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Enclosure 4-2

VHA Incident Management System

General Operational Checklist

The following procedures apply to all personnel assigned an Incident Command System (ICS) assignment:

Prior to Activation

___
Keep your contact information current. 

___
Make sure your supervisor is aware of your potential assignment.

___
Ensure personal readiness.

Upon Activation

___
Receive notification of your assignment.

___
Notify your supervisor of your assignment.

___
Monitor information from local sources such as internet, radio, and television.

___
Participate in briefings and meetings as requested.

___
Report to the assigned location at the prescribed time.

___
Complete check-in procedures.

___
Carry out assignments as directed.

Incident Operations

___
Participate in the briefings and meetings, as appropriate.

___
Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.

___
Ensure use of all safety practices and procedures.

___
Ensure proper equipment needs are met and equipment is operational prior to each work period.

___
Report any signs/symptoms of stress, injury, fatigue, or illness in yourself or co-workers to your immediate supervisor.

___
Brief your shift replacement fully on all ongoing operations when relieved at operational period rotations.

___
Prepare and maintain records and reports, including unit logs, as appropriate. 

___
Carry out assignments as directed.

Deactivation

___
Participate in the briefings and meetings as requested.

___
Return all assigned equipment to appropriate location.

___
Participate in stress management activities.

___
Submit comments to your incident management supervisor for possible inclusion in an After-Action Report.  This should include a review of pertinent position descriptions, operational checklists, and procedures for recommended changes.  It should also include, but not be limited to, noting work accomplishments and issues.
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