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CIVIL DEFENSE STAFF OFFICERS MANUAL

GENERAL

A. Purpose and 3cope

1. This manual is a compilation of principles, procedures
and Informatlon to be used as a gulide by Iowa Clvlil Defense
Directors, Commanders, Chalrmen and their staffs.

2. Except when a different meaning is expressly indlcated,
the provisions of this dlrective apply partlicularly to the Iowa
State Clvil Defense Director and his immedlate staff., However,
this manual should be used as a gulde lnsofar as applicable
by Civil Defense Directors, Commanders, Chalrmen and their
stafis at all levels of command.

3. Instructions and Information contalned in this manual
are based on, and are Inftended to be fully consistent with the
provisions of the Icwa Civlil Defense Operatlonal Plan. However,
when in any particular there 15 or seems to bhe any lnconsist-
ency between the two, the provisions of said plan shall take
priority over those of the Manual. |

4. The duties of staff offlcers are considered here only
in their relatibnship to other members of the staff. The general
operatlonal dutles of the several categories of Civil Defense
forces are described in varlous other Federal, State and local

Civlil Defense Publications.

5. Information contalned in thils Manual répresents curvent
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policies. Pollcles are subject to change or modiflcation,
which will result In the publication of changes to thls Manual.
Users of this Manual are requested to submit recommendatlons
for correctlions or changes directly to the Deputy State Clvil

Defense Director, Des Molnes, Towa.

B. References

1. Iowa State Civil Defense Operational Plan 1958 (here-
after referred to as "IA-CDOP".

2. Proposed Iowa State Civil Defense Act 1958.

3. Department of Army Fleld Manual, Staff Organization

and Procedure - FM 101-5 November 1954,

C. Definltions of Special Terms

1. Civil Defense Director. Unless preceded by echelon

desighation (e.g. State Command Area etc.) the term Civil
Defense Director (or "CDD") is used herein in a general sense
and lndicates the State Civil Defense Dlrector, the various
Command and Target Area Directors, County Civll Defense Chalr-
men and Municipal Civil Defense Directors.

2. Civll Defense forces, being civilian in character,
do not recognize the technical distinction between "officers"
(commissioned and/or non-commissioned) and "unrated personnel”
generally observed by the military services. Throughout this
Manual, the term "officer" is employed in its general, diction-
~ary sense of "one who holds a position of authority or command",

as distingulished from clerical personnel, drivers, messengers,
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workmen, etc., who bear no responsibility except the perform-

ance of the varilous tasks assigned to them by the "officers”

exercising command and/or authority over them}

D. Abbreviations. As wused herein the following special

abbreviations have the respective meanings indicated:

SCDD. « « « « s .3tate Clvlil Defense Director

¢D3SCpD. . . . . JChlef Deputy State Clvlil Defense Director

CDD. « « + « « . Civil Defense Director {see section C-1

herein}
DCDD, ¢« . & + . .Deputy
Decobné. . . . . . Deputy
DCODI. . . . . . Deputy
DCODLS. . . . . .Deputy
and Support
DCDDPA. . . « . .Deputy
and Administration |
DCPD3S. . . . . .Deputy

Services

Civil
Civil
Civil
Civil

Civil

Civil

C/A. « « « « . . Command Area

YA, . . . . . . Target Area

Defense Dlrector
Defense Director Operations
Defense Director Intelllgence

Defense Director Loglstics

Defense Director Personnel

Defense Dlrector Special

SOP. . . . . . . Standard Operating Procedures

TA-CDOP. . . . . Iowa Civil Defense Operational Plan (1958)

Iz

THE CIVIL DEFENSE DIRECTOR AND HIS STAFF

A. Baslg of Staff Structure

1. The structure of the staff is based on the primary

June 10, 1958
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functions of the Director or offlcer,

a. . Fach function is assigned to a single section of
the staff, although a section may have several assigned

functions.
b. Responsibilities assigned to each sectlon of a

staff are specific.

¢. Responsibility to the "director or officer" for a
function is commensurate with the authorlity nécessary to per-
form the functilon.

d. Authority for actlon 1s delegated to those respon-
gible for performance, within limits of general policies
established by the Director or officer.

e. Within a staff, no member 1is respdnsible to more
than one immedlate superior.

f. The number of individuals immediately Supervised
or commanded by a single superior is limited to those whom
he can effectlvely supervise and coordinate.

g. The tend%ﬁ@?%o over-staff must be firmly controlled.

h, Channéls of Command are not violated by staff unlss.

i. Senior officials shduld exercise control through
attention to policy problems of exceptional lmportance rather
than through review of routine actions of subordinates.

J. Each member of the organization from top to bottom

knows -~ to whom he reports; who reports to him.

B. Responsibility

1. General. Only one line of responsibllity should extend
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to any position in the organizétion. One persopn may occupy

two or more qulte separate positions, but one pogition should
not be made responsible to more than one other position.

Several people can work together in preparing a plan, but

only one person can be made responsible for carrying out the
plan. Cross contacts can be provlided for by simple and easily
understood rules established by agreement bebween the seniors

to the positions which are Involved in the cross contacts,

The most inclusive rule permits any member of the organlzation
to make cross contacts without limitation provided only that

he keep hls lmmedlate superior informed regarding such contacts,
Especlally this should be observed on matters for which the
superior may be held accountable by those senior to him.

The relatlon between llne or operating sections and between
gtaff or advisory sections is made clear without the use of
dotted lines or such ambiguous terms as "functional control”
by the adoptlon of the following concepts:

a. Staff positions designated "Deputy to" a director,
act on the dlrector!'s behalf and by his direction on matters
for which the director is responsible. The "Deputy" is regard-
ed ag part of the director's position; directions or declslons
made by the "Deputy" are regarded as emanating from the
director and are his responslibllity and authority.

b. Staff positions providing auxlliary services are
made responsible through single lines of responsibllity for

glving advice or asslstance wherever or whenever requlred by

June 10, 1958 5



any part of the oréanization.

2. Command Responsibility

a. At each echelon of command the Civil Defense
Director (CDD) alone ls responsible to higher authority for
all that his organization does or fails to do. He may dele-
gate certain (or conceivably all) of his powers, dutles and
functlions to subordinates within hils command, who thereupon
become responsible to him for the executlon thereof; but he
does not thereby relieve hilmself of his responsibility there-
for to his own superiors,

b. The Civil Defense Director discharges his respon-
8ibility through the Civil Defense Chain of Command. He is
assisted iIn this function by a Chlef Deputy Director and by
(Deputy Directors and/or Assistant Directors when provided
in the organization plan of his unlt) a staff organization.

¢, The Civil Defense Director at any echelon holds
each subordinate Civil Defense Director responsible for all
that the subordinate unit does or falls to do. All orders
from a higher to a subordinate unit are issued by the Civil
Defense Director of the higher unlt to the Civil Defense
Director of the next subordinate unilt. Bypassing thls Chain
of Command ls resorted to ohly in urgent situations; in any
such instance both the CDD issuing the order and the CDD
recelving 1t must notify thelr superiors and intermediate CDD's

of its contents as promptly as possible.
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C. Definitions and General Rinctions of the Staff

1, The staff of any Civll Defense organization conslsts
of the officers who assist the CDD in his exercise of command.
The CDD and his‘sféff-should be consldered as a slngle entity.

2. The Staff dffiééf must have a thorough knowledge of
the CDD's policies. Tn cases for which no policy has been
established, he iniﬁiétés écﬁion to secure a policy.

3. Command of thé staff 1s exercised by the CDD,-but may
be supervised and directed by the Chief Deputy Civil Defense
Director (CDCDD). In any organization whose organizational
plan includes an executive officer and/or assistant directors,.
the latter assist {s) the CDD and CDCDD by supervising and
directing the activities of all or certain of the services
composing the staff. |

4. There are five broad functions of any staff officer
at each echelon, Regardless of the mlissicn these are as

follows:

a. Provide Information. The staff presents to the CDD

that Information which he requires to keep abreast of the cur-
rent situatlon, and to- form the basis of sound decisions.
Staff officers recelve information from personal observation,
from the Dlrector, from other staff offleers, from research of
flles, records and reports received from subordinate, adjacent,
supporting, and higher headquarters. Information is analyzed
and condensed to present only significant facts. The CDD

must not be burdened with a mass of undlgested or irrelevant
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information.

5. Make Estimates. Staff analyses, or estimates,

provide the CDD additional material for his own estimate of
the situsation. These estimates are the basis for staff
recommendations. Staff officers must continually revlse

thelr eétimates as new Information is obtained. These current

analyses permit anticipatory planning.

¢, Make Recommendations. Staff offlcers usually

present advice to the CDD in the form of recommendations.

Staff officers must arrive at and present thelr recommendatlons
obJjectively. It is sometlmes difficult for s staff officer

to recommend action which 1s distasteful for hls section or
for him personally. Nevertheless, the CDD must be informed

of the advantages and dlsadvantages of each course of action
from the viewpoint of the entlire organization go that he can

arrive at a proper declslon.

d. Prepareg Plans and Orders. Each staff sectlon

prepares detalls of the plans of the CDD, translates hils
declsions and plansg into orders and Standard Operating Pro-
cedures (SOP's) and causes such orders and SOP's to be trans-
mitted to subordilnate, adjacent, supporting and higher head-
gquarters.

e. Supervise. The staff insures understanding and
proper execution of orders. The staff supervises to make
certain that the CDD's policies, declsions and intentions are

carried out. Supervision is effected by the use of staff
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visits, staff inspections, reports of staff officers, and
by study and analysis of reports.

An analysls of the applicabllity of the five
general functlons of a staff officer indicates that all
are applicable to all levels of command and pertain to
training on administrative missions as well as to tactlcal
situations. Emphasls will shift, and scope will vary, but

the functions are performed at all echelons.

D. Completed Staff Action. Much has been written on the

theory of completed staff action. The 1mportanﬁ things to
understand about completed staff action are what 1t accom-
plishes and how 1t is obtained. Completed gtaff actlon
results in maximum conservation of the CDD's time. This is
the objectlve. The price paid in terms of extra work for
the staff offlcer is considered reasonable. Completed staff
action 1s based on foreslght and accompllished by means of
complete coordination. A discussion of coordination leads
us directly to a consideration of many of the common proge-
dures with which a staff officer must become familiar.

1. Written Communications. The written communicatlions

wiﬁh which the staff officer 1s most frequently concerned

are memorandum, letters, messages and staff studles. Opera-
tion and adminlstrative orders are vitally important forms

of written communicatlons. These orders are ndrmally published
prior to operations. However, when time ls limited, orders

are lssued in "fragmentary form either verbally or in writing,
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and the formal orders are prepared as a record of the opera-
tion. The ability to write well and to use written instru-
ments properly In the conduct of staff work 1s an asset well

worth developing.
2. Staff Brilefings. One of the best means of keeplng

the CDD and staff informed of the current situation and major
problems facing the organization 1s by means of staff brieflf-
ings. Briefings are not designed for the purpose of settling
lssues, planning or solving problems. They are a means for
rapid, verbal dlissemination of the same information to sev-
eral different people. Occasgionally, however, command
decisions will be made at staff briefings. Staff officers
attending should take notes on pertinent portions of the
briefing, and all staff officers should be prepared at all
times to present a briefing on the activitiés of their own

gection.

3. Conference, 8taff conferences are valuable to the -

CDD for furthering cooperation and coordination on any matter,
A successful conference is the result of proper preparation :
and proper guldance, Preparatlon includes a stated speclfilc
purpose, selection of and informing the persons to attend,

and determination of an agenda for the conference, Proper

guidance of the conference requires skill to obtaln adequate

participation and coverage of essential points to attalin the

stated purpose. The staff conference should provide the

opportunity for the exchange of ideas and information and
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provide for attaining common progress. While stafl confer-
ences are valuable, they must be Judiclously used. Too many
conferences will waste the tlme of many staff offilcers.
Usually the Chief Deputy Civil Defense Director will reserve
the authority to call a staff conference.

4, 8taff Message Control. Staff message control is an

important service, provided by the Communication Serviee
Message Center Dlvislon, to the staff, and relieves the staff
of burdensome administratlve detail, Staff officers should
exercise care not to compromise control measures which have

been established.
5. Policy File, A Policy file 18 a summary of fthe cur-

rent policies of the CDD and higher headquarters, and of
baslc operating principles for the staff sectlon maintaining
the file. It covers a variety of activities of Interest to a
staff section and is based on exilsting orders, on experlence
and on past decisions of the CDD. The policies may be in the
form of brief noftes, plans, studies or directlives. They
should be kept up to date, tabbedror indexed, and kept in a
loogseleaf book or filing case. The flle changes with CDD's
and condltions. The malntenance of a policy file speeds up
operations and provldes a means for the rapid indoctrination
of new members of the staff sectlon concerned.

6. Standard Operating Procedures (SOP). The Standard

Operating Procedures (SOP) is a set of instructions giving
methods to be followed by a particular division or branch

In performing certaln operations, both tactical and adminis-
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trative which the CDD desires to make uniform and routine.

An SOP has the status of an order. The development, maln-

tenance and careful use of an SOP can asslst greatly in co-
ordination, reduce the necessity for repeatlng routine in-

structions, and do much to contribute to smoofth running

operations.

7. Coordination Checklists. A coordination checklist

is a list of the functions of each staff gection and the
agencles with which coordilnation is required. Every staff
section should develop and maintalin such a checkllst.

8. Records, Maps and Reports

a. Records. A system of staff sectlon records is
essenﬁial in order to have information avallable for the CDD
and staff, for higher and lower headquarters and for the
staff sectlon historical record,

b.. Journals. The Jjournal 1s the official chrono-
logical record of events affecting a division branch or staff
gectlon. The amount of detall recorded in Jjournals wlll vary
with the personnel avallable in the staff section and the
operations being conducted. The minimum detail necessary to
fix the time or other facts concerning important events is
the ideal. Important incidents are recorded as they occur,
such as the time of receipt or transmission of important
megsages, vislts of higher directors and staff offilcers,
purpose, subjects and conclusions of command conferences, a

brilef synopsis of written messages or orders including refer-
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ences as necessary Lo maps, wire cilrcuits and similar data
should be entered in the journal file. Oral messages should
be reduced to writing'and entered in full when practicable.
The assembled Jjournal of the staff section should form a
complete record of the dperations of an organlzation for a
given perlod. At the close of each day, a summary of impor-
tant events and the plans for the following day should be
entered after the last ltem. The summary should include
particularly the reasons "why" behind decilsions and happen-

ings.
¢. Sltuation Maps. A situation map 1ls a graphlc

pregentation of the curfent situation. Each stéff section
and division should keep a situation map posted to date show-
ing the dispositions and activitles which concern the section
or division.

d. Reports. Reports are essentlal to the effective
control of all aspects of Civil Defense operatlons. CDD's
and especlally those at higher echelons, rely heavily on
reports for the Information they need to make decisions, and
to determlne whether or not events are proceeding according
to plan. For these reasons, the design of reports is of
considerable lmportance to an organization. Requlrements
for reports must be.determined after éarefully balancing
the value recelved against the burden imposed on reporting
organizatlons. Reports should be kept to a minimum, both

in number and 1n scope, consistent with the need for partic-
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ular information. To this end, all requirements for reports

must be critically examined initially and re-examined

perilodically.

e. Reference Data. Effilclent planning and conduct

of operations require accurate and up-to-date reference data.
Fach staff section and division at every echelon must accumu-
late pertinent reference data of all types. It is vital to
both current and future operations that this information be
accumulated in usable form on a continuing basis.

. Allocations and Priorities. An allocation ls an

apportionment of a defilnifte quantlty of supplles, space,
services, personnel, or productive facllity for a specific
use. A priority 1s a ruling which establishes precedence.
The primary consgideration in the determination of priorities
is the "mission". Priorities can be and are changed, depend-
ing on changes in the situation as they affect the accom-

plishment of the wmission.

E, Staff Duties and Responsibilities

1. Chief Deputy Civil .Defense Director (CDCDD). The

Chief Deputy Civil Defense Director is the principal co«
ordinating agent of, and advisor to the CDD. He supervises
and directs the staff to achlieve unlty of acflon. He may
transmit the declsions of the CDD to approprlate staff
officers for preparation of the necessary orders, or he may
transmit the decisions in the form of orders directly to

those who execute them. He informs the appropriate staff
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officers of the orders he issues directly to lower CDD's.
He performs the following specific dutiles:

a. Formulates and announces policies for the general
operation of the staff.

‘b. Supervises, directs and coordinates the work of

the Deputy Directors and the Chlefs of services. This

includes:

(1) Activitles between sections within the staff
sectlons and services.

(2) Relations between staff and service,.

(3) Relations between staff and services and
other agencies and lower echelons of the Civil Defense

Organization.

¢c. Keeps the CDD informed on the situation relative
to the Civil Defense Organization as to strength, morale,
training, equipment, supply, etc., and general effectiveness.

d. Represents the CDD when authorized to do so.

€. Recelves decislons from the CDD and takes the
following action:

(1) Makes such additional decisions as may be
required or directed by the CDD, and gives necessary
instructions to the staff in furtherance of these decisions.

(2) Allots the detailed work of preparing plans
and orders, coordinates the resulting drafts and submits
them to the CDD for approval.

(3) Alerts lower echelons and services concern-
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ing the plan of the CDD.
f. Insures that all instructions publlshed to the

organization are in accord with policles and plans of the

CDD.

g. By personal observation, and with asslistance of

the staff Insures orders and Instructions of the CDD are

executed,

h. Continuously studies the sltuation with a view
to being prepared for future confingenciles.
1. Revliews staff section reports prior to submission_

to CDD, and forwards the requlred coples to higher:head—

quarters.,
J. Requlres all staff officers to inform him of any

information or recommendations given dlrectly to the CDD, and

any Instructlons they have received directly from the CDD.

k. Secures from the CDD, Information, recommendations
and instructlons recelved or given as a result of the CDD's

contact with higher and subordinate CDD (s).

1, 1Insures establlishment of liaison where necessary.
2. Deputy Civil Defense Dlrectors for Operations, Intel-
ligence, Personnel and Administration, Logistics and Support

and Special Services.

a. These Deputy Civil Defense Directors are
organized as a staff group, composed of staff sections cor-
responding to the majof functions of the Civil Defense

organization.
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b. The Deputy Directors are concerned with the
formulation of policies, preparation of plans and with the
coordination and supervision for the CDD of all activitiles
pertaining to their respective functions. They are in the
strictest sense of the word advisors to the CDD and they
must keep themselves free for continually estimating the
situation and for planning. They must not allow themselves
to become engrossed with the operations of the Services,
lower echelons and activities which are functions of CDD's
and other staff offilcers.

¢. This staff implements the decislons, plans and
policles of the CDD, by formulating and issulng orders in
the name of the CDD to subordinate echelons.

d. This staff must function as a single coordinating
staff. Although each Deputy Director is charged with assist-
ing the Chief Deputy Director in the coordination of activie
ties within a specified fileld, there is much overlapping of
these actlvities. Where overlapping is extensive definlte
responsibllities must be assigned to each staff section by
the Chlef Deputy Director, including the asslghment of the
staff section with primary responsibility for coordination.
Coordination and the prompt interchange of Information among
the staff sectlions are essehtial.

e, Although staff officers are responsible directly
to the Chief Deputy Director, they are frequently consulted

individually or collectively by the CDD. The Chief Deputy
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Director frequently may requlre a Deputy Director to present

information, estimates and plans dilrectly to the CDD.

®, Staff Qualiflcations and Ethics

1. A basic factor in the selection of a staff officer
18 hls background and training with relatlion to the service
or functlon to which he 1s to be assigned. Leadership,
executive ability and management abllity are manifest to
varying degrees in the begt staff offlicers. Such abilities
are requlred at all echelons in the staff. A staff officer
must have a working knowledge of the capablllties of the
various services which make up the organization. He must
be able to recognize, evaluate and Jjudge events which are
¢ritical to the accomplishment of the over-all mission. He
must thoroughly appreclate the problems of the subordlnate
dlrectors. |

2. A good staff officer must have a bhaslc understanding
of human relations and a personality which enables him to
deal with people on a friendly yet business like basis. He
should develop a set of convictions and standards and should
have the loyalty to himself and sufficient courage of his
convictions to defend them in the presgence of his superiors.
Once a decision 1s made, however, the staff offlcer must
loyally and steadfastly support the decision, regardless
of hls personal convictions, until the mission is accomp-
llshed or changed. Loyalty takes a third direction, also.

Every staff officer must have and demonstrate loyalty to his
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own subordinates and to the subordinate elements of his
organizatioﬁ.

3. Tact 1s another lmportant characteristic of a good
staff officer. I% aséists him in his official relation-
ships with other staff officers and with the Civil Defense
Directors of the various echelons of the Civil Defense
organization. Staff officers foster proper relatiocnshlips
between the staff and the Civil Defense forces at large
by personal acquaintance with subordinate CDD's and theilr
staffs; by timely and sufficient visits to learn first

hand the problems of subordinate command so that needed

asslstance may be furnlshed, and by a genulne concern for

the welfare of the Civll Defense forces and the public
generally., Unselflsh, unassuming conduct on the part of a
gtaff officer wins confidence and support for the entire
staff; an ostentatlous, domineering manner on the part of a
single staff officer creates resentment against the entire
staff.

4, 8taff officers must be realistic -- they must be
gulded by intelligent evaluation of avallable lnformation
of the situation as it actually existe, not by what they

believe the CDD wants to hear.

G. 3tarff Authority

1. A staff officer ags such has no command authority
except over the members of his particular service, division,

branch or section. He may, however, be authorized to lssue

June 10, 1958 19



to subordinate units orders or directives in the CDD's name,

when operating within clearly established policles and
decisions., The extent to which a particular CDD authorizes
his staff to act for him in thls regard depénds on the
abllity, tralning, and Judgment of hils staff offlicers,

and upon the CDD's personal Inclinatlon toward delegatlon
of authority. Customarily the CDCDD and executive officers
and asslstant directors, I1f any, are authorized to issue
such orders freely, assuming the role of the ¢DD's "alter
ego', whereas the servlce Chiefs and other staff offlcers
are permltted to lssue orders in the CDD's name only after
consultation with one of the officials named above, or in
pursuance of clearly deflned SOP's or previously expressed
directlons on the same subject.

2. When the CDD has decided upon a definite course of
action or has adopted a plan, it is the duty of the staff
to prepare and issue the necessary orders and to supervise
thelr execution. When a staff off'icer lssues an order in
the name of the CDD, responsibility for such an order rests
and remains with the CDD even though he may not have seen
or heard the order as actually issued.

3. The above princilpals apply to the staff authority

only. An officer who "doubles in brass" as a staff officer
and also as the "Commander" of an operational unit issues

orders to the latter by virtue of hls command authority.
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H. Staff Supervision

1. Staff supervision 1s the process of making the CDD's
plans, policles and deslres known to and unéerstood by other
staff officers and subordinate CDD's and staffs.

2. Staff supervision includes the Interpreting of plans
and policies; the furnishing of asslstance to elements of
the command 1n the implementation of command directives and
in overseelng thelr executlon; and through regular visits,
inspections and reports; ascertalning the extent of com-

pliance so that the CDD may be fully informed and properly

advilsged,

IIT
ORGANIZATION OF THE IOWA CIVIL DEFENSE HEADQUARTERS

A, General

1. TUnder the provision of the '"proposed Jowa Civil
Defense Act", the Governor is the controlling head of all
Civll Defense actlvities in the State of Iowa.

2. The State Clvil Defense Director of Towa 1s the
offlicial primarily responsible for the administration of
the "proposed State Civil Defense law" under the Governor's
supervision and control.

3. The organizational plan for the State Civil Defense
Headquarters provides for a Chlef Deputy Civil Defense
Director (CDCDD), Deputy Directors for operations, intel-
ligence, personnel and administration, loglstic and support

and special services. It does not provide for an executive
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officer,

B. Subdivision of the Staff

1. The Iowa State Civll Defense Organizatlion at State
level 18 made up of a staff whilch 1s divided into five
general categorles. These staff members report directly to
and are supervlised by the SCDD and/or CDCDD personally. These
include: (see Appendix I)

a. Deputy Director Operations (DCDDO)

b. Depuby Director Intelligence (DCDDI)

¢. Deputy Director Personnel and Adminlstration
(DCDDPA) |

d. Deputy Director Logistics and Support (DCDDLS)

e, Deputy Director Special Services (DCDDSS)

2. The various services chiefs of the Civil Defense
organizatlon report to and are personally supervised by the
DCDD's as follows: (see Appendix I)

a., Deputy Director Operations

(1) ©Police Service

(2) Fire and Rescue Service
(3) Engineer Service

(4) Health and Medical Service
(5) Welfare |

b. Deputy Director Intelligence

(1) Intelllgence Damage and Casualty Assessment
(2} Radiologlcal

(3) Emergency Information Service
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¢. Deputy Director Personnel and Adminlstration

(1) Legal

(2) Economics Controls and Requirements
(3) Fiscal

(4) Headquarters Administratlve Services

d. Deputy Director Loglstlcs and Support

(1) Communication Service and Attack Warning
(2) ‘fTransportation Service

(3} Supply Service

{4) Manpower

e. Deputy Director Speclal Service

(1) Training

(2) Religilous Affairs

(3) Industries and Institutions

(4) Warden Service

3. This organization of the Clvil Defense forces

generally corresponds to the military concept of a general
and special staff, with the five Deputy Directors constltut-
ing the "general staff" and the various service chlefs
constituting the "speclal staff'.

a. FEach general staff section coordlnates those
aspects of the actlvitlies of special staff sectlons which
fall within 1lts particular field or primary staff responsi-
bility. Special staff sectlons may and will coordinate
with more than one general staff section. For example, the

Chlef of Engineering Services may coordinate wlth the Deputy
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Director Loglstics aﬁd Support for supplies and wth Deputy
Director Intelligence for fallout information and with the
Deputy Director Special Sérvicés iﬁ order to repair or re-
build an ilwmportant industrial plant.

b. The gehefal sﬁaff furnishes policy guldance to
the speclal staff, However, thls policy gu;dance is usually
worked out in advance with the special staff officers con-
cerned 1n order to insure that the guldance is all inclusive
and flexlble enough to permit flexible operations.

¢. Speclal staff offlcers or thelr representatives
keep the interested general staff sections informed of
information or recommendatlions glven or instructions recelved
directly from the CDD and/or CDCDD. Strict adherence to the
splrlt and letter of this requirement i1s essentlal 1f proper
relations are to be developed and maintalilned between the
Deputy Directors and Chiefs of the varlous services,.

4. Channels availlable in the conduct of staff relation~

ships
a. In the conduct of staff relatlonship, between
higher, lower, adjacent and supporting echelons, there are
three channels available to the staff officer:
(1) Command Channels
(2) Staff Channels
(3) Technical Channels

b. Command Channels. Command Channels should be

used as llttle as possible by the staff officer. If neces-
sary authorlty is delegated to him by the CDD, a staff officer
June 10, 1958 24



may use Command Channels without further recourse. He may
also refer a wmatter to the CDD for Command action. However,
even though Command Channels must sometlmes be used, a good
staff officer can expedite business, keep Command Channels
clear, and foster smooth staff relationships by maximum use
of technical channels.

¢. 8Staff Channels. 8Staff channels are for the con-

guct of routine staff business,.within the limits of the
CDD's policies, between staff officers of the same or
different echelons. These channels are of the greatest value
when a staff officer maintalns good relationshlips with the
other staff with which he deals. Free Interchange of infor-
mation among staff officers of varlous echelons 1s essential
to efflclent coordinated planning and operatlions. Staff
offlcers must consult, confer with, or inform.other staff
officers at other echelons to assist them in carrying out
thelr responsibllities.

d. Technical Channels. One form of staff channels,

commonly referred to as "technical channels", is normally
used by the Chilefs of services within the 1limits prescribed
by the CDD to handle routine technical reports and instruc-
tlons not involving variations from command policiles and
directives.

5. Liaison. Liaison 1s that contact or intercommuni-
catlon maintalned between the various echelons and services

of the Clvil Defense organization to insure mutual under-
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standing and unity of purpose and action, It 1ls often ailded

by exchange of men whose dutles are to malntaln continuity

in the exchange of information and to promote cooperation
and -coordination of effort by personal contact.

a, Liaison offices usually function under the

direction of the Chief Deputy Director and perform liaison

functions for the CDD and the entire staff. In cases, how-

ever llaison offlcers handling speclalized matters in tech-

nical flelds function under the dlrectlion of the Chlef of
the service primarlly responsible for such matters; e.g.,
Intellligence Service; Communication Service; Radlologilcal

Service, etc.

b. Lialson may be establlished between supporting

and

supported services, between adjacent units, from subordinate

to higher echelons and from higher to subordinate echelons.

Lilalson between supporting and supported services, 1f estab-

llshed 1s the function of the supporting unit. Llalson

between adjacent units is established upon the inltiative

of adjacent CDD's or upon orders from higher headquarters.

6. Staff Organization and Strength

a. For a chart deplcting the organization of the
Towa Civil Defense forces, and the lines of communication
and control therein and to lower echelone (see Appendix I

hereto).

b. A tentatlve table of organization showing the

approximate strength (including both paid and volunteer

June 10, 1958 26



workers) of each of the services and offices comprising the
Towa State Civil Defense Headquarters (Control Center) is

attached (see Appendix II).

7. Staff Organizatlon at Lower Levels. Clvll Defense

Directors at Command and Target Area, county and municlpal
levels should follow the foregoling staff pattern as a gulde
in the organization of their own staffs, with such modlfi-
catlong ags the circumstances appear to require or render

advisable.

a. Although none is specifically recommended or
suggested in any particular instance, examples of modifi-
catlons which may be found desirable, especlally at lower
levels, include the following:

(1) Eliminating one or more of the positions of
Deputy Director and consolidating the varlious services under
those remaining,for example, transferring the services now
included under the Deputy Director Special Services, to the
Deputy Director Operations, and eliminating the position of
Deputy Director Special Services.

(2) Consolidation of two or more services, whose
mlission and functlons are parallel to or closely felated,
Into one service, for example, merging the Legal Service
and the Economlec Requirements and Controls Service into one
service, the Legal and Economic Service.

(3) Transfer of one or more services from the

category (or categories) shown (paragraph B-2) to another
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(or others) for example, inclusion of Radiologlcal Defense
among the operational service rather than among the Intel-

ligence Services.

(4) Shortening, simplifying or stating in terms
in more common general use, the name or tiltle by which a
particular service, or the Chlef thereof, ls to be known,

for example:

(a) Changing the name of the services knouwn,
at State level as the Health and Medical and Radiologlcal

Services to the Emergency Health Service.

(b) Changing the title of the officer
known at State level as the "Chlef of Religious Affairs

Services" to the Staff Clergyman.

b, No modification shall be made, however, which
would result in altering the essential mission of any
partlcular service, or would remove any lmportant functlon
from any particular service without making another service

specifiically responsible therefor.
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Iv
CONTROL CENTERS: GENERAL PROVISIONS

A, Iocations., For a list of the normal locations and the
primary and alternate relocatlon sites of the Iowa Civil
Defense Control Center, Command and Target Area Control

Center see Appendix III.

B. Administration Service: Control Center Responsibilities

1. At the State level and at each lower echelon of com-
mand, 1t shall be the responsiblility of the Chlef of the
Administration Service (or other officer serving in such
capacity) and his staff, under the directlon of the Civil
Defense Director (and under the over-all control of the Gover-
nor), to coordinate the execution of the internal arrangement
and security of the Civil Defense Control Center, both in its
normal location and/or alternate relocation site. The intern-
al arrangement of The Control Center also will include pro-
visions for:

a. A flrst-ald statlion, to be manned and operated by
the Health and Medical Service, for emergency treatment of
ataff and operating personnel at the Control Center.

b. A message center, to be manned and operated by
the Communications Service for the receipt and dispatch of
communications,

¢. A transportation service to include the establish—
ment and operation of a motor pool and providing for necessary

vehicle repalr and maintenance for all vehicles at the Control
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Center, to be manned and opefated by the Transportation Serv-
ice,

d. A repairs and utilities service for operation of
utilities system such as repair, maintenance, and preservation
of buildings, grounds, roads and walks, and furnishing custod-
ial services, to be manned and operated by the Engineer Service.

2. If local facilities are not avallable, he will make
arrangements with the Welfare Service to feed and lodge the

gontrol Center staff.
3. The Chief Administration Service shall be responsible

for the recruitment and training of selected personnel to carry
out the Administration Service mission and assisting in the re-
cruitment of personnel for other services and offices, with
cooperation and support of Manpower and Training Service,

4, The Chief Administration Service shall organize a suf-
ficlent number of radiclogical defense teams among the person-
nel of hls service, to provide a radiological defense capabll-
ity, adequate for the protection of personnel, facilities and
equlpment of the Administration Service.

5. He will coordinate with the Engineer Service the prep-
aration of a floor plan for the location of the various serv-
ices, staffs, and offices, and with the Communications Service
in the location of communications equipment required for the
control Center operations.

6. In general, the Chief of Administration Service shall

direct and supervise the organization, guide the operation,
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direct and/or coordinate the production and appralse the per-
formance of Adminlstration Service designed to effectively

and efficiently carry out this service during Clvil Defensge

emergencies.

v
CONTROL CENTER STAFF: ACTIONS ON ALERTS

A, General Action

l. Normal readiness

- a. Normal readiness 1s that perlod of time, if any,
before an attack warning. During this period drafting, re-
vising and testing detailed plans and preparations for specif-
ic actions to be taken in the event of a future Civil Defense
emergency should be carried out. All staff officers and per-
sonnel should become thoroughly familiar with:

(1) The Iowa Civil Defense Operational Plan in
general and with the following elements thereof in particular:
(2) The Basic Plan
(b) Appendix C to the Base Plan Continuity of

Government

(c) The specific annex of the service of

which they are a part.

(2) If they are members of a staff at an echelon
below State level -~ the operational plan of that level if

such a plan is in existence.
(3) The general policies of the CDD on whose staff

they serve, insofar as the same have been established and
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announced, elther verbally or in writlng.

b. To the extent that such action has not already
been accomplished, Standard Operating Procedures should be
prepared and tested for each service and echelon, during the
normal readiness period for automatic implementation in the
event of a Civil Defense emergency.

¢. Sufficient personnel should be recrulted to bring
all staff and service components to full strength. Rosters
should be prepared for each service and office, separating
the personnel thereof into three {3) shifts, one for each
normal elght hour operating period. Each roster should list
both paild and volunteer workers, indlcating in each instance
insofar as possible:

(1) Fields of competence

(2) Training status and exercise participation
record

(3) Civil Defense duty assignhment

(4) Addresses ---home and business -- and tele-
phone number at each place.

d. An alerting pattern for each service andg office
should be established and made known to all personnel therein,

e. Training programs for each service and office
should be established in coordination with the training serv-
ice. Progressive training and training exercises should be
conducted for all personnel.

f. Tables of equipment and allowances should be
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established for each office and agency, showing the minimum
necessary equipment and supplies needed for operations, This
should be coordinated with the Supply Service and arrangements
should be made for securing such necessary equipment and sup-
plies, Current inventories should be maintained at all times.

g. In collaboration with the Trangportation Service,
arrangements should be made for the use of such additional
vehicles as wlll be required by each service and office for
transporting the personnel thereof, and needed equipment and
supplies, to fhe primary or alternate Control Centers reloca-
tion sites, in the event evacuation from the Normal Control
Center is ordered,

h. All services and offices should maintain inventor--
ies of resources on a current basis and make continulng efforts
to secure new or additlional information on resource availabll-
ity.

2., Strategic Alert (six hours or more)

a. Each service and office will man its component at
the Normal Control Center, utilizing "shift" #1 therefor. This
shift will activate the Communication System, and take such
other actlions as are necessary to ready the Civil Defense Organ-
ization for emergency operations. "Shifts" #2 and #3 will
proceed to the relocation site (or alternate relocation site
as determined by the CDD) activate the Communication System
and prepare for emergency operation from this location. The

CDD wlll determine and announce for control purposes the
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primary and secondary operational control site. The primary
site will then assume operational control. Personnel will be
adjusted to permlt round-the-clock operation at the primary
site. Operatlons at the secondary site will be closed down
or operated on a stand-by basis as determined by the CDD.

(1) The shifts activating the relocation sites
(or alternate relocation sites) will take with them such
essentlal equipment, supplles, records and maps as are nec-—-
essary to insure continulty of operations, in the event of
the evacuation of the Normal Control Center,

3. Tactical Warning (thirty minutes to six hours)

a. All Civil Defense forces and the general public
will be alerted by means of the Alr Warning System, Emergen-
¢y CONELRAD programs wilill be released.

b. Activation of State and lower echelons Control
Center will be ordered. A cadre of key personnel from shift
#2 will proceed to the Normal State Control Center and acti-
vate the Civil Defense Organization for emergency operations
on a stand-by basis. "Shift" 1 and 3 together with the balahce
of "shift" 2 will proceed to the relocation site or alternate
relocation site (as determined by the CDD) and take such
actions as are necessary to ready the Civil Defense Organiza-
tion for emergency Opefations.

¢, Operational control will be transferred from the
Normal State Control Center, and at all lower echelons Control

Centers, located within the areas to be evacuated, to the
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relocation site or alternate relocation site as determined by
the CDD.

d. All Standard Operating Procedures (SOP's) which
have been developed for this period will be initiated.

€, The staffs of the Staﬁe Control Center and of all
Control Centers located within the Target Areas, will evacuate
concurrently with the general population. On arrival at the
respective relocation sites, all staff members will report to
their assigned component at the relocation Control Center,

4, Attack Imminent (thirty minutes or less), All per-

sonnel will take the best available cover or other survival
action as prescribed in survival and evacuation plan.

5. Post-attack

a, As soon as the situation ﬁermits surviving Control
Center personnel will proceed to their designated places of
emergency operation duty.

b. A1l applicable Standard Operating Procedures
ghould be implemented and such other action taken as is

appropriate to the post-attack situation and reguirements,

June 10, 1958 35



CIVII, DEFENSE 3TAFF OFFICERS MANUAL

TENTATIVE TABLE OF ORGANIZATION APPENDIX II

NOTE: This computation is based on the concept that each
essential position (represented on the various o#ganizational
charts in the Iowa Civil Defense QOperational Plan) should be
manned by three persons, one for each eight hour shift. Under
this concept, each Service Chief should have two Deputies
(or one Deputy and one Assistant Chief or Executive Qfficer);
and Division and Branch personnel should be allocated in such
numbers that either the Chief or Acting Chief 1is on duty on
each shift, |

It must be realized that at any given time the ftotal
numbers of personnel actually available for the pogitions
listed herein, may be for one reason or another less than
shown, Therefore, 1t 1s necessary that all personnel be
trained for the next higher position, and in dépth for the
same position, to permit shifting of personnel between posi-
tlons, and to enable personnel to function in more than one
position,

TOP DIRECTION PERSONNEL

1. Governors Office Governor
Lieutenant Governor
Administrative Assistants
Clerical Personnel
Drivers, Messengers, ete.

2. State Civil De~ State Civil Defense Director
fenge Dlrectors Office

"o o e

June 10, 1958 App. 2-1



3.

Chief Deputy State Director
Liaison Officers
Clerks, Messengers, ete.

Of fice Deputy Deputy Director

Director Operations
Assistant Deputy Directors

Clerical, etec.

- Office Deputy Deputy Director

Director Intelligence
Assistant Deputy Directors

Clerical, etc.
Office Deputy Deputy Director
Director Persohnnel
& Administratilon Assistant Deputy Director

Clerical, ete,.

Qffice Deputy Deputy Director
Director Loglstics '
& Support Assistant Deputy Directer

Clerical, etc.

Office Deputy Deputy Director
Director Special _
Services Assistant Deputy Director

Clerical, etg.
Total Top Direction Personnel

OPERATING SERVICES

Police Service Service Chief & Depﬁties
Division & Branch Chlefs
Clerical, etec.

Fire & Rescue Service Chiefs & Deputies

Service

Division & Branch Chilefs
Clerical, etc.

Engineer Service Service Chilef & Deputies
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4., Health & Medical
Service

5. Welfare Service

Division & Branch Chlefs
Clericail, etec,

Service Chiefs & Deputies
Division & Branch Chiefs
Clerical, etec.

Service Chief & Deputies
Division & Branch Chlefs

Clerical, etec.

Total Operating Services Personnel

INTELLIGENCE SERVICES

1. Intelligence
Service

2. Radiological
Service

3. Emergency Informa-
tion Service

“Service Chief & Deputies

Division & Branch Chiefs
Clerical, etc.

Service Chief & Deputies
Division & Branch Chiefs
Clerical, etec,

Service Chief & Deputiles
Division & Branch Chiefs

Clerical, etec,

Total Intelligence Services Personnel

PERSONNEL AND ADMINISTRATIVE SERVICES

1, Legal Bervice

2. Economic Controls
& Requirements

June 10, 1958

Sefvice Chlef & Deputies

Division & Branch Chiefs

" Clerical, ete.

Service Chief & Deputies

Division & Branch Chiefs
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Clerical, etec.
Fiscal Service Service Chief & Deputies
Divislon & Branch Chiefs
Clerical, etec.
Headquarters Admin- Service Chief & Deputies
1stration Service
Division & Branch Chiefs

Cilerical, etec.

S5 b 8 e o [

Total Personnel & Administration Service Personnel 162

LOGISTICS AND SUPPORT SERVICES

Communication & Service Chlef & Deputies

Attack Warning

Service Division & Branch Chiefs
Clerical, etc.

Transportation Service Chief & Deputies

Service
Division & Branch Chiefs
Cleriecal, ete.

Supply Service Service Chief & Deputies
Divislon & Branch Chiefs
Clerical, etec,

Manpower Service Service Chief & Deputies

Division & Branch Chiefs

Clerlcal, etc.

Total Logistics and Support Services Personnel

SPECIAL SERVICES

Tralnling Service Service Chief & Deputles
Division & Branch Chiefs

Clerical, etc.
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2. Religious Affairs  Service Chlef & Deputies _;i*%
Division & Branch Chlefs _é_;
Clerical, ete, 3
3. Industrv & Service Chief & Deputies 6
Instltutions
Division & Branch Chiefs 30
Clerical, etec. 16
4, wWarden Service Service Chlef & Deputies 3
Divlision & Branch Chlefs 3
Clerical, etc, 3
Total Special Services Personnel o1
RECAPTITULATION
Top Direction Personnel 74
Operating Services Personnel 178
Intelligence Services Personnel 75
Personnel & Administrative Services Personnel 162
Logistics & Support Services Personnel 166
Special Services Personnel _91
Total Personnel _T46
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CIVIL DEFENSE STAFF OFFICERS MANUAL

IOWA CIVIL DEFENSE CONTROL CENTER LOCATIONS
APPENDIX IIT

Listed below are the normal locations of the Iowa State Civil
Defense Control Center, the Command Area and Target Area Control
Centers. Also shown are the cities selected as the relocation
site and the alternate relocatlon site of each such Control Center
in the event of a Civll Defense emergency requiring such reloca-
tion, (In any such emergency, fallout considerations and/or other

exlgencies may requilre deviatlons from the sites listed.)

Control Center Normal Relocation Alternate

Designation Location Site Relocation
_ . Site

Icowa State Control Center Des Molines Ames Jowa Falls

Command Area Control Centers

c/a-1 Des Moines Stuart Boone .
C/A-2 Burlington Ottumwa Mt.Pleasant
C/A-3 Davenport Muscatine Maguoketa
C/A-L Cedar Raplds Towa City Oskaloosa
C/A~5 Waterloo Charles Clty. Osage
C/A~6 Fort Dodge Webster City Mason City
C/A-T Sioux City Storm Lake Spencer
c/A-8 Counclil Bluffs Atlantic Carroll
Target Area Control Centers
T/8-1 Cedar Rapids Oskaloosa Iowa City
T/A-2 Counecil Bluffs Carroll Atlantic
T/A-3 Davenport Maquoketa Muscatine
T/4-4 Des Moines Boone Stuart
T/4-5 Dubuque West Union Decorah
T/A-6 Sioux City Spencer Storm Lake
T/A-T7 Waterloo Osage Charles City

Due to space limitation in the relocation citles, it is not
comtemplated that all personnel who are assigned to the relocated
State Control Center (or to a particular Conitrol Center at any
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lower echelon) will be able in all cases to operate in the same
headquarters' building., Ordinarily it will be possible to house
in the prinecipal ("main") bullding only the Governor and his
staff, the Civil Defense Director and hls staff, the Chiefs of
the various services and such other key personnel as the struc~
ture will accommodate and as determined by the CDD. In such
event, the remalilning members of the respective service gtaffs -
usually under the charge of one of the Service Chiefs (as deter-
mined by the CDD) - will be housed in nearby buildings in the
same clty, or even 1ln adjacent cities and towns as the clrcum-
stances require; due provision being made in advance for adequate
llailson and communication facilities between the "main head-
guarters”" and the other bulldings comprising the Control Center
as a whole., The Administfative Chief at each echelon is assigned
the duty of correlating the selection by the various Services |
concerned of such "overflow buildings". In making such selections,
1f it 18 necegsary to go outslde of the clty designated as the
relocation site, the clty selected as the alternate relocation
site should be avolided, that city belng reserved for occupation
by the Control Center as a whole if and when the relocation site

becomes untenable.
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