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SUBJECT: MAJOR INCIDENT NOTIFICATION POLICY

SUMMARY: Provides guidance to employees in determining when, how and to whom
notifications of major incidents should be made.

PURPOSE: Why is this policy important to our organization?

In order to facilitate the coordination of interdepartmental activities, our organization recognizes
that information regarding major incidents affecting the operations of the City should be brought to
the attention of all departments. This policy is intended to provide guidelines for how such
notifications should occur. Additionally, it does not supersede policies established in the Police and
Fire departments related to their responses to emergencies and other public safety incidents.
Rather, this policy augments any directives established in those departments to ensure
interdepartmental notifications ultimately occur at such times when it is practical to do so.

DEFINITION: What are major incidents?

Examples of major incidents that meet the criteria for notification as described in this policy include,
but are not limited to:

•

•

•

Traffic accident with major injuries or fatalities that require lengthy street closures

Incident that causes unanticipated disruptions to core City services

Safety issues that may impact City employees or members of the public

Unusual disturbance at a City facility

Incident of major significance or public interest

RESPONSIBILITY: Who is responsible for making sure this policy is followed?

All employees are responsible for understanding and following this policy. If employees are unsure
if a specific incident meets the criteria for notification under this policy, they should consult with their
immediate supervisor. Department heads are responsible for ensuring their staff follow the
protocols specified in this policy.

THIS INSTRUCTION CAN BE VIEWED ON THE CITY OF MANHATTAN BEACH INTRANET
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POLICY #: P-32

SUBJECT: Major Incident Notification Policy

POLICY:

Given the fact that managing Manhattan Beach is a 24/7/365 responsibility, information about
major incidents needs to be broadly disseminated in order to ensure a proper City response. By
communicating major incident information broadly, all departments that may need to respond to a
particular incident will be provided with this information as soon as possible, regardless if a specific
executive, manager, or supervisor is currently working, away on leave, or otherwise unavailable to
be reached at a particular moment.

Besides preventing the unnecessary bottlenecking of important information, broad dissemination
allows the person making notifications to focus on communicating the clear and correct information
in a timely manner rather than contemplating which of the City's various departments and
personnel should be notified. In turn, this ensures that all recipients of this notification are quickly
provided ^with the information they need to evaluate in order to determine if actions from their
departments are necessary.

PROCEDURE: What steps do we take to follow this policy?

The employee who first learns of the incident is responsible for notifying his or her supervisor about
the incident. Interdepartmental notifications should be made by supervisors, managers, and
department heads, whenever possible. Notifications should reasonably include as much
information as possible and shall be made as soon as practicable.

Notifications shall be made via email to the List-Major Incident Notification. This list includes the City
Manager, the Assistant to the City Manager, the Communications and Civic Engagement Manager,
all department heads, and any managers or supervisors designated by their department heads.

If the major incident has the potential to significantly impact City operations, follow-up phone calls
to the City Manager or other specific individuals may also be warranted. Before attempting to call
people who are likely to be sleeping (or when they are known to be away on leave), supervisors
should consult with their department head.

ATTACHMENTS:

Members of the List-Major Incident Notification Group Email List as of July 18, 2022



List - Major Incident Notification Erik Zandvliet CommDev Traffic Engineer ezandvliet@manhattanbeach.gov

j-jst - Major Incident Notification ' Gilbert QuJJada CommDev Code Enforcement Supervisor gquijada@manhattanbeach.gov
List - Major Incident Notification Ryan Heise ICommDev luilding Official ' rheise@manhattanbeach.gov
List - Major Incident Notificati ICarrieTai CommDev CommDev Director ctai@manhattanbeach.gov
List- Major Incident Notification 'Talyn Mirzakhanian CommDev Planning Managei tmirza kha n ia n @ ma nh atta nbeach.gov
List - Major Incident Notification Stt Charelian Finance Finance Director : scharelian@manhattanbeach.gov
List - Major Incident Notification IJuiie Bondarchuk Final Financial Controller jbond@manhattanbeach.gov
List- Major Incident Notification Libby Bretthai Finance Financial Services Manager lbretthauer@manhattanbeach.gov
List - Major Incident Notification IThomas Desmond Fire Fire Captain tdesmond@manhattanb< d^£
List - Major Incident Notification Louis Petroni Fire Fire Captain/Para medic lpetroni@manhattanbeach.gov
List- Major Incident Notification John Dulmage Fire Fire Captain/Para medic jdulmage@manhattanbeach.gi
List - Major Incident Notification Tim O'Bri Fire Fire CaptaJn/Paramedjc ltobrien@manhattanbeach.gov

List - Major Incident Notification Derek Lee Edmonds Fire Fire Captain d ed m o nd s @ ma nhattanbeach.gov
List - Major Incident Notification ITvler Wade Fire Fire Captain/Paramedic twade@manhattanbeach.gov
List - Major Incident Notification Michael E. Lang Fire Fire Chief m[ang@manhattanbeach.^ov
List - Major Incident Notificatii Kevin Tisc. fire Fire - Battalion Chief ktiscareno@manhattanbeach.gov
List - Major Incident Notification LisaJenkins HR HR Directc jenkins@manhattanbeach.gov
List - Major Incident Notification Briza Morales HR Risk Manager bmorales@manhattanbeach.gov
List - Major Incident Notification StephanieSwofford HR HR Man,lager .swofford@manhattanbeach.goy^
List - Major incident Notification I.S. Helpdesk IT IT Helpdesk IT-Helpdesk@manhattanbeach.gov
List - Major Incident Notification ITOperation IT Distributi List ITOperation@manhattanbeach.gov
tTOperatii irrv Hackelr IT IT Director :hackelman@manhattanbeach.gov
ITOperation Brian Ganley IT Information Technology Project Manager bgan[ey@manhattanbeach.gov
ITOperation °hatTran IT Network Administrator ptran@manhattanbeach.gov

ITOperation Robert Mendoza IT Information Systems Specialist ' rmendoza@manhattanbeach.gov
ITOperatii tobert Rodrigi Information Systems Specialist rrodriguez@manhattanbeach.gov
.ist - Major Incident Notification ^4a^y Kirchwehm MgmtServi Lecutive Assistant mkirchwehm@manhattanbeach.gov
.ist - Major Incident Notificatii Quinn Ban Mgmt Services City Attomey qbarrow@manhattanbeach.gov

.ist - Major Incident Notification iruce Mac MgmtServii jty Managi imoe@manhattanbeach.gov
List - Major Incident Notification -iza Tarn i Mgmt Services City Clerk iura@manhattanbeach.gov
.ist - Major Incident Notification lessica Vincent Mgmt Si lunications and Civic Engagement Manager vincent@manhattanbeach.gov

List - Major Incident Notification Martha Alvai Mgmt Services Assistant City Clerk malvarez@manhattanbeach.gov
.ist - Major Incident Notification ieorge Gabriel Mgmt Sen/i sistant to the City Manager ;gabrjel@manhattanbeach.gov
.ist - Major Incident Notification Buike 'arks & Rec lecreation Manager iuike@manhattanbeach.gov
.ist - Major Incident Notification ^lark Leyman 'arks & Rec 'arks & Rec Director mleyman@manhattanbeach.gov
.1st - Major Incident Notification •eborah Horn 'arks & Rec [ecreation Supervisor lhom@manhattanbeach.gov
Jst - Major Incident Notification is Sandoval 'arks & Rec \quatics Supervi; isandovaljr@manhattanbeach.gov

List - Major Incident Notification irchie Shen 'arks & Rec iports Supervisor isherman@manhattanbeach.gov
.ist - Major Incident Notification iphanie Rice 'arks & Rec recreation Supervi; -ice@manhattanbeach.gov

List - Major Incident Notification Michael Hudak 'arks & Rec lecreation Supervisor mhudal(@manhattanbeach.gi
.ist - Major Incident Notification ilen R. Stewart 'arks & Rec cultural Arts Managi istewart@manhattanbeach.gov
ist - Major Incident Notification Tie Brinkman "arks & Rec :ultural Arts Supervisor 'brinkman@manhattanbeach.gov
ist - Major Incident Notification /lelissa McCollum >arks & Rec ;enior Recreation Manager mmccollum@manhattanbeach.gov

ist - Major Incident Notification ist-Police-Supervisors >olii Sistribution List Super@manhattanbeach.gi
Jst - Police - Supervisors Michael Lynch 'olice 'olice Sergeant mlvnch@manhattanbeach.gov

.1st -Police - Supervisors :eve Kitsios olice Acting Police Lieutenant skitsios@manhattanbi £tLE
ist - Police - Supervisors rrick AbeII •dice 'ollce Chief ibell@manhattanbeach.gov
ist-Police-Supervisors indrew Enriquez 'olice acting Police Captain ienriquez@mantiattanbeach.gov

ist- Police-Supervi; indrew Harrod !olice acting Police Captain id@manhattanbeach.gov
Jst - Police - Supervisors ilie Dahlgren dice 'olice Senior Manaeement Analyst idahlgren@manhattanbeach.gov

Jst - Police - Supen/isors :hristopherVargas olice ft/atch Commander Sergeant :vargas@manhattanbeach.gov
ist-Police-Supervisors :ott Cc ibs •olice "raffic Sergeant icombs@manhattanbeach.gov

ist - Police - Supervisors ;hristian Eichenlaub •olice .cting Police Chief^ :eichenlaub@manhattanbeach.gov
ist - Police - Supervisors ;on Walker !olice lolice Lieutenant walker@manhattanbeach.gov
ist-Police-Supervisors lirley De La Concha olice 'olice Executive Assistant ;delaconcha@manhattanbeach.gov

ist-Police-Super :eith Kugley 'olice •dice Sergeant ;kugley@manhattanbeach.gov
ist-Police-Supervisors irbara Ranier 'o)i< olice Records Manager iranjer@manhattanbeach.gov

ist - Police - Supi lylor Klosowski •olice 'olice Sergeant dosowski@manhattanbeach.gov
ist-Police-Supervisors IjchaelJ.Trani 'olice 'dice Sergeant itrani@manhattanbeach.gov

ist-Police-SupE itthewSabosky olice 'olice Lieutenant ibosky@manhattanbeach.gov
i st-Police-Supervisors Knickerbocker 'olice 'olice Lieutenant Lnickerbocker@manhattanbeach.gov

ist - Police - Supervisor; istin Hidalgo^ slice olice Sergeant iidalgo@manhattanbeach.gov
st-Police-Supervisors •I[yA. Benjamin slice slice Lieutenant :benjamin@manhattanbeach.gov

st-Police-Supervisors idy Abreu slice slice Sergeant ibreu@manhattanbi £h^
ist - Police - Supervisors 1 Cheng ilice slice Sergeant :cheng@manhattanbeach.gov

;t-Police-Supervisors -leslie Cotangco ilice ilice Executive Assistant :otangco@manhattanbeach.gi
it - Police - Supervisors iniel Brandt illce icting Detective Sergeant lbrandt@manhattanbeach.gov

st - Major Incident Notificati ist - Public Works Administratic •ublic Works ijstribution List adminJstration@manhattanbeach.gi
it - Public Works Administration in Nishiyama iblic Works tecutive Assistant iishivama@manhattanbeach.gov

ist - Public Works Administrati( ina C. Luke-Jones iblic Works •nior Management Analyse lke@manhattanbeach.gov
st - Public Works Administration iristina M. Lopez 'ublic Works Iministrative Assistant ;mlopez@manhattanbeach.gov
ist - Public Works Administration ick Lee iblic Works •ublic Works Director e@manhattanbeach.gov
:st - Public Works Administration a King iblic Works ienior Management Analyst ;ing@manhattanbeach.gov
ist - Public Works Administration itherine Doherty tblic Works ity Engineer iherty@manhattanbeach.gov
st - Public Works Administration M. Urrutia iblic Works idministrative Assistant rutia@manhattanbeach.gov
st - Public Works Administration _Vargas 'ublic Works :ilities Division Manager 'argas@manhattanbeach.gov
;t - Public Works Administration [elanie Park ibljc Works Iministrative Assistant ipark@manhattanbeach.gov

- Public Works Administratic :holle Petroff iblic Works igement Analyst 3etroff@manhattanbeach.ge
;t - Public Works Administration ndy Balek iblic Works Iministratjve Clerk ialek@manhattanbeach.gov

ist - Public Works Administration •an T. Roberts iblic Works iintenance Manager ·oberts@manhattanbeach.gov
;t - Public Works Administration :ky Choi 'ublic Works •nior Management Analyst ;hoi@manhattanbeach.gov

- Public Works Administration lliam Un jblic Works igement Analyst in@manhattanbeach.gov
Major Incident Notification -Public Works Supervisors iblic Works ;tribution List >upen/isors@manhattanbeach.gov
- Public Works Supervisors >bby Dobson iblic Works aintenance Supervi; lobson@manhattanbeach.gov

- Public Works Supervisors 1 King iblic Works >nior Management Analyst ing@manhattanbeach.gov
- Public Works Supervisors icst Area iblic Works Forestei irea@manhattanbeach.gov

- Public Works Supervisors Arellano 'ublic Works ring Water Supervisor ·eilano@manhattanbeach.gov
- Public Works Supervisors W.Tonkovjch iblic Works :ilities Supervi* ;onkovich@manhattanbeach.gov

- Public Works Supen/isors ichael Guerrero iblic Works incipal Civil Engineer i@manhattanbeach.gov
- Public Works Supervisors [e Grafton iblic Works it Mainti Supervisor ;rafton@mantiattanbeach.gov

-Public Works Supervisors :holle Petroff iblic Works lanagement Analyst ietroff@manhattanbeach.gov
- Public Works Supervisors dolfo Hurtado ublic Works 'astewater Electrical Supervisor iurtado@manhattanbeach.gov

- Public Works Supervisors ky Cho] jblic Works •nior Management Analyst ioi@manhattanbeach.gov


