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I. PURPOSE
The purpose of this document is to establish a policy for the use of the Shared Annotations tool, a feature provided by the Datamark ResponseAssist mapping software. This tool can provide situational awareness for Emergency Communication Specialists for all PSAPs in the State of Maine which displays identified road closures or other events and concerns. 

II. DEFINITIONS 

a. Annotation is a tool used to add explanatory notes or comments on the ResponseAssist map, including start and end dates and times.
b. Emergency Services Communication Bureau (ESCB) is the Bureau within the Public Utilities Commission, which is responsible for the statewide implementation and management of 9-1-1.
c. Emergency Communications Specialist is an employee of a PSAP who has successfully completed the Emergency Telecommunicator Certification as required by the ESCB.
d. Public Safety Answering Point (PSAP) is a physical or virtual entity where 9-1-1 calls are received that is responsible for directly dispatching emergency services or, through transfer routing or relay routing, passing 9-1-1 calls to public or private safety agencies.

III. POLICY
It shall be the direction of the Emergency Services Communication Bureau for (insert PSAP name) to follow the procedures set forth in this policy to add, edit, or delete shared annotations which have statewide visibility among all PSAPs. Annotations may include temporary closures due to vehicle accidents, special events, short or long-term road closures, and other situations that may disrupt emergency response. 

IV. GENERAL
A. Annotation Ownership: The PSAP creating the annotation is considered the owner and is responsible for modifying or removing the annotation.

V. PROCEDURE
Creation of an Annotation
1. An ECS should seek supervisor approval prior to entering an annotation unless doing so would impact emergency response.
2. The annotation must include the PSAP name, start date, and anticipated end date. This information must also be entered into the Annotation Tracking Log (See attachment). 

Deletion of the Annotation
1.The Annotation Tracking Log should be reviewed, at least daily, by a supervisor who is responsible for any modifications or deletions of annotations. Any annotation deletion (or modification) should be done by a supervisory-level employee or their designee. Such modifications should be completed in a timely manner to prevent confusion among PSAPs and emergency responders. 
