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Incident Date:

Incident Location:

Incident Description:

Use of this manual shall be under the authority of, and in conjunction with, the Joplin / Jasper County Local Emergency Operations Plan.  All operations in the EOC shall be managed within the mandates and recommendations of the Incident Command System (ICS) and the National Incident Management System (NIMS).

Basic Instructions for Activating the

Emergency Operations Center
A.  Determine the appropriate level of EOC response - Level II or I - and staff accordingly.
Note: Level III is basically a “heads-up” notification level.  If you are going to open the EOC due to an incident, then you should declare one of the following two levels of notification.


Level II:  An incident that requires a major response and a significant commitment of resources from several agencies, but still within the capabilities of local resources to control.  (Example:  localized flooding; isolated tornado damage; localized hazmat event.)  The EOC may be partially activated by notifying needed staff according to the scope of the event.

Level I:  An incident that requires an extensive response and commitment of resources from all departments/agencies and could necessitate requesting outside assistance.  (Example: major tornado damage over large areas; extensive flooding; any incident requiring an evacuation of a large area or number of people.) The EOC will be fully staffed with representatives from each department/agency.
Basic Instructions for Activating the

 Emergency Operations Center
B.  Then, as appropriate, perform each task listed below.  (Note that each task number corresponds to an equivalent tab number.)

___
1.  Open the EOC
         ___
2.  Appoint Chief Executive, Policy Group and EOC Manager.

___   3.  Establish Command Staff by appointing Officers and 


assigning work areas.
A. Public Information Officer

B. Liaison Officer


___   4.  Establish General Staff by appointing Section 



Chiefs and assigning work areas.

A. Operations Section Chief
B. Planning Section Chief
C. Logistics Section Chief
D. Finance / Admin Section Chief
C.  Review Assignments for each Officer/Section Chief (Note: Checklists and/or Responsibility Lists are provided with each Section in this manual.  A copy of this manual is located in each Section box in the EOC.)
1.  Open the EOC

“Open the EOC”
___  1.  Turn on the lights.  Open the EOC storage area (keys are in the EM 
office upstairs).
___  2.  Arrange tables and chairs in an appropriate manner.  Enter the EOC 
storage area (keys are in the EM office upstairs) and remove the divider 
panels, then place panels on three sides of each Section table (see 
illustration on next page).
___  3.   Enter the EOC storage area and roll the ICS rack into the EOC.  Note 
that each box on the rack is labeled by Section.  Place appropriate box 
at each Section table.
____4.  Each Section Chief should take out the contents of his/her box, attach phones, arrange supplies and post signage.  Note that Section Assignments / Duties are in the EOC Ops manual, a copy of which is in each box.

___  5.  See illustration on next page for a suggested table arrangement for the 
EOC.  Feel free to vary 
according to the event needs:  Note that the 
Section tables are placed at each PC/phone “drop”.  There is also a 
“drop” in the ceiling above the conference table location.
___  6.  Contact IS to ensure: PC’s are properly installed and running at each 
Section table; Phones are in working order; Wi-Fi is turned on and 
working; Overhead projector works (secure remote control from EM 
office upstairs); Wall mounted TV works (secure remote control from 
EM office upstairs); Wall mounted TV in Fire Training room works;  
Printers and fax machine outside Fire Training Officer’s office all work.
___  7.  Contact Communications to ensure radios are installed & running.  
There is one radio for each of the four Sections.
___  8.  Contact the Chief of Police and request a guard be placed at the door 
at the top of the West stairwell entrance.  Said guard will record 
information on all persons entering and leaving the EOC.  Guard 
materials are located on the ICS rack box labeled “Executive Section”.

___9.  Issue ICS ID cards or vests as appropriate. 
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This is the basic layout of how the Emergency Operations Center (EOC) is currently designed to be used.  Each box represents one table with dividers placed on three sides.  Each table will have phones with individual extensions.  The phones and outlets are marked appropriately.  Computer access is also provided, as available. While paper and pencils are usually available, each department head is expected to bring his/her own writing supplies, copy of the Emergency Operations Plan, and Resource Lists.  The Section names in the boxes are only suggestions.  Actual assignments will depend on the situation.  The PIO Section will most likely be placed in the Fire Training Room or other appropriate location.
Overview of the Major Management Functions of the
Emergency Operations Center:

This is the basic organizational chart for EOC operations. These position titles and descriptions apply whether we are handling a routine emergency, organizing for a major non-emergency event, or managing a response to a major disaster. Which positions are activated depends on the incident/event type, size and complexity.  
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Chief Executive: The Chief Executive is responsible for EOC operations including the development and implementation of strategic decisions and for approving the ordering and releasing of resources.
· Policy Group: Advises Chief Executive on policy, procedures and legal matters.

· EOC Manager:  Responsible for the day-to-day management of the EOC 
· Public Information Officer:  Conduit for internal and external information flow.
· Liaison Officer:  Primary contact for supporting agencies.
· Operations: Provides administrative support to the on-scene operations. 
· Planning: Collects, evaluates, processes and disseminates information to develop and track goals and objectives for the incident. Prepares and documents the Incident Action Plan to accomplish the objectives. Maintains resource status, and documentation for incident records.
· Logistics: Provides support, resources, and all other services needed to meet the operational objectives. 

· Finance/Administration: Monitors costs related to the incident. Provides accounting, procurement, time recording, and cost analyses.

2. Appoint:

 Chief Executive
Policy Group
EOC Manager
Chief Executive:

Paperwork Instructions

As a leader you have been given a certain area of responsibility. The paperwork for this section consists of two pages:

Page 1 (City of Joplin EOC Assignments):  This page consists of:

1. The EOC Chain-of-Command chart and where your section fits into the overall scheme.

2. A brief summary of the duties of your section.

3. A list of Agencies & their Representatives who would normally work in your section during an event requiring activation of the EOC.

4. May also contain a short list of responsibilities assigned to your section.

Page 2 (Unit Log):  ICS Form 214.  This page consists of:

1. Personnel Roster Assigned Section – List personnel assigned to this section.

2. An activities log specific to your section.

3. Please write in the log any significant events taking place in your section during the event.  This is our permanent record of your section’s personnel and their actions.
Page 3 (General Message):  ICS Form 213.  Use this page to write any messages you may wish 
to pass on to any other section or personnel.
These pages are to be used:

1. During an activation of the EOC.

2. As a means of updating your replacement, should such a situation arise.  An example of this would be a shift change.

3. As a permanent record after the EOC is deactivated.

When your section has been deactivated please return these pages, and any additional notes you have made, to the person designated to collect all EOC event records.

CITY OF JOPLIN
EOC ASSIGNMENTS
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Summary of Duties:  The Chief Executive is responsible for oversight and approval of strategy for incident operations, and, approval of major expenditures related to those operations.

Agencies & Their Representatives Normally Assigned to the Executive Section:
· Senior Elected Official of the Political Sub-Division having authority, or his/her designee.
DUTIES: Chief Executive
The Chief Executive is responsible for: implementing jurisdictional policies and procedures; oversight and approval of strategy for incident operations; approval of major expenditures related to those operations.
· Assess incident situation. 
· Obtain incident briefing and Initial Briefing Form (ICS Form-201).

· A summary of the incident organization.

· A review of current incident field status and activities.

· Status of resources already dispatched.

· Special instructions, including specific delegation of authority to carry out particular functions.

· Review the initial strategic objectives.

· Initiate Disaster Proclamation and Delegation of Authority when available.

· Activate elements of the EOC Management Team as needed. 
· Assign individuals to Staff positions as needed.

· Initiate strategic objectives.

· Approve and authorize implementation of Incident Action Plan.

· Review Incident Action Plan for compliance with established strategy.

· Monitor resource utilization.  Approve expenditures over $_________
· Authorize release of information to news media.
· Review materials submitted by the information officer for release to the news media.

· Coordinate releases with other agency officials.

· Ensure that public officials are available for press conferences.

· Insure Incident Status Summary (ICS Form-209) is completed and forwarded to Elected Officials and Emergency Management.
· Maintain Unit Log (ICS Form-214).
DUTIES: Policy Group
The Policy Group is responsible for advising the Chief Executive on matters pertaining to jurisdictional policies, procedures and legal matters which may affect management of the incident.

This Group is usually made up of elected officials and/pr their designees, selected from the political sub-divisions affected by the incident.
DUTIES: EOC Manager
DUTIES: The Emergency Operations Center Manager is responsible for carrying out the directives of the Chief Executive, overseeing the day-to-day activities of the EOC and ensuring appropriate sanitation, security, and facility management.

Duties related to the initial setup and operation of the EOC:

· Determine personnel support requirements for the Emergency Operations Center facility.

· Identify additional personnel required for establishing, operating, and demobilizing the Emergency Operations Center.

· Request additional personnel from Facilities Unit Leader. Request should include:

· Number of personnel needed

· Qualifications

· Reporting location

· Reporting time

· Release any excess personnel.

· Obtain necessary equipment and supplies.

· Determine Emergency Operations Center requirements.

· Review the incident action plan and logistics section instructions to determine the expected duration and scope of incident.

· Review any agency pre-plans to identify applicable facilities, locations, and layouts.

· Plan layout of Emergency Operations Center facility.

· Determine services to be established at the Emergency Operations Center.

· Kitchen

· Feeding area

· Sanitation

· Sleeping

· Showers

· Supplies

· Medical

· Communications Center

· Message Center

· Determine the following requirements for the Emergency Operations Center.

· Space

· Specific location

· Access

· Lighting

· Security

· Safety

· Plan Emergency Operations Center layout in accordance with the requirements listed on the previous page. When using an established facility, use pre-planned layout.

· Notify Facilities Unit Leader of established layout.

· Ensure that all facilities and equipment are set up and properly functioning.

· Make sleeping area assignments and arrangements.

· Ensure strict compliance with all applicable safety and health regulations.

· Ensure that all facility maintenance services are provided.

· Determine the types of maintenance services required, such as sanitation showers, policing, lighting, and safety.

· Determine and request the number and type of personnel needed to perform maintenance services.

· Provide Security Services.
· Determine areas within the Emergency Operations Center where security must be provided.

· Determine and request the number and type of personnel needed to provide security services.

· Duties related to the ongoing, day-to-day operations of the EOC:
· Obtain briefing from the Chief Executive and/or previous shift EOC Manager.
· Planning
· Ensure planning meetings are conducted. 
· Schedule meeting times and location.

· Notify participants as necessary. 

· Monitor the develop the strategic objectives (ICS Form-202) for Incident Action Plan.

· Participate in development of Incident Action Plan for next operational period.

· Help prepare logistics service and support requirements associated with the Incident Action Plan (e.g., communications plan).

· Review Incident Action Plan for compliance with established strategy.

· Verify that objectives are incorporated and prioritized.

· Make any required changes and prior to release of plan.

· Staff activity.
· Oversee the adequacy of the general welfare and safety of EOC personnel.

· Remain available and in contact.

· Ensure that Liaison Officer is making periodic contact with participating agencies.

· Incident status.
· Review periodic situation reports.

· Review Incident Action Plan (Operations Planning Work Sheet, ICS Form-215) from the Operations Section Chief.

· Demobilization Plan.
· Review recommendations for release of resources and supplies from the Demobilization Unit.

· Schedule demobilization planning meeting.

· Ensure that current and future resource and supply requirements have been closely estimated.

· Establish general service and support requirements.

· Assist Planning Chief in documenting the Demobilization Plan.

· Review demobilization plan to determine scheduling for reduction of incident operations.

· Identify reduced requirements for Emergency Operations Center.

· Modify Emergency Operations Center planning based on reductions in personnel services.

· Demobilize the Emergency Operations Center following the reduction schedule.

· Return facility to normal usage.

· Maintain Unit Log (ICS Form-214).

	UNIT LOG
	1. Incident Name


	2. Date Prepared


	3. Time Prepared



	4. Unit Name/Designators


	5. Unit Leader (Name and Position)


	6. Operational Period



	7.
Personnel Roster Assigned

	Name
	ICS Position
	Home Base

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	8.
Activity Log

	Time
	Major Events

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	9. Prepared by (Name and Position)




	GENERAL MESSAGE

	TO:

	POSITION:


	FROM: 

	POSITION:


	SUBJECT: 

	DATE:

	TIME:



	MESSAGE:

	

	SIGNATURE:


	POSITION:



	REPLY:

	

	DATE:


	TIME:


	SIGNATURE/POSITION:




3.  Establish Command Staff by appointing Officers and assigning work areas:

3A. Public Information Officer

Public Information Officer:

Paperwork Instructions

As a section leader you have been given a certain area of responsibility. The paperwork for this section consists of two pages:

Page 1 (City of Joplin EOC Assignments):  This page consists of:

1. The EOC Chain-of-Command chart and where your section fits into the overall scheme.

2. A brief summary of the duties of your section.

3. A list of Agencies & their Representatives who would normally work in your section during an event requiring activation of the EOC.

4. May also contain a short list of responsibilities assigned to your section.

Page 2 (Unit Log):  ICS Form 214.  This page consists of:

1. Personnel Roster Assigned Section – List personnel assigned to this section.

2. An activities log specific to your section.

3. Please write in the log any significant events taking place in your section during the event.  This is our permanent record of your section’s personnel and their actions.

Page 3 (General Message):  ICS Form 213.  Use this page to write any messages you may wish 
to pass on to any other section or personnel.

These pages are to be used:

1. During an activation of the EOC.

2. As a means of updating your replacement, should such a situation arise.  An example of this would be a shift change.

3. As a permanent record after the EOC is deactivated.

When your section has been deactivated please return these pages, and any additional notes you may have made, to the person designated to collect all EOC event records.

CITY OF JOPLIN

EOC ASSIGNMENTS

Public Information Officer:
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Summary of Duties: Conduit for information flow both internally and externally.  See next page for a detailed listing.
Departments / Personnel Normally Assigned:

· City PIO
· Departmental PIO’s

Responsibilities:

· Advises the Chief Executive
· Establishes and operates within the Joint Information System (JIS)
· Ensures that decision makers and the public are informed
· Establishes a Joint Information Center (JIC).

1. Physical location where public information staff collocate

2. Provides the structure for coordinating and disseminating critical information
3. Includes representatives of all players in the response
4. Has procedures and protocols for communicating and coordinating with other JICs

DUTIES: Public Information Officer
· Obtain briefing from Chief Executive.
· Obtain the following information: 

· Current status of incident (ICS Form-209)

· Summary of incident organization (ICS Form-201, 203, 207)

· Instruction on the point of contact for media (e.g. EOC or other location.)

· Contact the jurisdictional agency to coordinate public information activities.
· Ensure that there is only one public or media contact point where other local, state, or federal agencies are involved with the incident management.

· If necessary, have Chief Executive ensure that there is no duplication of conflicting information.

· Identify site for press briefings and communicate with local, state, national, and international media.

· Set time for press briefings and ensure that team members who will participate are on time.

· Clear all releases through process approved by Executive Section in a timely manner.

· Ensure that team members are available to media but do not interfere with team productivity.

· Establish single Joint Information Center (JIC) using the Joint Information System (JIS) as the standard operating procedure.
· Obtain approval location from Chief Executive.

· Inform media and the public of the location of the JIC and method(s) of access.

· Ensure that information centers are not duplicated.

· Arrange for necessary work space, materials, telephones, and staffing.

· Obtain copies of current ICS Form-209’s.

· Prepare information summary as soon as possible after arrival.
· Attend team Planning and Briefing Meetings.

· Monitor incident management team activity and work closely with Situation Unit Leader for updated status.

· Review all status reports (ICS Form-209’s) for changes.

· Provide Chief Executive with proposed media and public information summaries.

· Observe constraints on the release of information imposed by the Chief Executive. Establish guidelines for releasing public information.
· How often does the Chief Executive want to have media briefings?

· Who should attend media briefings?

· How often should written releases be made?

· Method preferred for release of information to evacuees and their families.

· Release of information on deceased names and numbers.

· Obtain approval for release from Chief Executive.

· Have clear understanding with Chief Executive on approval process for media or other information release.

· Establish who on Incident Management Team will have authority to clear information release in the absence of the Chief Executive.

· Release news to news media and post information in EOC and other appropriate locations.

· Attend meetings to update information releases.
· Stay current with meetings scheduled.

· If not available for scheduled meetings, appoint someone to take your place.

· Ensure that you are aware of meeting agenda so that you can be prepared to speak at the appropriate time.

· Keep your remarks concise and within the time allocated by the Planning Chief.

· Respond to special requests for information.
· Schedule periodic media briefing (once each day) where principal team members are available to the press.

· Any press relations should provide insulation, not isolation, between Incident Management Team and media.

· Media will go to where the story is and will not accept press briefings alone.

· Ensure that press does not enter any incident area without clearance from Executive Section.

· Ensure that media has a pool arrangement if excessive numbers of media personnel wish tours of the incident.
· Maintain Unit Log (ICS Form-214).

	UNIT LOG
	1. Incident Name


	2. Date Prepared


	3. Time Prepared



	4. Unit Name/Designators


	5. Unit Leader (Name and Position)


	6. Operational Period



	7.
Personnel Roster Assigned
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	ICS Position
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	9. Prepared by (Name and Position)




	GENERAL MESSAGE

	TO:

	POSITION:


	FROM: 

	POSITION:


	SUBJECT: 

	DATE:

	TIME:


	MESSAGE:

	

	SIGNATURE:


	POSITION:



	REPLY:

	

	DATE:


	TIME:


	SIGNATURE/POSITION:




3.  Establish Command Staff by appointing Officers and assigning work areas:

3B. Liaison Officer

Liaison Officer:

Paperwork Instructions

As a section leader you have been given a certain area of responsibility. The paperwork for this section consists of two pages:

Page 1 (City of Joplin EOC Assignments):  This page consists of:

1. The EOC Chain-of-Command chart and where your section fits into the overall scheme.

2. A brief summary of the duties of your section.

3. A list of Agencies & their Representatives who would normally work in your section during an event requiring activation of the EOC.

4. May also contain a short list of responsibilities assigned to your section.

Page 2 (Unit Log):  ICS Form 214.  This page consists of:

1. Personnel Roster Assigned Section – List personnel assigned to this section.

2. An activities log specific to your section.

3. Please write in the log any significant events taking place in your section during the event.  This is our permanent record of your section’s personnel and their actions.

Page 3 (General Message):  ICS Form 213.  Use this page to write any messages you may wish 
to pass on to any other section or personnel.

These pages are to be used:

1. During an activation of the EOC.

2. As a means of updating your replacement, should such a situation arise.  An example of this would be a shift change.

3. As a permanent record after the EOC is deactivated.

When your section has been deactivated please return these pages, and any additional notes you may have made, to the person designated to collect all EOC event records.

CITY OF JOPLIN

EOC ASSIGNMENTS

Liaison Officer:
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Summary of Duties: Primary contact between supporting agencies assisting at the incident. See next page for a detailed listing.
Departments / Personnel Normally Assigned:

· City Employee
· Non-Governmental Organization (NGO) Representative


Responsibilities: 

· Assist in establishing and coordinating interagency contacts.

· Keep agencies supporting the incident aware of incident status.

· Monitor incident operations to identify current or potential inter-organizational problems.

· Participate in planning meetings, providing current resource status, including limitations and capability of assisting agency resources
DUTIES: Liaison Officer
* Obtain briefing from Chief Executive (ICS Form-201).
* Obtain summary of the incident organization (ICS Form-203, 207).

* Companies/agencies currently involved in the incident.

* Special instructions from the Chief Executive.

* Incident Action Plan.

* Provide a point of contact for assisting/cooperating Agency Representatives.
* Identify assisting and cooperating companies and agencies from: incident briefing package, resource status lists, and EOC displays.

* Identify Agency Representatives from each agency including communications link and location.

* Ensure that assisting/cooperating agencies provide Agency Representatives to the Incident Management Team, i.e. American Red Cross, the Salvation Army, COAD, etc.
* Identify assisting and cooperating organizations/agencies from: incident briefing package, resource status lists, and EOC displays.

* Identify Agency Representatives from each organization/agency including communications link and location.

* Respond to requests from incident personnel for inter-organizational contacts.
* Receive requests for contacts between incident personnel and agency personnel.

* Identify appropriate personnel to contact (either incident or agency personnel).

* Establish contact with appropriate personnel.

* Take necessary action to satisfy requests.

* Monitor incident operations to identify current or potential inter-organizational problems.
* Receive complaints pertaining to matters such as logistical problems, inadequate communications, and strategic and tactical direction.

* Personally monitor response operations to identify current or potential liaison problems.

* Coordinate governmental cooperation aspects of media releases, working with the Information Officer and the Chief Executive. 

* Maintain Unit Log (ICS Form-214).

	UNIT LOG
	1. Incident Name


	2. Date Prepared


	3. Time Prepared



	4. Unit Name/Designators


	5. Unit Leader (Name and Position)


	6. Operational Period



	7.
Personnel Roster Assigned

	Name
	ICS Position
	Home Base

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	8.
Activity Log
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	Major Events

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	9. Prepared by (Name and Position)




	GENERAL MESSAGE

	TO:

	POSITION:


	FROM: 

	POSITION:


	SUBJECT: 

	DATE:

	TIME:



	MESSAGE:

	

	SIGNATURE:


	POSITION:



	REPLY:

	

	DATE:


	TIME:


	SIGNATURE/POSITION:




4.  Establish General Staff by appointing Section Chiefs and assigning work areas:

4A. Operations Section Chief

Operations Section Chief:

Paperwork Instructions

As a section leader you have been given a certain area of responsibility. The paperwork for this section consists of two pages:

Page 1 (City of Joplin EOC Assignments):  This page consists of:

1. The EOC Chain-of-Command chart and where your section fits into the overall scheme.

2. A brief summary of the duties of your section.

3. A list of Agencies & their Representatives who would normally work in your section during an event requiring activation of the EOC.

4. May also contain a short list of responsibilities assigned to your section.

Page 2 (Unit Log):  ICS Form 214.  This page consists of:

1. Personnel Roster Assigned Section – List personnel assigned to this section.

2. An activities log specific to your section.

3. Please write in the log any significant events taking place in your section during the event.  This is our permanent record of your section’s personnel and their actions.

Page 3 (General Message):  ICS Form 213.  Use this page to write any messages you may wish 
to pass on to any other section or personnel.

These pages are to be used:

1. During an activation of the EOC.

2. As a means of updating your replacement, should such a situation arise.  An example of this would be a shift change.

3. As a permanent record after the EOC is deactivated.

When your section has been deactivated please return these pages, and any additional notes you may have made, to the person designated to collect all EOC event records.

CITY OF JOPLIN

EOC ASSIGNMENTS

OPERATIONS SECTION CHIEF:
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Summary of Duties: Provides administrative support to the on-scene operations. See next page for a detailed listing.

Departments / Personnel Normally Assigned:

· Fire Department
· Police Department
· Public Works

· Health Department
NOTE:  The EOC Operations Section is NOT in charge of the scene, rather provides such support as the on-scene Incident Commander requires.
DUTIES: Operations Section Chief
The Operations Section Chief, a member of the general staff, is responsible for the management of all operations directly applicable to the primary mission.  Usually the primary mission of the EOC Operations Section Chief is to provide such support as the on-scene Chief Executive requests.  The EOC Operations Section Chief is not in charge of the scene itself.

· Obtain briefing from Chief Executive.

· Receive briefing from Chief Executive and obtain:

· Chief Executive’s Initial Briefing Report (ICS Form-201).

· Summary of resources dispatched to the incident.

· Initial instructions concerning work activities.
· Develop operations portion of Incident Action Plan.

· Discuss incident situation with immediate subordinates and obtain actions planned for subsequent operational period.

· Review operations based on information provided by Planning Section relating to:

· Resource availability.

· Situation status.

· Incident behavior prediction (e.g. fire, flood, haz-mat, tornado)

· Weather.

· Communications capability.

· Environmental impact and cost/resources use information.

· Develop planned operations as requested/required.

· Make resource assignments in conjunction with Resources Unit.
· Brief operations personnel on Incident Action Plan.

· Contact Resources Unit to identify such resources as have been dispatched to the incident.

· Conduct briefing meeting for Incident Action Plan and attachments.

· Make sure subordinates have the Incident Action Plan.

· Establish reporting requirements concerning execution of operations portion of the Incident Action Plan.

· Provide additional information as requested by subordinates.

· Supervise operations
· Receive information routinely or as requested about operations activities (e.g. work progress, plan modification, changes in direction of fire/spill) from the on-scene Incident Commander.

· Determine adequacy of operations progress by:

· Approving changes to Incident Action Plan as necessary.

· Providing information on above changes to Chief Executive and Planning Section Chief.

· Implement necessary changes in operations.

· Handle unresolved problems within Operations Section.

· Provide for the general welfare and safety of operations personnel.

· Establish and maintain Staging Areas, as requested/required by the on-scene Chief Executive.

· Identify:

· Required location(s) of Staging Area.

· Expected number and type of resources to be assembled in each area.

· Anticipated duration for use of each area.

· Determine if there is any need for temporary assignment of logistics service and support (fuel tender, food delivery, sanitation) to Staging Areas.

· Make arrangements for temporary logistics, if required, by notifying Logistics Section Chief.

· Assign a Staging Area Manager to each Staging Area, as appropriate.

· Determine need for additional resources.

· Evaluate progress of operations:

· Obtain latest situation report.

· Obtain latest incident behavior information, if possible.

· Receive and evaluate reports from operations personnel.

· If inadequacies in operations exist, determine the reason(s).

· If additional resources are required, request them from Resources Unit and provide:

· Type and quantity.

· Time and location of need.

· Supervisor and communications channel to use.

· Review suggested list of resources to be released.
· Review list of potential resources to be released provided by Planning Section Chief.

· Evaluate the adequacy of operations by reviewing:

· Latest situation status information.

· Latest incident predictions of disaster emergency effects.

· Reports from field personnel.

· Estimate current and future resource requirements.

· Submit list of resource requirements to Resource Unit.
· Initiate recommendation for release of resources.

· Designated resources recommended for release by:

· Type.

· Quantity.

· Location.

· Time.

· Present recommendations to the Chief Executive with supporting information.

· Report special incidents/accidents.

· Obtain information about special events from:

· Subordinates.

· Personal observation.

· On-scene personnel.

· Information shall contain:

· Nature of event.

· Location.

· Magnitude.

· Personnel involved (do not release names of victims or agency over radio).

· Initial action taken (e.g. helicopter picking up injured).

· Appropriate subsequent action.

· Request needed assistance (e.g. additional helicopters for evacuation of injured personnel).

· Submit report to Chief Executive.

· Maintain Unit Log (ICS Form-214).

	UNIT LOG
	1. Incident Name


	2. Date Prepared


	3. Time Prepared



	4. Unit Name/Designators


	5. Unit Leader (Name and Position)


	6. Operational Period



	7.
Personnel Roster Assigned

	Name
	ICS Position
	Home Base

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	8.
Activity Log

	Time
	Major Events

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	9. Prepared by (Name and Position)




	GENERAL MESSAGE

	TO:

	POSITION:


	FROM: 

	POSITION:


	SUBJECT: 

	DATE:

	TIME:



	MESSAGE:

	

	SIGNATURE:


	POSITION:



	REPLY:

	

	DATE:


	TIME:


	SIGNATURE/POSITION:




4.  Establish General Staff by appointing Section Chiefs and assigning work areas:

4B. Planning Section Chief

Planning Section Chief:

Paperwork Instructions

As a section leader you have been given a certain area of responsibility. The paperwork for this section consists of two pages:

Page 1 (City of Joplin EOC Assignments):  This page consists of:

1. The EOC Chain-of-Command chart and where your section fits into the overall scheme.

2. A brief summary of the duties of your section.

3. A list of Agencies & their Representatives who would normally work in your section during an event requiring activation of the EOC.

4. May also contain a short list of responsibilities assigned to your section.

Page 2 (Unit Log):  ICS Form 214.  This page consists of:

1. Personnel Roster Assigned Section – List personnel assigned to this section.

2. An activities log specific to your section.

3. Please write in the log any significant events taking place in your section during the event.  This is our permanent record of your section’s personnel and their actions.

Page 3 (General Message):  ICS Form 213.  Use this page to write any messages you may wish 
to pass on to any other section or personnel.

These pages are to be used:

1. During an activation of the EOC.

2. As a means of updating your replacement, should such a situation arise.  An example of this would be a shift change.

3. As a permanent record after the EOC is deactivated.

When your section has been deactivated please return these pages, and any additional notes you may have made, to the person designated to collect all EOC event records.

CITY OF JOPLIN

EOC ASSIGNMENTS

PLANNING SECTION CHIEF:


[image: image7]
Summary of Duties: The Planning Section Chief oversees all incident-related data gathering and analysis regarding incident operations and assigned resources, develops alternatives for tactical operations, conducts planning meetings, and prepares the IAP for each operational period. This individual will normally come from the jurisdiction with primary incident responsibility and may have one or more deputies from other participating jurisdictions.
See next page for a detailed listing of duties.

Departments / Personnel Normally Assigned:
· As needed, depending on the event

· Most usually representatives from the other Sections.
Responsibilities:
· Tracking resources assigned to the incident.

· Collecting, evaluating, and displaying incident intelligence and information. 

· Preparing and documenting Incident Action Plans. 

· Conducting long-range and/or contingency planning. 

· Developing plans for demobilization. 

DUTIES: Planning Section Chief
The Planning Section Chief, a member of the Executive Section’s General Staff, is responsible for the collection, evaluation, dissemination, and use of information about the development of the incident and status of resources. Information is needed to: understand the current situation; predict probable course of incident events; and prepare alternative strategies and control operations for the incident.

 Obtain briefing from Executive Section.

 Summary of resources dispatched to the incident (ICS Form-201).

 Initial instructions concerning Planning Section work priorities.

 Activate Planning Section Units as necessary.

 Estimate personnel and work schedules required.

 Appoint individuals to fill positions in Planning Section.

 Reassign initial response personnel to Incident Management Team positions as appropriate.
 Notify Resources Status Unit of Planning Section Units activated, including names and locations of assigned personnel.

 Establish information requirements and reporting schedules for the Incident Management Team.

 Ensure Information Officer is informed of the status of the emergency response.

 Provide Logistic Section Chief with information on resources (e.g., personnel, equipment, and supplies) and the status of resources related to the response.

 Ensure all legal requirements are complied with and communicated to the incident.

 Update Executive Section and Incident Management Team Section Chiefs.

 Establish the planning cycle schedule for the development of the Incident Action Plan for the Incident Management Team.

 Establish schedules and locations for the planning cycle meetings (i.e. incident objectives, tactics, planning, operation shift briefing) for the Incident Management Team.

 Supervise preparation of Incident Action Plan.

 Establish information requirements and reporting schedules for use in preparing Incident Action Plan.

 Present general objectives including alternatives.

 Participate in discussion of specific operations being considered and provide detailed information concerning: resource availability, situation status, weather, communications capabilities and needs, and environmental impact assessments.

 Verify that all operations support and resources needs are coordinated with Logistics Section prior to release of the Incident Action Plan.

 Ensure that local jurisdictions are contacted for situation reports.

 Document and distribute the Incident Action Plan to appropriate units after approval by the Executive Section. Ensure system is established to distribute material and information to local jurisdictions.

 Coordinate Incident Action Plan changes with General Staff personnel and distribute those changes.

 Assemble information on alternative strategies.

 Review current situation status, resource status, weather conditions, and prediction reports for current incident status.

 Develop alternative strategies using necessary personnel.

 Identify critical resources required to implement alternative incident control operations.

 Document alternatives for presentation to Executive Section and Staff.

 Identify need for use of specialized resources.

 Request personnel with required special knowledge/experience to be assigned to Planning Section.

 Ensure that systems are established that will facilitate the collection, analysis, verification, and dissemination of information on the status of critical response resources.

 Perform operational planning for Planning Section.

  Provide periodic predictions on incident potential.

 Obtain latest incident prediction information from technical specialists and other resources as appropriate.

 Compile and display incident status summary information.

 Display the Incident Management Team personnel assignments showing the chain of command (ICS Form-207).

 Receive information from: Situation Status Unit, Resources Status Unit, Technical Specialists, incident prediction.

 Specify location and method of display.

 Repeat procedures at intervals specified by the Executive Section or upon occurrence of significant events.

 Advise General Staff of any significant changes in incident status.

 Provide information needed by the IMT Section Chiefs for coordination and mitigation of the incident. 
 Identify geographical areas, counties, cities, towns or villages especially vulnerable to the incident.

 Provide information related to areas requiring temporary assistance to protect against or mitigate danger, damage or loss from the incident.

 Develop incident Transportation Plan.

 Supervise Planning Section units.

 Prepare and distribute Executive Section’s orders.

 Document all formal operational orders given by the Executive Section.

 Identify organizational elements responsible for executing orders given as necessary.

 Review trends and issues that may need to be addressed.

 Instruct Planning Section units in distribution of incident information.

 Ensure that normal agency information collection and reporting requirements are being met.

 Prepare recommendations for release of resources for submission to the Executive Section.

 Maintain Unit Log (ICS Form-214).




       

 
	UNIT LOG
	1. Incident Name


	2. Date Prepared


	3. Time Prepared



	4. Unit Name/Designators


	5. Unit Leader (Name and Position)


	6. Operational Period



	7.
Personnel Roster Assigned

	Name
	ICS Position
	Home Base

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	8.
Activity Log

	Time
	Major Events

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	9. Prepared by (Name and Position)




	GENERAL MESSAGE

	TO:

	POSITION:


	FROM: 

	POSITION:


	SUBJECT: 

	DATE:

	TIME:


	MESSAGE:

	

	SIGNATURE:


	POSITION:



	REPLY:

	

	DATE:


	TIME:


	SIGNATURE/POSITION:




CITY OF JOPLIN

EOC ASSIGNMENTS

PLANNING SECTION – Resources Unit:
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Summary of Duties: Conducts check-in of and maintains status of incident resources.

Physical resources consist of personnel, teams, facilities, supplies, and major items of equipment available for assignment to or employment during incidents. The Resources Unit makes certain that all assigned personnel and other resources have checked in at the incident. This unit should have a system for keeping track of the current location and status of all assigned resources and should maintain a master list of all resources committed to incident operations.

See page for a detailed listing of duties.

Departments / Personnel Normally Assigned:

· As needed, depending on the event

· Most usually representatives from the other Sections.

DUTIES: Resource Status Unit Leader
The Resource Status Unit Leader is responsible for: establishing all incident check-in activities; the preparation and processing of resource status change information; the preparation and maintenance of displays, charts, and lists that reflect the current status and location of critical resources, transportation, and support vehicles; and to maintain a master check-in list of resources assigned to an incident.

 Report to and obtain briefing and special instructions from Planning Section Chief.

 Establish check-in functions as required. (Check-in List, ICS Form-211).

 Using the Incident Briefing (ICS Form-201), prepare and maintain the EOC display including the organization chart (ICS Form-207), resource allocation (ICS Form 201, 204), and deployment sections.

 Assign duties to Resources Status Unit personnel.

 Confirm dispatch and estimated time of arrival of ordered Resource Status Unit personnel. Request additional personnel or release of excess personnel.

 Establish contacts with incident facilities by telephone or through communications center and begin maintenance of resource status.

 Participate in Planning Section meetings as required by the Planning Section Chief.

 Gather, post, and maintain incident resource status.

 Dispatch communication centers for designations and ETA’s for units dispatched to the incident.

 Check-in List (ICS Form-211) for information on resources as they arrive at the EOC or the scene of the incident and are checked in.

 Incident communications centers for status change information on resources, transportation and support vehicles.

 Incident Briefing Form (ICS Form-201) for status change information on equipment and personnel currently at the incident and that en route. Similar information can be obtained from the Incident Action Plan.

 Planning meetings and tactics meetings for information on critical resources assigned to meet future operational needs.

 Transportation unit for current status information on transportation and support vehicle inventories.

 Special instructions from the Planning Section Chief on status of the incident.

 Gather, post, and maintain resource status of transportation, and support vehicles and personnel.

 Maintain master roster of all resources checked-in at the incident.

 Prepare Organization Assignment List (ICS Form-203) and Organization Chart (ICS Form-207).
 Obtain organization information and names of all IMT personnel which include:

 Executive Section and Command Staff.

 Section Chiefs.

 Branch Directors.

 Division/Group Supervisors.

 Unit Leaders.

 Support personnel.

 Receive changes to organization staffing.

 Once prepared, the Organization Chart (ICS Form-207) becomes part of the Incident Action Plan.

 Prepare appropriate parts of Division/Group Assignment Lists (ICS Form-204).

 The Division/Group Assignment Lists should be prepared prior to or for each operational period and should be attached to the Incident Action Plan.

 Division/Group Assignment Lists contain the following information:

 The Branch number and Division/Group name and /or letter.

 Identification (designator) of Single Resources assigned to the Division/Group to include name of Leader and number of personnel. 

 A statement of the control objectives assigned to the Division/Group.

 Any special instructions (e.g., safety message (ICS Form-223).

 Provide resource summary information to Situation Unit as requested.

 Receive order to demobilize Resources Unit.

 Dismantle and store Resource Unit displays.

 List expendable supplies that need replenishing, and file with Supply Unit Leader.

 Maintain Unit Log (ICS Form-214).

CITY OF JOPLIN

EOC ASSIGNMENTS

PLANNING SECTION – Situation Unit:


[image: image9]
Summary of Duties:  Collects and analyzes information on the current situation.
The Situation Unit collects, processes, and organizes ongoing situation information; prepares situation summaries; and develops projections and forecasts of future events related to the incident. The Situation Unit also prepares maps and gathers and disseminates information and intelligence for use in the IAP. This unit may also require the expertise of technical specialists and operations and information security specialists.
See next page for a detailed listing of duties.

Departments / Personnel Normally Assigned:

· As needed, depending on the event

· Most usually representatives from the other Sections.

DUTIES: Situation Status Unit Leader
The Situation Status Unit Leader is responsible for the collection and organization of incident status and situation information. Also responsible for the evaluation, analysis, and display of that information for use by Incident Management Team personnel, agency dispatchers and the EOC.

 Obtain briefing and special instructions from the Planning Section Chief. 

 Obtain copies of the Initial Briefing Form (ICS Form-201), Incident Status Summaries (ICS Form-209) and other reports.
 Prepare and maintain EOC display.

 Assign duties to Situation Unit personnel.
 Confirm dispatch and estimated time of arrival of ordered Situation Unit personnel. Request additional personnel or release of excess personnel as appropriate.
 Collect incident data at earliest possible opportunity and continue for duration of incident.

 Before the Situation Unit can display information on maps and charts, or prepare forms or reports, it may be necessary to organize and evaluate a large amount of data. Several steps and procedures may assist in performing this activity:

 Sort the data into required categories of information (e.g., geographic areas, counties, cities, towns or villages especially vulnerable to the incident, values and risk data, incident facilities locations).

 Review all data for completeness, accuracy, and relevancy.

 Make preliminary posting on displays in Situation Unit work area.

 Request missing and/or additional information.

 Analyze information for inclusion in the Incident Action Plan, Incident Status Summaries (ICS Form-209), status boards, maps, displays and briefings.

 Ensure that information has been verified prior to use by IMT personnel.

 Distribute the information to IMT personnel and other requesting personnel and organizations, on an as needed basis.

 Establish weather data collection systems when necessary.

 Advise Planning Section Chief of any significant changes in the status of the incident.

 Prepare predictions of incident events at periodic intervals or upon request of the Planning Section Chief.

 As appropriate, develop and initiate a monitoring/intelligence gathering program to ensure the exact location and boundaries of the incident.

 Monitoring intelligence gathering program can include visual observations as well as the use of remote sensing equipment.

 Monitoring/intelligence gathering should be done in conjunction with the technical evaluation and IMT personnel involved with damage assessment.

 The timing of monitoring/intelligence gathering missions should be coordinated to provide the required information for the Planning Meeting and preparation of the Incident Action Plan.

 Post data on unit work displays and EOC displays at scheduled intervals.

 Select appropriate maps based on location of incident.

 Trim and post maps on EOC displays and in Situation Unit work area. The situation display at the EOC should accommodate topographic maps or charts of the affected areas.

 Prepare Mylar overlays for use with the base maps and charts. Use the recommended color coding which allows for drawing over previously displayed information with later data.

 Post chart and map symbols. Use the common USGS map symbols to display situation information on overlays.

 Update the display periodically so that current information is available to EOC personnel.

 Participate in Planning Meetings as required.

 Prepare the Incident Status Summary Form (ICS Form-209).

 An Incident Status Summary Form (ICS Form-209) will be prepared by the Situation Unit in cooperation with the Resource Unit prior to each planning meeting.

 Once completed, the Incident Status Summary Form is submitted to the Documentation Unit for duplicating and distribution to the General Staff, coordinating agencies, and affected communities. The form contains the following types of information.

 IMT General Staff assignments.

 Jurisdictional, assisting, and cooperating agencies involved.

 Incident origin.

 Incident situation (e.g., personnel evacuated or hospitalized, extent of damage).

 Current weather.

 Critical resources assigned to the incident.

 Other information as requested.

 Ensure that reports are updated on a periodic basis and unnecessary data is removed from the reports.

 Note trends and issues that may need to be addressed by Section Chiefs.

 Prepare Transportation Plan, external and internal to the incident, for approval by the Planning Section Chief.

 Provide photographic and video services and maps.

 In addition to maintaining the EOC map and chart displays, the Situation Unit is responsible for creating the maps and charts that accompany the Incident Action Plan and also for acquiring specialized maps and charts at the request of the general staff personnel. Features to be included on these maps and charts may include:

 Outstanding terrain and ocean features.

 Division/Branch/Group locations and areas of responsibility.

 Staging Areas and other incident facilities.

 Hazardous areas.

 Aid stations.

 Wind speed and direction.

 Incident origin.

 Include the same basic map symbols on the Incident Action Plan maps as is used on the EOC situation display.

 Give originals of the Incident Action Plan maps to the documentation unit for reproduction.

 Photographic and video services can be provided through the Situation Unit to authorized IMT personnel.

 Photographers required for the incident are assigned to the Situation Unit, which responds on a priority basis.

 Photography may be used for accident coverage, recording of operations activities, public information releases, damages assessment, etc.

 The Situation Unit Leader coordinates arrangements for timely photo processing, either through on site lab or via contract service by a commercial processing firm.

 Provide resource and situation status information in response to specific requests.

 Monitor televised, electronic, print media and other sources for information.

 Maintain Situation Unit records.

 Receive order to demobilize unit.

 Dismantle unit displays and place in storage.

 List expendable supplies that need replenishing and file with Supply Unit.

Maintain Unit Log (ICS Form-214).

CITY OF JOPLIN

EOC ASSIGNMENTS

PLANNING SECTION – Documentation Unit:
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Summary of Duties:  Provides documentation services including the written Incident Action Plan (IAP).
The Documentation Unit maintains accurate and complete incident files, including a complete record of the major steps taken to resolve the incident; provides duplication services to incident personnel; and files, maintains, and stores incident files for legal, analytical, and historical purposes. Documentation is part of the Planning Section primarily because this unit prepares the IAP and maintains many of the files and records that are developed as part of the overall IAP and planning function.
See next page for a detailed listing of duties.

Departments / Personnel Normally Assigned:

· As needed, depending on the event

· Most usually representatives from the other Sections.

DUTIES: Documentation Unit Leader
The Documentation Unit Leader is responsible for the: maintaining accurate and complete incident files; providing duplication services to incident personnel; and packaging and storing incident files for legal, analytical, and historical purposes.

 Obtain briefing from Planning Section Chief.

 Establish work areas.

 Ensure adequate clerical support in place to assist in the documentation process.

 Establish and organize incident files.

 To facilitate the establishment and maintenance of the EOC files, the following file headings are suggested:

 Incident Briefings.

 Incident Action Plan (include in this file all original attachments to the Incident Action Plan).

 Incident Situation Status.

 Unit Logs.

 Check-in Lists.

 Each official form or report will be filed and the information in the EOC files will be sequenced chronologically. Forms to be filed are:

 Incident Action Plan. 

 Organization Chart (ICS Form-207).

 Group Assignment Lists (ICS Form-204).

 Incident Communications Plan (ICS Form-205).

 Medical Plan (ICS Form-206).

 Topographic map or charts.

 Incident Status Summary (ICS Form-209).

 Check-in List (ICS Form-211).

 Unit Logs (ICS Form-214).

 Support Vehicle Inventory (ICS Form-218).

 In addition, the following information should be obtained from the indicated sources:

 Estimate of incident expenditures for the previous 24 hour period, total costs to date, and projected total costs from the Finance Section Chief.

 Information about resources threatened or lost.

 Equipment maintenance records from Transportation Unit.

 The documentation to be filed should be original documentation including the Unit Logs. Digital photographs and videos can be utilized through the Situation Unit to document EOC maps, display boards, and damage assessment surveys performed in the field. 

 These data should be reviewed for completeness and accuracy, and corrections should be requested as appropriate. The IMT files should be stored in a convenient, secure location.

 Establish duplication service and respond to requests.
 Retain and file duplicate copies of official forms and reports.

 Accept and file reports and forms submitted to unit by incident organizations.

 Check the accuracy and completeness of records 
submitted for files.

 Correct errors, omissions and missing forms by contacting appropriate IMT units.

 Provide duplicates of forms and reports to authorized requesters.

 Prepare incident documentation for Planning Section Chief when requested.

 Maintain, retain, and store incident files for after incident use.

Maintain Unit Log (ICS Form-214).

The IAP will normally consist of the Incident Objectives (ICS 202), Organization Chart (ICS 203), Division Assignment List (ICS 204), and a map of the incident area. Larger incidents may require additional supporting attachments, such as a separate Communications Plan (ICS 205), a Medical Plan (ICS 206), and possibly a Traffic Plan. The Planning Section Chief must determine the need for these attachments and ensure that the appropriate units prepare such attachments. For major incidents, the IAP and attachments will normally include the items listed in below.
		Components
	Normally Prepared By


	

Common Components
Incident Objectives (ICS 202) 
Executive Section 
Organization List or Chart (ICS 203) 
Resources Unit
Assignment List (ICS 204) 
Resources Unit 
Communications Plan (ICS 205) 
Communications Unit 
Logistics Plan 
Logistics Unit 
Responder Medical Plan (ICS 206) 
Medical Unit
Incident Map 
Situation Unit
Health and Safety Plan 
Safety Officer
Other Potential Components
(Scenario dependent)
Air Operations Summary 
Air Operations
Traffic Plan 
Ground Support Unit 
Decontamination Plan 
Technical Specialist 
Waste Management or Disposal Plan 
Technical Specialist 
Demobilization Plan 
Demobilization Unit 
Operational Medical Plan 
Technical Specialist 
Evacuation Plan 
Technical Specialist
Site Security Plan 
Law Enforcement Specialist 
Investigative Plan
Law Enforcement Specialist 
Evidence Recovery Plan 
Law Enforcement Specialist 
Other 
As Required



	Incident Objectives
	1.  Incident Name
	2.  Date Prepared
	3.  Time Prepared

	
	 
	 
	 

	
	
	
	

	4.  Operational Period (Date and Time)
	 

	
	

	5.  General Control Objectives for the Incident (include Alternatives)

	 

	 

	 

	6. Objectives for this Operational Period

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	7.  Weather Forecast for Operational Period

	 

	 

	 

	 

	 

	8.  General Safety Message

	 

	 

	 

	 

	9. Attachments (Mark if attached)

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	
	Organization List - ICS 203
	 
	
	Medical Plan - ICS 206
	 
	
	(Other)

	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	 
	
	Div. Assignment Lists - ICS 204
	 
	
	Incident Map
	 
	
	

	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	 
	
	Communications Plan - ICS 205
	 
	
	Traffic Plan
	 
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	10.  Prepared by (PSC)
	11.  Approved by (IC)

	 
	 

	
	

	ORGANIZATION ASSIGNMENT LIST
	9.          Operations Section

	1. Incident Name
	 
	Chief
	 

	2. Date
	 
	3. Time
	 
	Deputy
	 

	4. Operational Period
	 
	a.          Branch I - Division/Groups

	5.          Executive Section and Staff
	Branch Director
	 

	Executive Section
	 
	Deputy
	 

	Deputy
	 
	Division/Group
	 

	Safety Officer
	 
	Division/Group
	 

	Information Officer
	 
	Division/Group
	 

	Liaison Officer
	 
	Division/Group
	 

	6.          Agency Representative
	Division/Group
	 

	Agency
	Name
	b.          Branch II - Division/Groups

	 
	 
	Branch Director
	 

	 
	 
	Deputy
	 

	 
	 
	Division/Group
	 

	 
	 
	Division/Group
	 

	 
	 
	Division/Group
	 

	 
	 
	Division/Group
	 

	 
	 
	Division/Group
	 

	 
	 
	C.           Branch III - Division/Groups

	 
	 
	Branch Director
	 

	 
	 
	Deputy
	 

	 
	 
	Division/Group
	 

	7.          Planning Section
	Division/Group
	 

	Chief
	 
	Division/Group
	 

	Deputy
	 
	Division/Group
	 

	Resource Unit
	 
	Division/Group
	 

	Situation Unit
	 
	d.           Air Operations Branch

	Documentation Unit
	 
	Air Operations Branch Director
	 

	Demobilization Unit
	 
	Air Attack Supervisor
	 

	Technical Specialists
	 
	Air Attack Supervisor
	 

	Human Resources
	 
	Helicopter Coordinator
	 

	Training
	 
	Air Tanker Coordinator
	 

	 
	 
	10.          Finance Section

	 
	 
	Chief
	 

	 
	 
	Deputy
	 

	 
	 
	Time Unit
	 

	8.         Logistics Section
	Procurement Unit
	 

	Chief
	 
	Comp/Claims Unit
	 

	Deputy
	 
	Cost Unit
	 

	Supply Unit
	 
	 

	Facilities Unit
	 
	Prepared by (Resource Unit Leader)

	Ground Support Unit
	 
	 

	Communications Unit
	 
	

	Medical Unit
	 
	

	Security Unit
	 
	

	Food Unit
	 
	


	DIVISION ASSIGNMENT LIST
	1. Branch
	2. Division/Group

	
	 
	 

	3. Incident Name
	4. Operational Period

	 
	Date:
	
	Time:
	

	
	
	
	
	

	5. Operations Personnel

	Operations Chief
	 
	Division/Group Supervisor
	 

	Branch Director
	 
	Air Attack Supervisor No.
	 

	6. Resources Assigned this Period

	Strike Team/Task Force/Resource Designator
	Leader
	Number Persons
	Trans. Needed
	Drop Off PT./Time
	Pick Up PT./Time

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	

	7. Control Operations
	 

	 

	 

	 

	 

	 

	8. Special Instructions
	 

	 

	 

	 

	 

	9. Division/Group Communication Summary

	Function
	Frequency
	System
	Channel
	Function
	Frequency
	System
	Channel

	Command
	 
	King
	 
	Logistics
	 
	King
	 

	
	 
	NIFC
	 
	
	 
	NIFC
	 

	Tactical Div/Group
	 
	King
	 
	Air to Ground
	 
	King
	 

	
	 
	NIFC
	 
	
	 
	NIFC
	 

	Prepared by (Resource Unit Ldr.)
	Approved by (Planning Sect. Chief)
	Date
	Time

	 
	 
	 
	 


	RADIO COMMUNICATIONS PLAN
	1. Incident
	2.When Prepared
	3. Operations Period 

	
	 
	 
	 

	
	
	
	

	4. Basic Radio Channel Utilization

	Radio Type/Cache
	Channel
	Function
	Freq / Tone
	Assignment
	Remarks

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	 
	 
	 
	 
	 
	 

	
	
	
	
	
	 

	5. Prepared by (Communications Unit)
	 

	 

	


	MEDICAL PLAN
	1. Incident Name
	2. Date Prepared
	3. Time Prepared
	4. Operational Period

	
	 
	 
	 
	 

	5. Incident Medical Aid Station

	Medical Aid Stations
	Location
	Paramedics
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	6. Transportation

	A. Ambulance Services
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	B. Incident Ambulances

	Name
	Location
	Paramedics

	
	
	Yes 
	No

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	7. Hospitals

	Name
	Address
	Travel Time
	Phone
	Helipad
	Burn Center
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	8. Medical Emergency Procedures

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	9. Prepared by (medical Unit Leader)
	10. Reviewed by (Safety Officer)

	 
	 


CITY OF JOPLIN

EOC ASSIGNMENTS

PLANNING SECTION – Demobilization Unit:
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Summary of Duties: Assists in ensuring resources are released as required.
The Demobilization Unit develops an Incident Demobilization Plan that includes specific instructions for all personnel and resources that will require demobilization. This unit should begin its work early in the incident, creating rosters of personnel and resources and obtaining any missing information as check-in proceeds.

Departments / Personnel Normally Assigned:

· As needed, depending on the event

· Most usually representatives from the other Sections.

DUTIES: Demobilization Unit Leader
The Demobilization Unit Leader is responsible for the preparation of the Demobilization Plan and assisting incident Sections/Units in insuring that an orderly, safe, and cost effective movement of personnel and equipment is accomplished from the incident.

 Obtain briefing from Planning Section Chief.

 Review incident resource records (Initial Briefing Form, ICS Form-201; Check-in List, ICS Form-21, ICS Form-219) to determine probable size of demobilization effort.

 Assess and fill unit needs for additional personnel, work space, and supplies.

 Obtain Executive Section’s objectives, priorities, and constraints on demobilization.

 Meet with Agency Representatives to determine:

 Agencies not requiring formal demobilization.

 Personal rest and safety needs.

 Coordination procedures with cooperating assisting agencies.

 Be aware of ongoing Operations Section’s resource needs.

 Obtain identification and description of surplus resources, and probable release times.

Determine Finance, Supply, and other incident check-out stops.

 Evaluate incident logistics and transportation capabilities to support the demobilization effort.

 Establish communication’s link with appropriate off-incident facilities.

 Prepare Demobilization Plan including the following sections:

 GENERAL - Discussion of demobilization procedure.

 RESPONSIBILITIES - Specific implementation responsibilities and activities.

 RELEASE PRIORITY - According to agency and kind and type of resources.

 RELEASE PROCEDURES - Detailed steps and process to be followed.

 DIRECTORIES - Maps, telephone numbers, instructions, and other needed items.

 Obtain approval of Demobilization Plan from Planning Section Chief.

 Distribute plan to each processing point on and off incident.

 Ensure that all Sections/Units understand their responsibilities within the Demobilization Plan.

 Monitor implementation of Demobilization Plan.

 Assist in the coordination of Demobilization Plan.

 Brief Planning Section Chief on progress of demobilization.

 Complete all records prior to departure.

 Maintain Unit Log (ICS Form-214).

Space reserved for Demob Form ICS221

	Instructions for completing the Demobilization Checkout (ICS form 221)
Prior to actual Demob Planning Section (Demob Unit) should check with the Command Staff (Liaison Officer) to determine any agency specific needs related to demob and release.  If any, add to line Number 11.

	Item No.
	Item Title
	Instructions

	1.
	Incident Name/No.
	Enter Name and/or Number of Incident.

	2.
	Date & Time
	Enter Date and Time prepared.

	3.
	Demob. No.
	Enter Agency Request Number, Order Number, or Agency Demob Number if applicable.

	4.
	Unit/Personnel Released
	Enter appropriate vehicle or Strike Team/Task Force ID Number(s) and Leader’s name or individual overhead or staff personnel being released.

	5.
	Transportation
	Enter Method and vehicle ID number for transportation back to home unit.  Enter N/A if own transportation is provided.  Additional specific details should be included in Remarks, block # 12.

	6.
	Actual Release Date/Time
	To be completed at conclusion of Demob at time of actual release from incident.  Would normally be last item of form to be completed.

	7.
	Manifest
	Mark appropriate box.  If yes, enter manifest number.  Some agencies require a manifest for air travel.

	8.
	Destination
	Enter the location to which Unit or personnel have been released.  i.e.  Area, Region, Home Base, Airport, Mobilization Center, etc.

	9.
	Area/Agency/

Region Notified
	Identify the Area, Agency, or Region notified and enter date and time of notification.

	10.
	Unit Leader Responsible for Collecting Performance Ratings
	Self-explanatory.  Not all agencies require these ratings.

	11.
	Resource Supervision
	Demob Unit Leader will identify with a check in the box to the left of those units requiring check-out.  Identified Unit Leaders are to initial to the right to indicate release.

Blank boxes are provided for any additional check, (unit requirements as needed), i.e.  Safety Officer, Agency Rep., etc.

	12.
	Remarks
	Any additional information pertaining to demob or release.

	13.
	Prepared by
	Enter the name of the person who prepared this Demobilization Checkout, including the Date and Time.


4.  Establish General Staff by appointing Section Chiefs and assigning work areas:

4C. Logistics Section Chief

Logistics Section Chief:

Paperwork Instructions

As a section leader you have been given a certain area of responsibility. The paperwork for this section consists of two pages:

Page 1 (City of Joplin EOC Assignments):  This page consists of:

1. The EOC Chain-of-Command chart and where your section fits into the overall scheme.

2. A brief summary of the duties of your section.

3. A list of Agencies & their Representatives who would normally work in your section during an event requiring activation of the EOC.

4. May also contain a short list of responsibilities assigned to your section.

Page 2 (Unit Log):  ICS Form 214.  This page consists of:

1. Personnel Roster Assigned Section – List personnel assigned to this section.

2. An activities log specific to your section.

3. Please write in the log any significant events taking place in your section during the event.  This is our permanent record of your section’s personnel and their actions.

Page 3 (General Message):  ICS Form 213.  Use this page to write any messages you may wish 
to pass on to any other section or personnel.

These pages are to be used:

1. During an activation of the EOC.

2. As a means of updating your replacement, should such a situation arise.  An example of this would be a shift change.

3. As a permanent record after the EOC is deactivated.

When your section has been deactivated please return these pages, and any additional notes you may have made, to the person designated to collect all EOC event records.

CITY OF JOPLIN

EOC ASSIGNMENTS

LOGISTICS SECTION CHIEF:
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Summary of Duties: Provides support, resources, and all other services and supplies needed to meet the operational objectives. The Logistics Section meets all support needs for the incident, including ordering resources through appropriate procurement authorities from off-incident locations. It also provides facilities, transportation, supplies, equipment maintenance and fueling, food service, communications, and medical services for incident personnel. The Logistics Section is led by a Section Chief, who may also have a deputy.
See next page for a detailed list of duties.
Departments / Personnel Normally Assigned:

· As needed, depending on the event

· Most usually representatives from the other Sections.

DUTIES: Logistics Section Chief
The Logistics Section Chief, a member of the General Staff, is responsible for providing facilities, services, and materials in support of the incident. The Logistics Section Chief participates in development and implementation of the Incident Action Plan and activates and supervises the Branches and Units within the Logistic Section.

· Obtain briefing from Executive Section.

· Review Incident Situation Status Report (ICS Form-209).

· Plan organization of Logistic Section.

· Determine from the Executive Section’s briefing which Units should be activated.

· Anticipate the need for a Deputy Logistics Section Chief.
· Review existing Logistic Section Unit staffing. Identify needed or surplus personnel in consultation with Unit Leaders.
· Coordinate Unit involvement:
· Evaluate Unit Leaders performance on an on-going basis, replace if necessary.

· Ensure horizontal communication is taking place with other functional units.

· Resolve problems early; involve Section Chief if appropriate.

· Keep Resource Status Unit advised on ordered items and ETAs.

· Assign work locations and preliminary work tasks to Section personnel.

· Assemble and brief Logistics Section:

· Provide summary of the incident situation.

· Provide summary of the kind and extent of logistics support the IMT may be asked to provide.

· Provide Unit Leaders with position checklist of duties and responsibilities.

· Provide Unit Leaders with assignments and specific actions which require immediate attention.

· Instruct Unit Leaders to identify functional needs for their respective Units. These should be reviewed and approved by the Logistics Section Chief before orders are placed.

· Notify Resources Unit of Logistics Section Units activated including names and locations of assigned personnel.

· Assemble and brief Branch Directors and Unit Leaders.

· Participate in preparation of Incident Action Plan.

· Attend Planning Meeting. Determine from Planning Section Chief if meeting schedule is not posted.

· Provide input on current service and support capabilities. Identify types of resources which are in low supply and may necessitate allocation.

· Prepare the Logistics Section assignment for the next operational period based on the operational objectives generated at the Planning Meeting.

· Identify potential future operational needs so as to anticipate logistical requirements.

· Identify Service and Support requirements for planned and expected operations.

· Provide input to and review Communications Plan (ICS Form-205), Medical Plan (ICS Form-206), and Transportation Plan.

· Coordinate and process requests for additional resources.

· Receive requests for resources which are not available on a local or regional basis.

· Coordinate requests for additional resources so as to eliminate duplicate requests.

· Establish a flow for requests, both internal and external. Ensure adequate information is included with request. Provide confirmation/denial of requests and ETA’s.

· Review Incident Action Plan and estimate Section needs for next operational period.

· Ensure incident Communications Plan (ICS Form-205) is prepared.

· Advise on current Service and Support capabilities.

· Prepare Service and Support elements of the Incident Action Plan.

· Estimate future Service and Support requirements.
· Receive Demobilization Plan from Planning Section.

· Recommend release of Unit resources in conformity with Demobilization Plan. 

· Ensure general welfare and safety of Logistic Section personnel.

· Ensure oversight and management of contractors providing services to the incident.

· Maintain Unit Log (ICS Form-214).

	UNIT LOG
	1. Incident Name


	2. Date Prepared


	3. Time Prepared



	4. Unit Name/Designators


	5. Unit Leader (Name and Position)


	6. Operational Period



	7.
Personnel Roster Assigned

	Name
	ICS Position
	Home Base

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	8.
Activity Log

	Time
	Major Events

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	9. Prepared by (Name and Position)




	GENERAL MESSAGE

	TO:

	POSITION:


	FROM: 

	POSITION:


	SUBJECT: 

	DATE:

	TIME:



	MESSAGE:

	

	SIGNATURE:


	POSITION:



	REPLY:

	

	DATE:


	TIME:


	SIGNATURE/POSITION:




Not all of the Units may be required; they will be established based on need. The titles of the Units are descriptive of their responsibilities. 
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The Logistics Service Branch can be staffed to include a:

· Communications Unit: Prepares and implements the Incident Communication Plan (ICS-205), distributes and maintains communications equipment, supervises the Incident Communications Center, and establishes adequate communications over the incident. 

· Medical Unit: Develops the Medical Plan (ICS-206), provides first aid and light medical treatment for personnel assigned to the incident, and prepares procedures for a major medical emergency. 

· Food Unit: Supplies the food and potable water for all incident facilities and personnel, and obtains the necessary equipment and supplies to operate food service facilities at Bases and Camps. 

· Supply Unit: Determines the type and amount of supplies needed to support the incident. The Unit orders, receives, stores, and distributes supplies, and services nonexpendable equipment. All resource orders are placed through the Supply Unit. The Unit maintains inventory and accountability of supplies and equipment. 

· Facilities Unit: Sets up and maintains required facilities to support the incident. Provides managers for the Incident Base and Camps. Also responsible for facility security and facility maintenance services: sanitation, lighting, cleanup. 

· Ground Support Unit: Prepares the Transportation Plan. Arranges for, activates, and documents the fueling, maintenance, and repair of ground resources. Arranges for the transportation of personnel, supplies, food, and equipment. 

CITY OF JOPLIN

EOC ASSIGNMENTS

LOGISTICS SECTION – Communications Unit:
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Summary of Duties:  Responsible for developing plans for the use of incident communications equipment and facilities; installing and testing of communications equipment; supervision of Incident Communications Center; and the distribution and maintenance of communication equipment.
See the next page for a detailed listing of duties.

Departments / Personnel Normally Assigned:
· Joplin Communications
· Joplin Information Systems 
Responsibilities:
· Advise on communications capabilities/limitations.

· Establish and supervises the Incident Communications Center and Message Center.

· Oversee distribution, maintenance and recovery of communications equipment, e.g. portable radios, cell phones.

· Provide technical advice on:

1. Adequacy of communications

2. Geographical limitations

3. Equipment capabilities

4. Amounts and type of equipment available
DUTIES: Communications Unit Leader

The Communications Unit Leader is responsible for: developing plans for the effective use of incident communications equipment and facilities; installing and testing of communications equipment; supervision of the Emergency Operations Center Communications; distribution of communications equipment to Incident Management Team personnel; and the maintenance and repair of communications equipment.

· Obtain briefing from Logistics Section Chief or Service Branch Director if activated.
· Determine what immediate needs exist on a priority basis for equipment.

· Determine Unit personnel needs.
· Order and verify ETA of Communications Unit personnel.

· Assign Communications Unit personnel to operator positions (Communications Center, Message Center), Runners, as well as Incident Dispatchers.

· Advise on communications capabilities and/or limitations.

· Prepare and implement the Incident Radio Communications Plan (ICS Form-205).

· Attend Logistics Section planning meeting.

· Review Incident Action Plan objectives to determine the feasibility of providing the required communications support.

· Inform the appropriate IMT personnel of communication deficiencies. Develop plan for correcting deficiencies.

· List the radio channel and frequency for each affected jurisdiction, (ICS Form-217).

· Prepare radio requirement worksheet, (ICS Form-216). 

· Ensure the EOC Communications Center and Message Center are established.

· Establish the Message Center and verify that there are appropriate supplies.

· Notify EOC personnel that the Message Center is in operation, including the identification of and restrictions on radio frequencies, phone lines, fax lines currently in use.

· Establish appropriate communications distribution and maintenance locations within the EOC, shelters, others.

· Ensure communications systems are installed and tested.

· Set up the telephone and public address systems.
· Develop a telephone communications plan for the EOC to include the following;

· Determine specific organizational elements to be assigned telephones.

· Determine all locations to be serviced by telephones such as message center, press and public information locations, EOC sections, etc.

· Determine number of incoming telephone trunks currently in service.

· Determine whether additional trunk lines are necessary and order them.

· Determine which telephone trunks should be used by what personnel and for what purpose. Assign specific telephone numbers for incoming calls and report these numbers to off-site parties such as local jurisdictions, state and federal agencies.

· Establish locations for installation of additional telephone trunks and handsets and placement of fax machines and computer terminals.

· Identify any additional communications equipment, e.g. mobile telephone, portable land line service and portable microwave, required to implement the telephone communications plan. Request additional equipment from Supply Unit.

· Establish and post any specific procedures for use of EOC telephone equipment.

· Ensure an equipment accountability system is established.

· Inventory communications equipment at incident. Inventory should contain the following information:

· Equipment type.

· Make and model.

· Serial or property number.

· Condition of equipment (operable or inoperable).

· Record inventory information of equipment assigned to Communications Unit.

· Ensure personal portable radio equipment from cache is distributed per Incident Radio Plan, (ICS Form-205).
· Provide technical information as required on:

· Adequacy of communications systems currently in operation.

· Geographic limitations on communications systems.

· Equipment capabilities.

· Amount and types of equipment available.

· Anticipated problems in use of communications equipment.

· Maintain records on all communications equipment as appropriate.
· Maintain inventory of assigned equipment.

· Identification of assigned equipment.

· Assignment to an individual.

· Provide security for un-issued radios.

· Ensure equipment is tested and repaired.

· Recover equipment from relieved or released units.

· Maintain Unit Log (ICS Form-214).

	RADIO COMMUNICATIONS PLAN
	1. Incident
	2.When Prepared
	3. Operations Period 

	
	 
	 
	 

	
	
	
	

	4. Basic Radio Channel Utilization
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	5. Prepared by (Communications Unit)
	 

	 

	


CITY OF JOPLIN

EOC ASSIGNMENTS

LOGISTICS SECTION – Medical Unit:
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Summary of Duties:  Develops and implements an incident medical plan. See next page for a detailed list of duties.
Departments / Personnel Normally Assigned:
· Joplin City Health Department
· LEPC Medical Sub-Committee as needed
Responsibilities:

· Determine level of emergency medical activities prior to activation.

· Acquire and manage medical support personnel.

· Establish procedures for handling serious injuries of responder personnel

· Responds to requests for:

1. Medical aid

2. Medical transport

3. Medical supplies

DUTIES: Medical Unit Leader
The Medical Unit Leader is responsible for the development of the Incident Medical Plan (ICS Form-206), obtaining medical aid and transportation for injured and ill Incident Management Team personnel, and preparation of reports and records. The Medical Unit may also assist operations in supplying medical care and assistance to civilian casualties at the incident.

· Obtain briefing from Logistics Section Chief or Service Branch Director if activated.

· Participate in Logistic Section and/or Service Branch planning activities.

· Determine level of emergency medical activities performed prior to activation of the Medical Unit.

· Obtain information on any injuries which occurred during initial response operations.

· Activate Medical Unit.
· Determine expected scope and location of response operations by reviewing Incident Action Plan and Logistics Section instructions.

· Determine Medical Unit activities required to support response operations considering:

· Number and location of aid stations.

· Number and location of stand-by ambulances, helicopters, and medical personnel to assign to the incident.

· Special medical problems e.g. hypothermia, dehydration, noxious fume inhalation, frostbite.

· Medical supplies needed.

· Seek input from medical consultants and local EMS officials.

· Inventory current medical supplies.

· Request additional medical personnel through the Supply Unit.

· Order additional supplies from the Supply Unit.

· Establish aid stations.

· Establish procedures for requesting ambulance service.

· Prepare the Incident Medical Plan (ICS Form-206).

· Identify medical aid stations to be located at the EOC and other work locations.

· Identify and assign helicopters and other medical transportation available.

· Identify IMT personnel who should be notified in the event of any medical emergency.

· Prepare specific instructions for personnel to use in requesting medical aid.

· Request Communications Unit Leader review and approve the Medical Plan.

· Prepare procedures for major medical emergency.
· The Medical Unit Leader, in planning for a major medical emergency must consider the following:

· Hospital locations including those with special units, e.g. burn centers.

· Persons and phone numbers of hospital contacts.

· Helicopter landing facilities at above locations.

· Locations of incident medical personnel to transport to scene.

· Special equipment.

· Available ground and air resources that could be adapted to be used for medical evacuation in an emergency.

· Available medical transportation sources that are available in state.

· Determine the specific procedures for handling a major medical emergency (multi-casualty) to include: 

· Responsibilities and assignment of incident personnel.

· Establish procedures with the Communications Unit for requesting clear Command frequency for declaring a major medical emergency.

· Declare major medical emergency as appropriate.

· Respond to requests for medical aid.

· Receive normal requests for aid from the EOC Communications Center dispatchers or by personal contact. Obtain the following information:

· Location of problem.

· Type of problem.

· Magnitude of the problem.

· Determine appropriate action.

· Provide first aid at pre-established aid station.

· Provide first aid at work location.

· Provide transportation to a medical facility.

· Provide on-scene ALS care.

· Respond to requests for medical transportation.

· Respond to requests for medical supplies.
· Receive requests for medical supplies (e.g. cold, medicine, eye drops, aspirin).

· Seek advice from medical consultant if request involves prescription medicine.

· Determine if request item is in Medical Unit inventory.

· Provide item if available. If item is not in the inventory, either:

· Order item through the supply unit, or

· Give alternative instructions.

· Submit reports as directed.

· Maintain Unit Log (ICS Form-214).

	MEDICAL PLAN
	1. Incident Name
	2. Date Prepared
	3. Time Prepared
	4. Operational Period

	
	 
	 
	 
	 

	5. Incident Medical Aid Station
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	Location
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	Name
	Location
	Paramedics

	
	
	Yes 
	No

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	7. Hospitals

	Name
	Address
	Travel Time
	Phone
	Helipad
	Burn Center

	
	
	Air
	Ground
	
	Yes
	No
	Yes
	No

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 

	8. Medical Emergency Procedures

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	 

	9. Prepared by (medical Unit Leader)
	10. Reviewed by (Safety Officer)

	 
	 


CITY OF JOPLIN

EOC ASSIGNMENTS

LOGISTICS SECTION – Food Unit:
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Summary of Duties: Supplies the food needs for the entire incident.  See next tpage for a detailed listing of duties.

Departments / Personnel Normally Assigned:
· As needed, depending on the event

· Most usually representatives from the other Sections.


Responsibilities:

· Determine food and water requirements.

· Determine method of feeding best for each facility or situation.

· Obtain necessary equipment and supplies or contractors.

· Supervise food operations.

DUTIES: Food Unit Leader

The Food Unit Leader is responsible for determining feeding requirements at all incident facilities: menu planning; determining cooking facilities, required, food preparation and serving; providing potable water; and general maintenance of the food service areas.

· Obtain briefing from Logistics Section Chief.

· Determine location of working assignments, and number of personnel assigned to EOC, shelters, and other facilities.
· Establish locations for fixed feedings.

· Establish expected number of personnel to be fed at each location.

· Determine probable duration of the need for food services.

· Determine method of feeding to best fit each situation.

· Determine operational periods and establish feeding schedules.

· Consider food service contractor’s supply availability and turn-around times.

· Establish whether helicopter or vehicle support will be available for servicing site operations and other sites.

· Consider use of prepared meals for site operations.

· Determine delivery times and availability of transportation.

· Develop plan for feeding personnel in remote sites in the event of supply problems or inclement weather.

· Activate and monitor contracts and agreements to obtain necessary equipment and supplies to provide food catering service facilities.

· Verify that all meals are appealing and nutritious.

· Monitor food service to determine if changes need to be made in:

· Menus.

· Food handling.

· Cooking.

· Feeding areas.

· Monitor weather conditions so that an adequate supply of liquids can be maintained.

· Verify that feeding areas are kept clean and neat.

· Obtain feedback from other personnel on adequacy of food service and obtain suggestions for changes that could improve overall service.

· Obtain necessary equipment and supplies to operate food service facilities at EOC, shelters, and other facilities.

· Set up Food Unit equipment.

· Verify menus to ensure incident personnel of well-balanced meals.

· Ensure that sufficient potable water is available to meet all incident needs.

· Maintain casual meal invoicing and documentation process.

· Ensure that all appropriate health and safety measures are taken.

· Verify that the contractors meet requirements for health and safety.

· Make sanitation requirements known to the Facilities Unit Leader.

· Establish security requirements for kitchen and eating areas.

· Coordinate with Safety Officer and Facility Unit Leader.

· Supervise cooks and other Food Unit personnel.

· Keep inventory of food on hand, and check in food orders.

· Provide Supply Unit Leader with food supply orders.

· Demobilize Food Unit in accordance with Incident Demobilization Plan.
· Determine future feeding requirements (by meal) using Demobilization Plan.

· Review demobilization feeding plan with Logistics Section Chief.

· Establish schedule with Facilities Unit Leader for demobilization of food service contractor and feeding areas.

· Complete evaluation for food contractor services.

· Monitor clean-up and policing of kitchen and feeding areas.

· Maintain Unit Log (ICS Form-214).

CITY OF JOPLIN

EOC ASSIGNMENTS

LOGISTICS SECTION – Supply Unit:
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Summary of Duties: Orders, receives, processes and stores all incident-related resources.  See next page for a detailed listing of duties.
Departments / Personnel Normally Assigned:
· As needed, depending on the event

· Most usually representatives from the other Sections.

    Responsibilities:

· Provide input to Logistics Section planning activities.

· Provide supplies to Planning, Logistics, and Finance Sections.

· Determine the type and amount of supplies enroute.

· Order, receive, distribute and store supplies and equipment.

· Respond to requests for personnel, equipment and supplies.

· Maintain an inventory of supplies and equipment.

· Provide for service of reusable equipment, as needed.
DUTIES: Supply Unit Leader

The Supply Unit Leader is primarily responsible for; ordering personnel, equipment, and supplies; receiving and storing all supplies for the incident; maintaining an inventory of supplies; and servicing non-expendable supplies and equipment.

· Obtain briefing from Logistics Section Chief.
· Activate Unit and determine personnel and staffing needs.
· Consider whether 24-hour per day staffing is required.

· Scope of work will dictate the number and type of Ordering Managers to activate.

· Obtain from Facilities Unit information about Supply Unit facilities, such as location, space, access, security, and protection.

· Assign duties to Supply Unit personnel.
· Participate in Logistics Section/Support Branch planning activities.
· As requested by the Logistic Section Chief, attend Logistic Section planning meeting.

· Provide information and advice concerning supply activities as requested.

· Determine the type and amount of supplies en route.

· Contact the Resource Status Unit to obtain a listing of resources and supplies ordered (personnel, equipment, aircraft, supplies, etc.).

· Establish clearly defined time when the Supply Unit will assume responsibility for all ordering. This may require close coordination with the Resource Status Unit.

· Create a list which specifies where critical equipment, supplies, and transportation means are available.

· Arrange for receiving ordered supplies.
· Activate designated warehousing facilities and determine additional storage needs for arriving supplies:

· Amount of space needed.

· Access requirements.

· Safety and security needs.

· Select a location for receiving supplies in consultation with Facilities Unit and Finance Section Chief.

· Review Incident Action Plan for information on operations of supply unit.
· Develop and implement safety and security requirements.

· Order, receive, distribute, and store supplies and equipment.
· Receive and respond to requests for personnel, supplies and equipment.

· Maintain inventory of supplies and equipment.

· Service reusable equipment.

· Demobilize Supply Unit.

· Submit reports to the Logistic Section Chief or Support Branch Director if activated.

· Maintain Unit Log (ICS Form-214).

CITY OF JOPLIN

EOC ASSIGNMENTS

LOGISTICS SECTION – Facilities Unit:
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Summary of Duties: Sets up, maintains and demobilizes all incident support facilities.  See next page for a detailed listing of duties.
Departments / Personnel Normally Assigned:
· Parks & Recreation
· CVB
Responsibilities:

· Participate in Logistics Section planning activities.

· Determine requirements for each incident facility.

· Prepare layouts of facilities, informs appropriate unit leaders.

· Activate incident facilities.

· Obtain and supervises personnel to operate facilities.

· Provide facility maintenance services, e.g. sanitation, lighting, etc.

· Demobilize facilities.

DUTIES: Facilities Unit Leader

The Facilities Unit Leader is primarily responsible for the layout and activation of incident facilities; including the Emergency Operations Center and other facilities as needed. The unit provides for sleeping and sanitation facilities for the Incident Management Team and impacted populations, and manages Emergency Operations Center and other facility operations. Each facility is assigned a manager who reports to the Facilities Unit Leader and is responsible for managing the operation of the facility. The basic functions or activities of the Emergency Operations Center and others are to provide for security, general maintenance, supplies and equipment, and general supervision. The Facility Unit Leader reports to the Logistics Section Chief..

· Obtain briefing from the Logistics Section Chief or Support Branch Director if activated.

· Receive a copy of the Incident Action Plan.

· Participate in Logistic Section and/or Support Branch planning activities.

· Determine requirements for each facility to be established.
· Review the Incident Action Plan and Logistics Section planning instructions to determine:

· Expected duration and scope of the incident.

· Required number of facilities and types.

· Identify potential facilities, locations, and layouts. 

· Identify agencies and contractor’s capabilities to assist in providing facilities and services.

· Prepare layouts of incident facilities.
· Determine services to be established at each facility:

· EOC services; sanitation; sleeping; showers; Supply Unit; Medical Unit; incident Communication Center.

· In coordination with other Unit Leaders, determine the following requirements for each facility location: space; specific location; access; lighting; security; safety; and environment protection.

· Plan facility layouts in accordance with above requirements.

· Notify Unit Leaders of facility layout.

· Activate incident facilities.
· Assemble EOC and other facility personnel.

· Confirm arrival of required personnel.

· Give assignments.

· Obtain additional personnel as required.

· Verify that all assembled equipment is serviceable.

· Develop and implement EOC and other facility site security systems.

· Notify Logistics Section Chief or Support Branch Director if activated, when facilities are operational.

· Provide EOC and other facility managers.

· Obtain personnel to operate facilities.

· Provide sleeping facilities.

· Provide security services.
· Determine areas where security must be provided.

· Determine and request the number and type of personnel needed to provide security services.

· Request assistance from law enforcement agencies as required.

· Provide facility maintenance services, sanitation, lighting, and clean-up.

· Demobilize EOC and other facilities.

· Review demobilization plan to determine scheduling for reduction of incident operations.

· Identify reduced requirements for incident facilities and Facilities Unit activities.

· Modify Unit planning based on reductions in personnel services.

· Demobilize facilities following the reduction schedule.

· Maintain Facilities Unit records.

· Maintain Unit Log (ICS Form-214).

CITY OF JOPLIN

EOC ASSIGNMENTS

LOGISTICS SECTION – Ground Support Unit:
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Summary of Duties: Prepares the Transportation Plan. Arranges for, activates, and documents the fueling, maintenance, and repair of ground resources. Arranges for the transportation of personnel, supplies, food, and equipment. See the next page for a detailed listing of duties.

Departments / Personnel Normally Assigned:
· City Transportation Service
· OATS / MAPS
Responsibilities:

· Participate in Logistics Section planning activities.

· Prepares the Transportation Plan

· Covers all Transportation Needs

DUTIES: Transportation Unit Leader
The Transportation Unit Leader is primarily responsible for: support of out-of-service resources; transportation of personnel, supplies, food, and equipment; fueling, service, maintenance, and repair of vehicles and other ground support equipment; and implementing the Transportation Plan for the incident.

· Obtain briefing from Logistics Section Chief.

· Participate in Support Branch and for Logistic Section planning meetings.

· Support out-of-service resources.

· Implement Transportation Plan developed by the Planning Section.
· Review the transportation plan to determine activities, equipment, and transportation personnel required.

· Obtain needed personnel by submitting request to the Supply Unit.

· Coordinate and direct efforts of ground transportation.

· Notify Resources Status Unit of all changes on support and transportation vehicles.

· Arrange for and activate fueling, maintenance, and repair of ground transportation resources.

· Identify routine fueling and maintenance activities to be preplanned and scheduled.

· Maintain inventory of support and transportation vehicles (ICS Form-218).

· Provide transportation services.

· Review the Incident Action Plan for transportation requirements (types of vehicles or vessels) and when they will be required.

· Review inventory to determine availability of needed vehicles-vessels.

· Request additional vehicles/vessels from Supply Unit as required; giving type, time needed and reporting location.

· Schedule use of support vehicles/vessels.

· Requisition maintenance and repair supplies such as fuel and spare parts.

· Maintain incident records.

· Submit reports to Logistics Section Chief.

· Maintain Unit Log (ICS Form-214).

4.  Establish General Staff by appointing Section Chiefs and assigning work areas:

4D. Finance / Admin Section Chief

Finance / Administration Section Chief:

Paperwork Instructions

As a section leader you have been given a certain area of responsibility. The paperwork for this section consists of two pages:

Page 1 (City of Joplin EOC Assignments):  This page consists of:

1. The EOC Chain-of-Command chart and where your section fits into the overall scheme.

2. A brief summary of the duties of your section.

3. A list of Agencies & their Representatives who would normally work in your section during an event requiring activation of the EOC.

4. May also contain a short list of responsibilities assigned to your section.

Page 2 (Unit Log):  ICS Form 214.  This page consists of:

1. Personnel Roster Assigned Section – List personnel assigned to this section.

2. An activities log specific to your section.

3. Please write in the log any significant events taking place in your section during the event.  This is our permanent record of your section’s personnel and their actions.

Page 3 (General Message):  ICS Form 213.  Use this page to write any messages you may wish 
to pass on to any other section or personnel.

These pages are to be used:

1. During an activation of the EOC.

2. As a means of updating your replacement, should such a situation arise.  An example of this would be a shift change.

3. As a permanent record after the EOC is deactivated.

When your section has been deactivated please return these pages, and any additional notes you may have made, to the person designated to collect all EOC event records.

CITY OF JOPLIN

EOC ASSIGNMENTS

FINANCE / AMINISTRATION SECTION CHIEF:
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Summary of Duties: Monitors costs related to the incident. Provides accounting, procurement, time recording, and cost analyses.  See next page for a detailed listing of duties.
Departments / Personnel Normally Assigned:

· City Clerk
· City Finance

Responsibilities:

· Contract negotiation and monitoring. 

· Timekeeping. 

· Cost analysis. 

· Compensation for injury or damage to property. 

DUTIES: Finance Section Chief

The Finance Section Chief, a member of the General Staff, is responsible for all financial and cost analysis aspects of the incident and for supervising members of the Finance Section.

· Obtain briefing from Executive Section.

· Attend briefing with responsible agencies to gather information. 

· Attend Planning Meeting to gather information.

· Identify and order supply and support needs for Finance Section.

· Arrange for personnel to support Finance Section Unit level operations.

· Arrange for equipment, facilities, and supplies necessary to support Finance Section operations.

· Request copies of all response related agreements activated.

· Develop an operating plan for Finance Section.

· Consider size and complexity of incident.

· Implement applicable financial guidelines and policies.

· Consider personnel assignments and workloads.

· Prepare work objectives for subordinates, brief staff, make assignments, and evaluate performance.

· Determine need for commissary operation.

· Inform Executive Section and General Staff when Section is fully operational.

· Meet with assisting and cooperative Agency Representatives as required.

· Provide input in all planning sessions on financial and cost analysis matters.

· Provide cost analysis data on incident operations as required.

· Provide financial summary on labor, materials, and services.

· Prepare forecasts on costs to complete operations.

· Provide accounting functions as directed including auditing and documenting labor, equipment, materials, and services used as to:

· Labor, with breakdown of hours and rates for response personnel, subcontractor personnel, consultants.

· Equipment rentals, with breakdown of hours and rates for Aircraft (fixed and rotor wing), boats, heavy equipment, and other transportation equipment.

· Materials and supplies purchased and/or rented, including equipment, communications, office and warehouse space.

· Brief agency’s administrative personnel on all incident related business management issues needing attention, and follow-up prior to leaving incident.

· Maintain daily contact with agencies administrative headquarters on finance matters.

· Ensure that all personnel time records are transmitted to home agencies according to policy.

· Participate in all demobilization planning.

· Ensure that all obligation documents initiated at the incident are properly prepared and completed.

· Brief agency’s administrative personnel on all incident related business management issues needing attention, and follow-up prior to leaving incident.

· Maintain Unit Log (ICS Form-214).
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CITY OF JOPLIN

EOC ASSIGNMENTS

FINANCE / AMINISTRATION SECTION:
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The Finance/Administration Section may staff four Units. Not all Units may be required; they will be established based on need.

· Procurement Unit: Responsible for administering all financial matters pertaining to vendor contracts, leases, and fiscal agreements. 

· Time Unit: Responsible for incident personnel time recording. 

· Cost Unit: Collects all cost data, performs cost effectiveness analyses, provides cost estimates, and makes cost savings recommendations. 

· Compensation/Claims Unit: Responsible for the overall management and direction of all administrative matters pertaining to compensation for injury and claims related activities kept for the incident. 

CITY OF JOPLIN

EOC ASSIGNMENTS

FINANCE / AMINISTRATION SECTION – Procurement Unit:
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Summary of Duties: Administers all financial matters pertaining to vendor contracts, leases, and fiscal agreements. See next page for a detailed listing of duties.
Departments / Personnel Normally Assigned:

· As needed, depending on the event

· Most usually representatives from the other Sections.


Responsibilities:

· Review incident needs and any special procedures with unit leaders.

· Coordinate supply sources.

· Prepare and authorize contracts and land use agreements.

· Establish contracts and agreements with vendors

DUTIES: Procurement Unit Leader

The Procurement Unit Leader is responsible for administering all financial matters pertaining to vendor contracts and for maintaining equipment time records.

· Obtain briefing from Finance Section Chief.

· Contact appropriate Unit Leaders on incident needs and any special procedures.

· Advise Unit Leaders on procurement procedures. 

· Determine whether any special requirements or problems exist. Coordinate all required paperwork with Logistics Section, Supply Unit.

· Obtain listing of activated contracts/agreements.

· Coordinate with local jurisdictions on plans and supply sources.

· Develop incident procurement plan.

· Ensure that plan meets requirements for the Incident.

· Ensure that plan has complete listing of vendors/suppliers and telephone numbers.

· Assemble copies of activated contracts-agreements.

· Establish approval authority with Supply Unit Leader.

· Provide completed plan to Supply Unit (Ordering Manager) to implement.

· Maintain ample amount of purchase orders.

· Prepare and sign contracts and use agreements as needed.

· Establish contracts with supply vendors as required.

· Establish local procurement plan.

· Develop and administer a cash account.

· Determine whether additional vendor-service agreements may be necessary, based on the extent of incident response operations.

· Interpret contracts/agreements, and resolve claims or disputes within delegated authority.

· Coordinate with Compensation/Claim Unit procedures for handling claims.

· Finalize all agreements and contracts.

· Coordinate use of temporary loan funds as required.

· Organize and direct equipment time recording function.

· Complete final processing and send documents for payment.

· Maintain final incident receiving documents:

· Obtain copies of all vendor invoices.

· Verify that all equipment time records are complete.

· Maintain comprehensive audit trail for all procurement documents.

· Verify all invoices:

· Check completeness of all data entries on vendor invoices.

· Compare invoices against procurement documents.

· Assure that only authorized personnel initiate orders.

· Coordinate cost data in contracts with Cost Unit Leader.

· Provide daily summary estimates of total expenditures for equipment and supplies purchased or rented for incident response efforts.

· Maintain Unit Log (ICS Form-214).

CITY OF JOPLIN

EOC ASSIGNMENTS

FINANCE / AMINISTRATION SECTION – Time Unit:
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Summary of Duties: Responsible for incident personnel time recording.  See next page for a detailed listing of duties.
Departments / Personnel Normally Assigned:

· As needed, depending on the event

· Most usually representatives from the other Sections.


Responsibilities:
· Determine requirements for time recording.

· Contact appropriate agency personnel.

· Ensure daily personnel time recording documents are prepared.

· Maintain separate logs for overtime.

· Submit cost estimates to Cost Unit.
DUTIES: Time Unit Leader
The Time Unit Leader is responsible for personnel time recording and or managing the commissary operation.

· Obtain briefing from the Finance Section Chief.

· Determine incident requirements for time recording function.

· Establish contact with appropriate agency personnel representatives.

· Organize and establish Time Unit.
· Set up work areas and make assignments.

· Brief staff on policy and operating procedures.

· Establish Unit objectives, make assignments, and evaluate performance.

· Ensure that daily personnel time recording documents are prepared and compliance to time policy is met.

· Determine audit schedule for review and provide estimate of daily response and contractor personnel to the Finance Section Chief.

· Establish and maintain a list of personnel within the first operational period:

· Coordinate with the Planning Section (Resource Status Unit) to obtain a list of personnel on the IMT.

· Initiate, gather, or update time reports from all applicable personnel assigned to the response for each operational period.

· Verify all personnel identification information on time report. Ensure time sheets are signed and approved.

· Establish commissary operation as required.

· Submit cost estimate data forms to Cost Unit as required.

· Review reports for accuracy and legibility.

· Obtain necessary signatures and approvals.

· Organize and direct recording of equipment time.

· Coordinate with Transportation and Supply Units for obtaining equipment use information.

· Verify that information is correct.

· Provide for records security.

· Ensure that all records are current or complete prior to demobilization.

· Time reports from assisting agencies should be released to the respective agency representatives prior to demobilization.

· Brief Finance Section Chief on current problems, recommendations, outstanding issues, and follow-up requirements.

· Maintain Unit Log (ICS Form-214).

CITY OF JOPLIN

EOC ASSIGNMENTS

FINANCE / AMINISTRATION SECTION – Cost Unit:
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Summary of Duties: Collects all cost data, performs cost effectiveness analyses, provides cost estimates, and makes cost savings recommendations. See next page for a detailed listing of duties.
Departments / Personnel Normally Assigned:

· As needed, depending on the event

· Most usually representatives from the other Sections.


Responsibilities:

· Record all costs associated with the event.

· Analyze costs for appropriateness

· Provide cost reports to departments

· Makes cost savings recommendations

DUTIES: Cost Unit Leader

The Cost Unit Leader is responsible for collecting all cost data, performing cost effectiveness analysis, providing cost estimates, and cost saving recommendations for the incident.

· Obtain briefing from the Finance Section Chief.

· Consider magnitude of situation:

· Organize and establish Cost Unit.

· Set up work areas and make assignments.

· Brief staff on policy and operation procedures.

· Coordinate with agency headquarters on cost reporting procedures.

· Obtain and record all cost data.

· Data to include:

· Personnel check-in at the incident.

· Transportation equipment.

· Cost data on mobilization, logistics, and demobilization.

· Prepare incident cost summaries.

· Cost estimates are to be calculated daily prior to meeting.

· Cost estimates should reflect actual IMT cost to date.

· Maintain cumulative IMT cost records.

· Compile daily cost estimate into cumulative record.

· Replace all estimated data with actual cost information when known.

· Prepare resources-use cost estimates for planning.

· Make recommendations for cost savings to Finance Section Chief.

· Maintain cumulative incident cost records.

· Ensure that all cost documents are accurately prepared.

· All records should be legible, comprehensive, and accurate.

· Records should conform to agency standards.

· Complete all records prior to demobilization.

· Prior to demobilization, ensure that all documentation is as complete as possible.

· Properly document all follow-up action.

· Maintain Unit Log (ICS Form-214).

CITY OF JOPLIN

EOC ASSIGNMENTS

FINANCE / AMINISTRATION SECTION – Compensation / Claims Unit:
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Summary of Duties: Responsible for the overall management and direction of all administrative matters pertaining to compensation for injury and claims related activities kept for the incident. See next page for a detailed listing of duties.
Departments / Personnel Normally Assigned:

· As needed, depending on the event

· Most usually representatives from the other Sections.


Responsibilities:
· Coordinate with agencies on cost reporting procedures.

· Collect and record cost data.

· Develop incident cost summaries.

· Prepare use cost estimates for the Planning Section.
DUTIES: Compensation Unit Leader

The Compensation/Claims Unit Leader is responsible for the overall management and direction of all Compensation for Injury Specialists and Claims Specialist assigned to the incident.

· Obtain briefing from Finance Section Chief.

· Establish contact with incident Safety Officer and Liaison Officer or Agency Representatives. 

· Determine the need for compensation for injury and claim Specialists, order injury and claims Specialists, and other personnel as needed.

· Establish compensation for injury work area with the Medical Unit whenever feasible.

· Obtain a copy of the incident Medical Plan (ICS Form-206).

· Ensure that Compensation for Injury Specialists and Claims Specialists have adequate work space and supplies.

· Brief Compensation/Claims Specialists on incident activity.

· Coordinate with Procurement Unit on procedure for handling claims.

· Periodically review all logs and forms produced by Compensation/Claims Specialists to ensure:

· Work is complete.

· Entries are accurate and timely.

· Work is in compliance with agency requirements and policies.

· Keep Finance Section Chief briefed on Unit status and activity.

· Obtain Demobilization Plan and ensure Compensation for Injury Specialists and Claims Specialists are adequately briefed on Demobilization Plan.

· Ensure that all compensation for injury and claims logs and forms are up to date, and routed to the proper agency for post-incident processing prior to demobilization.

· Demobilize unit in accordance with Demobilization Plan.

· Maintain Unit Log (ICS Form-214).
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