ADMINISTRATIVE REGULATION
Office of the City Administrator

Number 506
Sections 1-8
Effective Date 04/07/2010
Responsible Department Administration
Review Date 04/27/2015
SUBJECT:. ALERTOC
1. Purpose: To establish a policy and procedure governing the use of the
ALERT OC mass notification system.
2. Authority: Section 401 of the Huntington Beach City Charter
3. Application: This regulation shall apply to all departments and personnel.

4. Definitions:

4.1 ALERT OC
Alert OC is a mass notification system designed to provide timely and
accurate information to residents, businesses, and employees during
emergency situations. The system is web based, allowing messages to
be sent from any location with Internet or phone access.

Alert OC is funded through the County of Orange Operational Area.
There is no fee associated with its use when an emergency message is
sent to the public. Alert OC may also be used internally as an employee
notification system. When used in this manner, there is no charge
provided the message is sent only to City employees.

4.2 Director of Emergency Services:
The City Administrator is the Director of Emergency Services.

4.3 Emergency:
Emergency is defined as "imminent or perceived threat to human or
animal life, and/or property.

4.4 Emergency Message:
Examples of emergency messages include, but are not limited to: disaster
notifications, evacuation notices, public safety emergencies, public health
emergencies, or any notification to provide emergency information,
including critical missing persons.

4.5 Internal Communication:
Alert OC messages sent only to City employees.

4.6 Message Types:

4.6.1 *“Priority Communication”

A message that has been scheduled to go to all available numbers and e-
mail addresses for the selected contacts. These messages are given top
priority in calling queues.
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4.6.2 “Community Outreach”
A general announcement message that has been marked to go to the
primary phone for each selected contact.

4.6.3 ‘“Interactive Survey”
A message with the ability to ask recipients a question and get a
response from them via their telephone keypad.

5. Policy: All departments using the ALERT OC system shall adhere to the
procedures in this regulation.

6. Responsibilities:

6.1 Police Department / Fire Department
The Police Department and Fire Department shall share responsibility for
coordination of system users and security.

6.2 Emergency Operation Center
Fire Department Emergency Operation Center personnel shall be
responsible for public data management within the system.

6.3 Department Heads:
Department heads shall be responsible for the use of the system by their
personnel.

7. Procedures:

7.1 Emergency Message (EOC Activated):

7.1.1 Complete an “Alert OC Activation Form.” (An electronic version can be
found in the “Forms & Template” area on SurfNet.)

7.1.2 Submit the message to the Director of Emergency Services, or his/her
designee for approval.

7.1.3 Contact the Police Department or Fire Department liaison present in the
EOC and request assistance in completing the message process in the
“Alert OC” system.

7.1.4 If a Police Department or Fire Department liaison is not present in the
EOC, contact the Police Department Watch Commander and request
assistance in completing the message process.

7.2 Emergency Message (EOC not Activated):

7.2.1 Complete an “Alert OC” Activation Form.” (An electronic version can be
found in the “Forms & Template” area on SurfNet.)

7.2.2 Contact the Police Department Watch Commander and submit the Alert
OC Activation Form to the Watch Commander for approval.

7.2.3 The Police Department Watch Commander and Police Department
Communication Supervisors shall be responsible for ensuring the
message is sent.

7.3 Emergency Message Back-Up Procedure: In the event there is no one able to
access the Alert OC system and generate an emergency message, assistance
can be obtained by contacting:
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e Blackboard Connect vendor 24-Hour Client Care Line at (877) 428-9411, or
by contacting the Orange County Sheriff's Department Communication
Center.

7.4 Internal Communication
7.4.1 Contact the Alert OC administrator within your department for assistance
in sending a non-emergency internal message.

8. Attachment 1—Quick Start Guide: Alert OC (Blackboard Connect) Quick Start
Guide

Fred Wilson, City Administrator
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Attachment I: Quick Start Guide

Blackboard

connect

QUICK START GUIDE

How to reach your entire community in just minutes.
Built exclusively for local government.

Connect-CTY’
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Blackboard |
connect.

First, Sign in to the Connect-CTY Service

1. Go to warw.blackboardconnect.com and cick

located in the top :lght corner of the

SCrEEN.

Enier WO Usermame and Passniward and click

Sign In_.

Click Ger Help Heve. Enter your Lsername or e-muail
address. We will send your Username and Password

o wou by e-mail.

[ sTep @ selectorCreateMessage |

FID\.IE. Ih.l ch:n: SCrEE, C.I.Il:h ID\.D.IJ:E buﬂ:oufm: EhlE I:}TPIE O\E

miessage you want to s=nd: Community Outraach, Priority

Communication, or Interactive Survey.

Eonnect 11

i e s

Ready o send 2 message?
Ealect kv

IE Community Owtraach

b Prigrity Communication

To selact a previously recordad Qutraach or Priority message:

1| Sd.:n: ﬂmﬁmg:fmm'l‘he SCreen.

2. Click to continue.
3. Proceed with STEP 2: Select Contacts.
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B
ey 1R o 3T mnage Cat gy
T e Lemime e
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BB scsmces P A L

Fropristary and donldaniial
Thin dcoumas cantsing Tt o pragr
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To record a new Outreach or Priority message:

1.
2.

4.
5

6.

FA

Click ST

T?'Pe ima Title for Jour message. From the d.mpd.own
MEnL, select the Lﬂ'ugnu‘ge Fouare uslng to create this
FEssaze

(Plhowe, E-Maif, SMS). NOTE: E-Mail and SM3
addresses may not be leaded inyour accoune, IFyou
click Phone, choose the way in which you wanr to create

Vour message.
Click S to contimue.

Enter a scripe or select one of the Availabile Scripes
from the drop-down menu. Click Q.

Follow che on-screen instructions and veice promprs o
record your message using a telephone, wnless using TT 2,

Click SJEE® when Anished. Follow the on-screen
insructions to enter scripes for E-Mail and SM3, iF
applicable

Beview your message scoup. Te modify a delivery types
click on the corresponding (B0, To change your
curent delivery type selections click LRI

Click (R w0 proceed with STEP 2: Select
Contacts.

Conrect inc., and ln nat o be o

d bepand

dud mcipiere, ror Inary nanne.
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QUICK START GUIDE

st @ setectconuaens |

el CCRIET B S s ao s mweem | Inthis step, you may select recipients by list,
it e ; . group, andfor map.

1. Select Contacts— Select From the list of contacts
you are viewing by checking che box to the right of
sach name, or click DTG o sl cr your Rleer=d

AT P W v P T SITRATE # o AT, Tra lisz of contacts.
lr--'a-u—;| o 3 Filter List—Vse the Filter d:up—dﬂwu.mm.u o
e e T LT e AT ] view only those contaces chat mest your criteria:
[ Eevct B Tsadict K ] TIFe ﬁ.r.,. Rewdens, Business, En?h_}n-:. .ﬂ'.:._,]
T e SRRl - Language
2. Select Groups—If you would like o selecta Group
name, click the Salece GH#P.'I’ subtab and click the
checkbox to the :lght O\.E}I'\O'IJ.I: d.-sLmd.E.muP:.
3. WVerify Contacts—Verify chat the number of
[ s b S | Smred By s Bt R cmw:mdhmﬂm:lﬂm
T T — T—
e il : Ny

Selact Contacts by Map using Geo-Calling.
A, Define Map Center

# Click the Sefect By Map subcab.
»  Enter an address, city and state, or fp code or
an intersection and click n ta establish the

OED.IIIEL"'PIDJD.I: O\.ETCH.I.EDI.EP- U!E I:h! OO tIDID\].i
n.n.d.'rhcn.mcvws o view mones d.lEtﬂ.I.I.!u

B. Set Area

»  Cheoose the calling area by szlecting a radias.
doughnue (foreiadl, or palygon shape. For
Po]}lg\:\ns, click on the map o indicate arsa
shape and distance,

€. Select Racipients

#  Use the check boxes to select Comtacts
from any combination of Busimes, Bandems,
Ewmplayees, Obers, ar Growg.

= Werify chat your selections are coreect and click
mm continue,

L ] 4. mmjf}muszhmmnh: ldﬂl—ﬂgﬁ
or n:].l.d:m to schedule delivery.

* You can add more recipients by clicking
the Select Comtacts or Select Groups subtab,

Questions?

Answers to most commen questions can be found by clicking [EELR at the top of any screan.
If you still have questions, or if we can be of service in amy way, please call our 24-Hour
Client Care Line at (877) 4283411 (4-CTYE411) or e-mail us at: suppoert @blackboardeonnectety.com.

Fropristary snd desldesth|
Thin & =] i b o Corraci e, ond lnrest io ba d d bapand ke dud meipiene, rer N ary nEnar.

506



Page 7

HSTEF ©) schedule Delivery H & confirm —

Schedule Delivery Schedule Delivery

Sabect wour tema 2one and when you want your mescags 1o be sent. 1. Schedule—Select your fime some from the
When you ane finishad, olids Mawt drop-down menu. Select zicher Send my messdge

maw or uss the drop-dewn menus to schedule
delivery by selecring SWH:#SE am s
day (and rime), Click 1o Conti mae.

2, Verify—Make certain that all of your message

information is correct, or click on the appropriate

Select your time zone:  Pacific |
i Send my message now

(%) Send my message on this day:

Maw  (w| 18wl F 2008|w button to maks a cl'u.n.gc.
AR this time: : 3. Confirm— Select Dedivery Optiens indicating
kS i.l ERR=L i] PH 1] whether the message should be sent via :elcphone.

e-mail, andfor SM3. If you selected the PIN
option and wish to create a speclal é—dlgi: P

for this message only, enter it now.

Bareary tha ivhormetios Baliw for scoursty snd dhce Canlrm. = Via tﬂlﬂphﬂl’lﬂ = Your recorded messge
Pkt Bt ka1 Wi it Tl \ean (including voize and texto-spesch) will be
o B LR S sent to selected phone numbers.
= = = = Via e-mail - Your sc ripe will appear in the
Comindy Solecied: 19 bedy of the message. A link to the audio file
uq-um% 12 Phows Delibveries T af your recorded voice message will also be
3 E-mall Dubeurias included.
4 i Dalbserins = WVia 5MS - Your SM3 scripe will be senc oo

selected mohile phn:\ nes and other devices that

Caleoary Cate & Tuma: 117/ 15/ 2004 a2 230 PR (PT} [EE ] AN receive teRt messages.
Beltry Bpona 5] Susd message vie telupham 1) Cida Dpbiena = PIN authentication — The recipienc’s PIM is
= Require PIn Authenticatan 7 required to recrieve the message.
(% inw Conbact FiNe.
3 Betar N o thin Eckafuly 4. When ready, click m O the Log
] Smnd mesnsge vis s-mall T, .
E sasd -H_n‘ SCresn, }'\our mﬁsﬂgﬂ starus d'l.l:\l.le Iﬂdkitt
Scbedwled or Sending Your mesage will be sene
when scheduled.

Send a Message Using Only a Telephone

Using Your Dial-In Messaging Card

When you don’t have access to the Internet, you

can =ill record and send a message using only

_C T‘? a relephone and your Dial-In Messaging Card.
DMease keep your card with you at all times.

Hapid sccess to yow -CTY DIALIN MESSAGING CARD

Step D coll (577) CTY4811 2884811

Step 'g Entar your UserlD Number: | 123458 IMPORTANT: Eefors using your Dial-

Step 'ﬂ Entar your S-digit PIN and prass £ In Messaging Card, you must (1) log in o

SIE_P a Follow the prompts Connect-CTY anline (2) create o Dhal-In PIN
on the Account Information screen. PLEASE DO
NOT write your PIN on the card.

Simply followr the instructions printed on your
Dial-In Messaging Card, then fallow the voice
prompts Mesugu will be sent im.m.bd.i:nel}':

g“ Miond Sources Lﬂ Masd Halp? Cal (8771 4-CTY-ATI 2E-B41T]
Tart oo SO 438 mJ

FSC ovmsere

Fraprista ry asd Gonldaial
Thin docurmas cantsing

o sk propr Conrect i, 1 lnct to be damminsied bayand tha dud mecipiant, ror In any Funnar
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