 In the event of an emergency occurring on the Provincial Highways (including the Q.E.W. - 

Skyway Bridge) or Provincial Parks within the Regional Municipality of Halton, the Ontario 

Provincial Police will be responsible for: 

 (i) Implementing the Ontario Provincial Police Disaster Procedures Manual. 

 (ii) Implementing the Q.E.W. - Skyway Bridge Emergency Procedures Manual, in the event of 

an occurrence on the bridge. 

 (iii) Securing the site of the incident. 

 (iv) Controlling the movement of emergency vehicles to and from the site of the incident. 

 (v) Preventing looting. 

 (vi) Acting as the Agent of the Chief Coroner, within the terms of the Coronerôs Act. 

 (vii) Maintaining law and order. 

(viii) Working together with the Halton Regional Police Service to co-ordinate matters of 

mutual concern. 

 (ix) Providing an Ontario Provincial Police representative to participate on the Emergency 

Control Group, as required. 

 In the event of an emergency occurring within the City of Burlington, but outside the normal 

jurisdiction of the Ontario Provincial Police, the Force will assist the Halton Regional Police 

Service as required, dependent upon resources available at that time. 

(g) Conservation Authorities 

 There are three Conservation Authorities in the Regional Municipality  

 of Halton: 

 (i) Grand Valley Conservation Authority 

 (ii) Conservation Halton 

 (iii) Credit Valley Conservation Authority 

Responsibilities of each Conservation Authority are available in the Regional Municipality of 

Halton Emergency Plans and Procedures binder, and include:  

(i)      Maintaining a flood warning system throughout the Authority for alerting municipal 

representatives, media, local police, the Ontario Provincial Police, the Ministry of Natural 

Resources, etc. 
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 (ii) Stimulating co-ordinate contingency planning by, and among, municipalities lying within 

the Authority. 

 

 (iii) Maintaining awareness of the status of the provincial response to flood emergency through 

consultation with the local Ministry of Natural Resources Response     Co-coordinator. 

 (iv) Providing technical advice to municipalities in preventing or reducing the effects of 

flooding. 

 (v) Liaising with the Local Ministry of Natural Resources Response Coordinator on matters 

related to declaring a provincial emergency, and securing provincial resources in the event 

of a declared provincial emergency. 

(vi) Providing advice to the local Ministry of Natural Resources Response Coordinator on the 

extent of the municipal resources, and when those have been fully committed, the need for 

additional resources, and the need for declaration of a provincial emergency. 

 (vii) Following consultation with municipalities, advising the local Ministry of Natural 

Resources Response Coordinator when the flood emergency ceases to exist. 

 (viii) Designating personnel who will carry out the functions mentioned in Sections (i) and (vii) 

and any other functions as appear appropriate. 

 (ix) Provision of a representative to the Emergency Control Group if requested. 
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PART VIII 

 VOLUNTEERS 

 

1 APPEALS FOR VOLUNTEER ASSISTANCE 

 

 Under certain circumstances it may be necessary to issue appeals to the public for volunteers with 

certain skills to assist in controlling an emergency. This should not be done until all available 

municipal personnel with similar skills, and then only on the authority of the Mayor. 

 

 The Emergency Control Group is responsible for: 

 (a) Determining the number of volunteers required, their skills, tools to be brought, and the 

assembly point to which they are to report. 

 (b) Directing the Public Information Officer to prepare a written appeal to be taped at the 

radio station for reading over the air for regular broadcasts in order that information to 

volunteers is clear and consistent. 

 (c) In co-operation with the Director of Human Resources, arranging for volunteers to be 

registered as set out in Appendix 3. 

 (d) At the time of registration, volunteers are to be provided with a copy of insurance 

coverage as set out in Appendix 3. 

 (e) Instructing radio stations to cancel broadcasts for volunteers as soon as the required 

number has enrolled. 
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PART IX 

 

 PLAN MAINTENANCE, REVISION, TESTING AND 

  INTERNAL PROCEDURE 

 

1 PLAN MAINTENANCE AND REVISION 

 (a) The City of Burlington Emergency Plan will be maintained by the City Clerk and the City 

Emergency Planning Committee. 

 (b) This plan will be reviewed annually by the Emergency Planning Committee and, where 

necessary, revised by the City Clerk.  The Clerk will print and distribute the revised plan 

in accordance with the distribution list outlined in Appendix 18.  The plan will also be 

reviewed as a result of each emergency or planning/training exercise. 

 (c) Each time this plan is substantially amended, it must be forwarded to City Council for 

approval. However, minor editorial revisions and updates to maintain the currency of the 

plan can be made without resubmitting the plan to City Council each time for approval.  

The City Clerk will be responsible for the updates to and distribution of the plan. 

 (d) It is the responsibility of the Deputy Fire Chief to brief new councillors on the contents of 

the emergency plan, and to keep Council apprised of emergency planning issues.  At the 

beginning of each Council term, Council will receive a briefing on their emergency 

planning responsibilities. 

 (e) It is the responsibility of each person, agency, service or department named within this 

emergency plan to notify the City Clerk forthwith, of any revisions to the appendices or 

administrative changes. 

2 TESTING OF PLAN 

 (a) That the City of Burlington Emergency Planning Committee will test the Cityôs 

Emergency Plan on an annual basis. 

3 INTERNAL PROCEDURES 

 (a) Each department involved with this emergency plan shall prepare functional emergency 

procedures or guidelines outlining how it will fulfill its responsibilities during an 

emergency.  This document will be known as a departmental Emergency Plan. 

(b) Each department shall ensure that it designates a member of its staff to maintain and revise 

its own emergency procedures or guidelines and provide a copy of the Departmental plan 

to the Emergency Planning Committee for review and approval.   
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PART X 

 

APPENDICES 

 

 

Confidential Appendix 1 Declaration of a Municipal Emergency                                 

Confidential  Appendix 2 City Emergency Operations Centre                                       

Confidential Appendix 3     Volunteer Registration Form                                                    Appendix 3 Volunteer Registration Form  

Confidential Appendix 4 Citizen Inquiry Centre Requirements                                                           

Confidential    Appendix 5 Official Time Log of Events for Emergency                                                   

Control Group Members 

 

Confidential Appendix 6 Qualified Emergency Site Manager List                                

 

Confidential Appendix 7  E.O.C. Procedures                                                                 

 

Confidential Appendix 8      E.O.C. Alternate Site           

 

Confidential    Appendix 9 Emergency Control Group Telephone List              

Confidential    Appendix 10 Emergency Support Group Telephone List                             

Confidential Appendix 11 Rotation Schedule for Acting Mayor                                       

Confidential Appendix 12 Rotation Schedule for Acting City Manager                           

Confidential Appendix 13 Emergency Operations Centre Telephone Numbers                        

Confidential Appendix 14 Canadian Red Cross Society                                                                  

Confidential  Appendix 15 Utility Suppliers and Related Agencies  

Confidential Appendix 16 Termination of a Municipal Emergency  

Confidential    Appendix 17 Councillors Contact List 

Confidential    Appendix 18 Contact List ï LaSalle Park Marina Assoc. 2007 Bd. of Directors  

  Appendix 19  Distribution List                    

 

 

 

 

 

 

39 

 
City of Burlington Emergency Plan Revised July 24, 2007 

 

 



 

City of Burlington Emergency Plan Revised August 13, 2008 
                                           City Of Burlington Emergency Plan Distribution 

 68

Name/Department City Plan & App. 19 Conf. App. Crisis Communications Plan Halton Region 

MAYOR & COUNCILLORS 7 7  0 

Mayor 2 2   

Councillor ï Ward 1 1 1   

Councillor ï Ward 2 1 1   

Councillor  - Ward 3 0 0   

Councillor ï Ward 4 1 1   

Councillor  - Ward 5 1 1   

Councillor ï Ward 6 1 1   

FIRE DEPT. 22 9  8 

Fire Chief 2 2  2 

Deputy Fire Chiefs 4 4  2 

Administration 2 0  1 

Dispatch 1 1  1 

Car 30 1 1  1 

Platoon Chiefs 1 1  1 

Training Division 1 0   

Fire Prevention /Pub. Education 1 0   

Stations (8) 8 0   

Maintenance 1 0   

CITY MANAGER 3 3  2 

City Manager 2 2  1 

Assistant to City Manager 1 1  1 

GENERAL MANAGERS 6 6  3 

GM Corporate Services 2 2  1 

GM Community Services 2 2  1 

GM Dev. & Infrastructure 2 2  1 

CLERKS 5 5  2 

City Clerk 2 2  1 

Manager of Council Services  2 2   

Technology Analyst 1 1   

COMMUNICATIONS 7 6  1 

Manager of Public Affairs 2 2  1 

Communications Advisors & Sup. Creative Services 3 3   

Communications Admin. Clerk 1 0   

Media Centre  1 1   

ROADS AND PARKS MAINTENANCE 4 4  3 

Director (c/o L. Asher) 1 1  1 

Managers (c/o L. Asher) 2 2  2 

ENGINEERING 3 3   

Director 2 2   

Assistant to the Director 1 1   

PLANNING  3 3   

Director of Planning 2 2   

Assistant to the Director 1 1   

BUILDING 4 4   

Director of Building/Chief Building Officer 2 2   

Assistant to the Director 2 2   
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Name/Department City Plan & App. 19 Conf. Append. Crisis Communications Plan Halton Region 

HUMAN RESOURCES 6 6  1 

Director 1 1  1 

Reps 5 5   

I.T.S. 3 3  0 

Director 2 2   

Assistant to the Director 1 1   

LEGAL 4 4  1 

City Solicitor 2 2   

Assistant to the City Solicitor 2 2  1 

PURCHASING 2 2  1 

Supervisor of Purchasing 2 2  1 

TRANSIT 5 4  2 

Director of Transit and Traffic 2 2  1 

Transit Manager 2 2  1 

Transit Supervisors 1 0  0 

PARKS & RECREATION 6 5  2 

Director of Parks & Recreation 3 2  1 

Manager of Facilities, Parks & Open Space 2 2  1 

Supervisor of Corporate Facilities 1 1   

FINANCE 2 2  0 

City Treasurer 1 1   

Manager of Financial Planning Services 1 1   

REGION 16 9  N/A 

Regional E.O.C. 1 1   

Regional Chair 2 2   

Chief Administrative Officer 2 0   

Commissioner & Medical Officer of Health 2 2   

Comm. of Social &  Community Services 6 2   

Emergency Management Coordinator 2 2   

Commissioner of Plan & Public Works 1 0   

Halton Regional Police Services 0 0  12 

Police Chief (Electronic copy:  Attn:  Keith Moore) copied to CD   copied to CD  1 

Halton Region-Emerg. Medical Services 12 12  11 

Director 2 2  1 

10 Extra Copies for Distribution 10 10  10 

External Agencies 21 7  N/A 

O.P.P. ï Burlington 1 0   

Emergency Measures Ontario 1 0   

Burlington Hydro 7 7   

Union Gas 1 0   

Bell Canada 1 0   

Regional Fire Coordinator 1 0   

Town of Oakville 1 0   

Joseph Brant Memorial Hospital 2 0   

Conservation Halton 1 0   

Central Ambulance Dispatch 3 0   

Burlington Chemical Association 1 0   

Longterm Care Facilities (Coordinator) 1 0   

EOC Operation Cupboard 26 26  0 

Burlington Public Library 1 0  0 

Tansley Woods Library Branch 1 0  0 

TOTALS 168 129  49 
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