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PREFACE

In 1935 the American Radio Relay League (ARRL) organized what is now called Amateur Radio Emergency Service (ARES). In 1949 ARRL created the National Traffic System (NTS). In Canada these two organizations are sponsored by the Radio Amateurs of Canada (RAC)

The emergency-preparedness program of ARES combines with the NTS daily traffic handling program to produce a single strong facility for rendering continuous service to the public. The emergency preparedness program of ARES is kept up to date by frequent tests and exercises. In an emergency the NTS serves as the vehicle for relay of traffic over medium and long distances while local ARES nets take care of local communications. Close liaison is maintained between NTS and ARES on a national and local level.

ARES is composed of licensed radio amateurs who have voluntarily registered their qualifications and equipment for communications duty in the public service. Every licensed radio amateur is eligible for membership in ARES. While membership in RAC and local clubs is encouraged, it is not mandatory. The possession of emergency powered equipment is desirable but not a requirement.

PLAN AMMENDMENT RECORD

Amendments to this document shall be recorded on this amendment record.
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Acronyms Defined

AEC
Assistant Emergency Coordinator

ARES
Amateur Radio Emergency Service

CEMC
Community Emergency Management Coordinator

DEC
District Emergency Coordinator

EC  
Emergency Coordinator

EOC
Emergency Operations Centre

NC
Net Control Station operator

NCS
Net Control Station

NTS
National Traffic System

RAC
Radio Amateurs of Canada

RCW-ARES
Renfrew County West ARES

SET
Simulated Emergency Test
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1.
INTRODUCTION

This manual is provided for the use of the Renfrew County West Amateur Radio Emergency Service RCW-ARES) Group as a guide to enable the organization, supply and operation of a Radio Communication Network (Net) for public service events, training exercises and most importantly, for a Declared Emergency. 

This manual details the origin, function and the particular responsibilities of the members acting in the administrative positions of the group. 

This manual lists the various assigned positions and tasks of the Group when activated.

This manual details the activation process "Call-Out-Tree", procedures and the assignment of Group members to the positions and tasks required for the particular public service event, exercise or emergency.

This manual sets out the procedures and protocol for operation of the net and message processing.

This manual sets out the standards for training and exercises to maintain the Group response capability. 

2.

ADMINISTRATIVE COMPOSITION OF THE GROUP
2.1
General

The Group consists of Radio Amateurs as ARES members, a RAC ARES Emergency Coordinator (EC), an Assistant Emergency Coordinator Training (AEC Training) and an Assistant Emergency Coordinator Technical (AEC Technical). These positions are designated for the purpose of assisting the EC with administrative, operational and training duties. Additional AECs may be appointed by the EC. 

2.2
Responsibilities of the EC

The EC promotes and enhances the activities of ARES. This includes managing and coordinating the organization, the training and participation of volunteer radio amateurs for non-commercial radio communications service supporting local communities and agencies.

The EC maintains working relationships with federal, provincial and municipal governments as well as private agencies that may need ARES services.

In times of emergency, the EC assumes the authority and responsibility for the emergency response and performance of the ARES Group. 

2.3
Responsibilities of the Assistant Emergency Coordinator Operations

The AEC Operations (AEC OPS) will, during a Call-Out, organize and implement the RCW-ARES Operations Plan.

In the absence of the EC the AEC OPS will assume the duties of the EC.

2.4
Responsibilities of the Assistant Emergency Coordinator Training

The AEC Training has the responsibility to prepare a training manual that meets the ARES training standards and coordinate the delivery of training to the Group members.

The AEC is responsible for developing operational and emergency traffic plans using a local area net and the National Traffic System (NTS) that will test the plans on a regular basis.  

The AEC Training will maintain a file for each Group member recording the training completed.

2.5
Responsibilities of the Assistant Emergency Coordinator Administration

The AEC Administration is responsible to build and maintain records of all personnel. Keeps an inventory of all equipment owned and/or operated by the Group. Directs and controls all public relations activities under the direction of the EC. Maintains reports on the Group’s activities. Assists the EC in recruiting new members.

2.6
Responsibilities of the Assistant Emergency Coordinator Liaison

The AEC Liaison is responsible to maintain contact with local agencies, liaises with NTS and adjacent ECs. Acts as Net manager for ARES Nets and assists the AEC OPS to update net operation documents. 

2.7
Responsibilities of the Assistant Emergency Coordinator Technical
The AEC Technical has the responsibility to provide technical support to the EC and the Group on hardware and software to enhance the communications capability of the equipment used by the Group.

2.8
Responsibilities of All Members of RCW-ARES Group

In an emergency, all members must ensure the safety of themselves and their families prior to engaging in volunteer service under RCW-ARES Group.

Act at all times in a professional manner keeping in mind that service they are providing is vital to support the emergency operations of the requesting agency.

3.
ACTIVATED COMPOSITION OF THE GROUP
3.1
General

Upon activation the EC will evaluate the requirements of the situation and assume authority and responsibility for the Group response. The EC will proceed in accordance with this emergency plan and communicate the necessary instructions to the Group.

Group members identified in the Primary Call-Out List will assume their responsibilities for executing the Call-Out Tree, assigning the duties of the Group members and establishing the Net. 

3.2
Responsibilities of the EC

With a notice of a pending or declared emergency the EC will communicate the information to the AEC Operations to trigger the Call-Out. The EC will then call the AEC Technical to begin the set up of the Emergency Operations Center (EOC) communications equipment.

The EC will then proceed directly to the EOC. On arrival at the EOC the EC will re-evaluate the situation and relay instructions to the AEC Ops for the net and field station locations and member assignments. Pre selected locations for the net and field stations may be indicated in the emergency plan, but flexibility is important to support the emergency situation. The EC or designate will remain available to the Group at the EOC station at all times while the Group is activated. 

3.3
Responsibilities of the Assistant Emergency Coordinator Operations (AEC Ops)

Upon receiving a notice of a pending or declared emergency from the EC the AEC Ops will initiate the Call-Out Tree and appoint a member as Net Control and begin Net Control Operations.

The AEC Ops will then proceed directly to the EOC. On arrival at the EOC the AEC Ops will, in concert with the EC and Agency requesting assistance, prepare a plan to allocate available resources. Throughout the time of the emergency, the AEC Ops will maintain a complete list of all members involved in operations and their present status. As well, a list of all equipment used in support of operations will be maintaned. The AEC Ops shall allocate the Frequencies to be used by the Net to the Net Controller.

At any time, should the EC be unable to perform the duties of Emergency Coordinator for ARES, the AEC Ops shall assume the role of EC.

3.4
Responsibilities of the Assistant Emergency Coordinator Technical

Upon receiving a notice of a pending or declared emergency from the EC, the AEC Technical will proceed to the EOC to set up the Amateur communications system. Once the equipment is functional, the AEC Technical will assist the EC and AEC Ops providing advice and assistance in developing the plan to allocate resources.

At any time, should the EC or AEC Ops be unable to perform the duties of EC or AEC Ops, the AEC Technical shall assume the role.

3.5
Responsibilities of the Assistant Emergency Coordinator Administration

Upon receiving a notice of pending or declared emergency from the EC, the AEC Administration will provide a copy of the inventory of all equipment owned and/or operated by the Group, as well as a list of equipment owned by each member of the Group that may be used in the emergency. AEC Administration will also coordinate any public relations matters with the EC and directing agency Coordinator. 

3.6 Responsibilities of the Assistant Emergency Coordinator Liaison

Upon receiving a notice of pending or declared emergency from the EC, the AEC Liaison will open lines of communication with the adjacent ECs (through the DEC if available), make contact with NTS stations to ensure operational capability, and, if necessary, test alternate frequencies for extended emergency Net Operations.

3.7
Responsibilities of the Net Controller (NC)

Upon notification by the AEC Ops of a pending or declared emergency, the NC will immediately initiate an emergency net. The NC will also maintain a list of all members who check in for deployment. This list shall include the availability and status of each member. Once the EOC station checks in, the NC will provide all information on member status. This shall be updated as required throughout the declared emergency. The NC shall maintain a station log (Annex D), Station Allocation Log (Annex F), Frequency In Use Chart (Annex G) and, as required, a Message Log (Annex E).

3.8
Responsibilities of the Out Station Operator

The Field-Station operator is responsible for the reception and transmission of all formal messages. The Field-Station operator is responsible for the safety and security of the station and its communications equipment. If a station logger is not available, the Operator shall also be responsible for the duties of the station logger.
3.9
Responsibilities of the Station Logger

A Logger is responsible for maintaining the station Log (Annex D) and a message log (Annex E) of formal messages to and from the site manager. The Logger shall retain file copies of all formal traffic sent to and received by the station. 
4.
ACTIVATION OF THE GROUP

4.1 Notification process – Pending/Declared Emergency

The EC or a primary member listed in Annex B, shall be notified of a Pending or Declared Emergency by a designated person within either Renfrew County or a Municipality within Renfrew County. The EC shall acquire enough data from the requestor to initiate a Call-Out of the Group. The EC will then activate the Call-Out Tree requesting members to congregate on a designated repeater frequency and prepare to be activated. 

4.2
Function of the Call-Out Tree
The Call-Out Tree is designed to provide an efficient method to contact the members of the Group while minimizing the number of phone calls made by a single person. For example, each person receiving a call will be directed to call the predetermined names associated with them on the list. Each caller shall also communicate any missed contacts to the initiator of the Call-Out Tree. The Call-Out Tree is a separate living document as membership changes from time to time. For information on the latest version of the Call-Out Tree, please contact the AEC Operations.

4.3
Activation of the Call-Out Tree

The Call-Out Tree is activated by the EC. If the EC is not available, an AEC or any member can activate the tree. Normally, the EC will phone the two AECs directly below him on the tree and will provide the initial particulars on the emergency including frequencies to be used for activation of the NET. Once called out, members are requested to check into the NET on the frequency provided by the EC during Call-Out and prepare for possible assignment.

4.5 Activation of the NET

The first person to arrive on the NET frequency shall establish the RCW-ARES NET using standard NET protocol. Once the AEC Ops has established the initial makeup of the group, NET Control may be reassigned. As the EC receives requests for establishment of field stations, he shall provide the information to the AEC Ops for assignment of the members. 

5.
ESTABLISHING THE RCW-ARES NET

5.1 EOC Command Station

The EOC Command Station shall provide communications between the EOC and the Field Stations. It shall operate in the same manner as any other Field Station in the Group. The AEC (OPS) shall reside at the EOC Command station to manage the resources of the Group as requested by the EC.

5.2 Net Control Station

The prime function of the NCS is to control communications within the ARES Net. The NCS does not normally handle Net traffic. The NCS shall be located away from other stations, or agencies, on the Net. An Amateur base station, located at a members home, equipped with emergency power and an effective antenna system, is preferable. A Net Control Station shall remain active at all times during the Declared Emergency. 
5.3 Net Frequency List

The Net Frequency List provides a list of known frequencies and repeaters that are reliable for communications throughout the area of Renfrew County.  This provides all members of the Group with a standard set of frequencies to begin operating the Net. (See Annex “A”)

5.4 Assignment of Field Stations

The AEC (OPS) shall allocate available Group resources to provide communications from designated locations within Renfrew County as prioritized by the EC. Tactical callsigns will be allocated to the Field Stations by Net Control using standard, easily recognizable tags. Members allocated to an Field Station, upon arrival at the designated location, locate and report to the local site manager, find a suitable location for the station, set up and contact Net Control to begin operations. Once communications have been established, the Field Station shall report to the local site manager that the ARES Station is prepared to provide communications for the site.

Note: When EC’s are assigning members to locations they should ensure that the members are provided with as much information about their assigned stations. This will alleviate any requirement for the members to return home to get necessary equipment or supplies to operate and support their station. E.g. Station “A” requires a two-meter rig, has no power, water, heat, or transportation.

6.
COMMUNICATION PROTOCOL

6.1 Initial Contacts

After initial Call-Out, members will quickly review their present capability, and limitations, to provide support for the emergency. The members are to contact Net Control on the designated frequency and indicate their capability to respond. They will then wait for further directions.

Upon arrival at a designated site, the members will contact the local site manager and begin to set up equipment. Once the equipment is operational and a process is in place for messages to be transferred between the station and the local site manager, the Operator shall contact Net Control, receive their tactical callsign and begin operations.

6.2 Formal Message Traffic

All formal traffic passed on voice networks will be handled by using the standard RCW-ARES Message Form (Annex C). Formal messages shall only be transmitted if signed by the originator. For the Field Stations the originator shall be the local site manager or his delegate. At the EOC, the originator shall be designated by the CEMC. All formal messages shall be logged in the message log and the originals of the sent messages kept on file if not required by the client.

 For a message that will be transmitted outside Renfrew County region, the message must be transcribed on to the standard Amateur (NTS) message form.

All formal traffic passed on automated electronic networks will be formatted by the originator and transmitted by whatever networks are available. (i.e. packet, WinLink etc.)
6.5 Administrative and Net Maintenance Traffic

Administrative and Net Maintenance traffic is to be logged in the station log indicating originating and receiving station for the traffic and pertinent data. This includes, but is not limited to, operator changes, station open and close times, changes in operating capability, frequency changes, reliability of communications, etc.

6.6 Message Forms and Logs

All stations shall utilize the standard message forms and logs provided by the Group. The standard RCW-ARES Message Form (Annex C) shall be used for formal messages within Renfrew County. The standard Amateur NTS message form shall be used for messages transmitted outside Renfrew County West by the EOC. Formal messages sent by electronic means shall be formatted prior to sending by the originator.

All stations shall utilize the standard station (Annex D) and message (Annex E) logs to record all significant actions within their station. These logs are considered legal documents and shall be safeguarded accordingly. They will be used by the Group for post operations review by the members to provide a mechanism to ascertain lessons learned and incorporate suggested changes to our emergency service to Renfrew County.

7.
OPERATIONS PROTOCOL

7.1 Security

Operators must remain in control of their station at all times. When there is no operator present, the station shall be shut down and secured against operation while absent. All documents shall also be secured during operator absence.

7.2 Station Hand Over

A station will be informed by AEC Operations of any relieving station operators. The outgoing operator will provide a report (verbal or written as appropriate) to the incoming operator concerning messages, station logs and significant events. The incoming operator will be introduced to the local site manager and the local site message handling protocol will be explained. The station operator will inform Net Control when station hand over has been completed.

7.3 Message Confidentiality – Legal Liability

Due to the sensitive nature of the information transmitted by our operators during an emergency, and the legal liability attached to the data, it is important that all members secure all messages and data from prying eyes. It must be realized that due to the shortness or abbreviated nature of some messages, they can be incorrectly interpreted by anyone other than the originator or the recipient.

7.4 Press/Media - Handling 

All inquiries by the press and media must be directed to the local Emergency Site Manager or the Emergency Information Officer at the EOC. There shall be no communications between operators and the media. All inquiries to the operators of an emergency radio station by the media shall be reported to both the local site manager and the EOC immediately. Should any discussions between operators and the Media occur, they shall be recorded. 

8.
PUBLIC SERVICE EVENTS

8.1 Provision of Communications Services to Special Events

In addition to regular training exercises, the RCW-ARES Group will supplement training by providing communications support to various Community events throughout the region. This can include, but is not limited to, marathons, gatherings, community fairs, etc.  Upon receipt of a request from a community group, the EC will appoint a coordinator for the event who will contact a representative of the community group to ascertain the extent of the communications requirements. Keeping the EC informed, the event coordinator will develop a plan for the event and on approval of the EC execute the plan.

8.2 Special Events

At present, there are 2 annual events for which RCW-ARES provides communications. One is the Silver Spoon Ski Race, held in Deep River in early February and the other is Paddlequest, held on the Ottawa River between Petawawa and Pembroke in June.

9.
TRAINING AND EXERCISES


9.1 Training Overview

The RCW-ARES Group will provide training opportunities for the members to ensure the highest standard of preparedness for an emergency.  ARES training will include classroom studies, armchair on-air exercises and live exercises in the field. This training has the objective of providing the ARES members with the skills necessary to operate with other agencies, manage emergency radio stations, control NET operations and fill ARES leadership positions.

9.2 Training Standards

Emergency Co ordination

· The standard used for the RCW-ARES group EC and AEC is the RAC Emergency Coordinator’s Manual

Emergency Operations

· The standard used to develop the RCW-ARES Group ARES Course is the RAC ARES Operations Course amended with amplifying information from the Renfrew County Emergency Plan and tailored to the unique operating conditions in Renfrew County. 

Net Operations

· The standard used by Amateurs in the RCW-ARES Group for Net Operations is the RAC Operators Manual.

9.3 Exercises

9.3.1
RCW-ARES Weekly Net 

Every Wednesday evening at 2100 hrs, the Renfrew County ARES Group meets on the VE3NRR repeater with the to VE3ZRR and VA3RBW repeaters open, and the Vancouver Reflector 9005  on-line.

9.3.2 Ontario SET

In early October/November of each year, RCW-ARES Group is involved in the Ontario Wide Simulated Emergency Test (SET) which allows each individual group to plan an exercise which will exercise each member’s ability to perform their function. At the same time, the EC will use this exercise to interface with nearby ARES Groups as well as transmitting messages from the Government of Renfrew County to the Provincial Government through the ARES Emergency Measures Ontario (EMO) Support Group. Ordinarily such an SET is made to coincide with the Local Municipal/County exercises.

10 Equipment Hardware and Personal Checklists

ARES Members are expected to have an emergency list of all equipment to be used in an emergency as well as those personal items that are required for them to be self-supporting in the first 24 hours of operations. As an emergency is obviously a chaotic time, other supporting agencies may not provide support in the first 24 hours.

10.1 Minimum Requirements
· RCW-ARES Group Operations Plan (this document)

· VHF/UHF/HF radio(s) (including Manuals)

· Antenna(s) and (magnetic) mount(s), extension coax

· Power supply, extra batteries 

· Area Map with Zone Markings

· ARES/Red Cross/Emergency Volunteer identification

· Repeater List/Net Directory/Call-Out Tree

· Pen/pencil/eraser

· Clipboard, notepaper, message pad

· Log sheets 

· Food/clothing/liquids to support the first 24 Hours of Operation

· Watch/Portable clock.

10.2 Desirable

· extra microphone(s)

· external speaker/headphones (with Y connector)

· extension cords

· extra connectors/cables/patch cords

· tool box (including – soldering iron/solder/electrical tape/fuses/other tools)

· post-it note-pads

· flashlight with batteries (spare bulbs)

· candles/matches

· twine/tie-wraps

· emergency generator or sufficient battery(ies)

10.3 Seasonal

· Seasonally specific Clothing

· Spare clothing, gloves, etc.

· Mosquito repellent
10.4 Personal

· Personal medications/aspirin/prescriptions

· Snacks/candy/liquid refreshments

· Sleeping bag/blankets/pillow

· Toiletries (towel, face cloth, razor, etc.)

· Small First Aid kit

10.5
Other Lists

To augment the lists provided above, members are encouraged to review other documents for suggested emergency lists. The RCW-ARES Group training manual contains an expanded version of this list as well as Internet sites and government agencies that provide pamphlets on this subject. 

The following are the frequencies to be used by the RCW-ARES when providing communications:

1.
Repeater Frequency List

	Pri
	Frequency
	Callsign
	Tone
	Location
	Remarks

	1
	146.760 -
	VE3NRR
	100.0
	Pembroke ON
	Primary for Renfrew County West

	2
	145.430 -
	VE3UCR
	114.8
	Foymount ON
	Secondary Frequency.  Covers Southern Renfrew County.

	3
	146.790-
	VA3RBW
	100.0


	Pt. Alexander ON
	Primary Frequency for CRRNEP. Covers Pembroke to Stonecliffe.

	4
	146.910-
	VE3ZRR
	None 
	Renfrew ON
	Secondary Frequency. Covers East Renfrew County.

	5
	147.060-
	VE3STP
	None
	Mount. St. Patrick ON
	Secondary Frequency. Covers East Renfrew County.

	6
	147.120+
	VE3ZBC
	None
	Bisset Creek ON
	Secondary Frequency. Covers North West Renfrew County.

	7
	146.520
	Simplex
	None
	Everywhere
	


2. RCW-ARES Net Operations

a. Renfrew County West ARES Group Net 146.760(-) Every Wednesday 2100 Hrs Local

b. HF ARES Emergency Net 7.055MHz – Activated as required.

3. NTS Net Operations

a.
Ontario Phone Net 3.742 daily at 1900 EST. 

b.
Ontario Section Net 3.667 daily at 1900 and 2200 EST. 2 m Nets
4. Other Net Operations

a. National Traffic System (NTS) – See the following Website: http://www.rac.ca/fieldorg/ntsnets.htm.

The following is the list of the primary Call-Out personnel for the Renfrew County ARES Group:

1.
Bob Howard
(EC)
VE3YX
(613) 584-2398

2. 
George Dionne
(AEC)
VE3GPD
(613) 687-6707

3.
Richard Bourcier
(AEC)
VA3BIX
(613) 584-1107
4.
Dale Buchanan
(AEC)
VA3DNA
(613) 732-4305
4.
Brodie Doyle
(AEC)
VA3BDT
(613) 687-6414

5.
John ter Huurne
(AEC)
VA3AJT
(613) 587-4843


Radio Amateurs of Canada (RAC)  www.rac.ca
District Emergency Coordinator (DEC)

Michael Hickey
(DEC)
VE3IPC
(613) 679 4474 

Note:

The above list has only home phone numbers. A separate list, with additional contact information is provided to members and agencies on a need-to-know basis only.
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Operator use only.

	Date/Time Rec’d
	Date/Time Sent
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Instructions
1. Originator: This is the person who writes up the message. The originator is responsible to ensure that the information provided in the message is complete and accurate. The Radio Operators are not responsible for content. The originator should adhere to the following when preparing a message for transmission:

a. Do not write in the grey areas. This is for the Radio Operator only.

b. Msg. No. – This is a unique message identifier provided by the Originator. These numbers usually have a prefix which identifies the originator’s organization followed by a three digit number. Eg. FS1-001

c. Message Date: - This is the date the message was signed by the Originator.

d. Time: - This is the time of day that the message was signed by the Originator.

e. Precedence: This identifies to the radio operator the urgency with which the message must be handled:

i. Emergency - Any message having life and death urgency to any person or group of persons. This includes official messages of welfare agencies during emergencies requesting supplies, materials or instructions vital to relief of stricken populace in emergency areas. When in doubt, do not use it.

ii. Priority – This classifications is for

1. Important messages having a specific time limit;

2. Official messages not covered in the emergency category;

3. Press dispatches and emergency related traffic not of the utmost urgency; and,

4. Notice of death or injury in disaster area, person or official.

iii. Routine - Most traffic in normal times will bear this designation. In disaster situations, traffic labeled Routine, should be handled last, or not at all when circuits are busy with higher precedence traffic.

f. From: - This is the name and title of the originator.

g. To: - This is the address to whom the message must be delivered. This should have sufficient information so that the operator at the receiving end will easily know to whom the message must be delivered. This should have a name and title as well as a specific address.

h. Message: Although a large area has been provided for the message, the originator should remove all unnecessary words from the message. The message should be complete and concise. For repetitive and/or large messages, Proformas should be used. Only data that is necessary to provide the receiving person with the information to either 

i. Make a decision; or,

ii. Carry out a command.

i. Name of Originator: - It is important that the originator print their name in this area. If the operator cannot read the name the message will not be sent and returned to the originator.

j. Signature of Originator: - Each message must be signed by the originator. Without a signature the operator will not transmit a message. 

On completion of the upper portions of the message, the originator should proceed to the radio operator with the message. Before leaving the message, ensure that the operator can read and accept the message for transmission. 

The Radio Operator then fills out the remaining information in the grey areas:

a. Date/Time Rec’d – This is the time the Operator receives the message, either from the originator or over the radio.

b. Date/Time Sent – This is the time the Operator transmits the message, either over the air or hands it off to the recipient. 

This is a legal document. Originals, signed by the originator are to be kept by operators until the end of the emergency. On completion of the emergency, all messages and logs should be sent to the AEC Ops for retention.
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