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Incident Management System Position Descriptions

Agency Executive

Policy Coordinating Entity Chief
Incident Management Team (IMT) Commander

Safety Officer

Public Information Officer

Liaison Officer

Agency Representative

Operations Section Chief
Branch Director
Plans Section Chief

Resource Status Unit Leader

Situation Status Unit Leader

Documentation Unit Leader

Demobilization Unit Leader

Logistics Section Chief

Communications Unit Leader

DEMPS Volunteer Unit Leader

Lodging Unit Leader

Supply Unit Leader

Facilities Unit Leader

Transportation Unit Leader

Finance/Administration Section Chief

Time Unit Leader

Cost Unit Leader

Procurement Unit Leader

Compensation and Claims Unit Leader

Agency Executive

1.
Checklist.  The checklist of activities presented below should be considered as a minimum requirement for this position.  Users are encouraged to augment this list as necessary.  Note that some activities are one-time actions, while others are on-going or repetitive for the duration of the incident.

_____
Conduct Management Meeting.
_____
Obtain incident briefing and from the IMT Commander.

_____
Assess incident situation.

_____
Evaluate effectiveness of current objectives and strategies.

_____
Establish overall policy, direction and scope of authority for the IMT Commander.

_____
Identify potential issues and delegate to Policy Coordinating Entity or IMT Commander.

_____
Coordinate with Agency Executives at other levels.

2.
Management Meeting.  The Management Meeting provides the IMT Commander with an opportunity to review and discuss the incident with the Agency Executive in order to make adjustments to operational period objectives and overall priorities.  IMT staff attend this meeting.  


The meeting should be brief but address:

· Is the incident stable, or is it increasing in size and complexity?

· Are there any safety issues?

· What are the current incident objectives, strategy, and tactics?

· Are the objectives effective?  Is a change of course needed?

· How long will it be until the objectives are completed?

· What is the current status of resources?  Are resources in good condition?  Are there sufficient resources?

Policy Coordinating Entity Chief

The checklist of activities presented below should be considered as a minimum requirement for this position.  Users are encouraged to augment this list as necessary.  Note that some activities are one-time actions, while others are on-going or repetitive for the duration of the incident.

_____
Attend Management Meeting.

_____
Provide technical guidance to support policies or actions.

_____
Provide advice to the Agency Executive and IMT Commander.

_____
Coordinate issues between program offices, services or departments.

_____
Coordinate with Policy Coordinating Entity Chiefs at other levels.

Incident Management Team (IMT) Commander

1.
Organization.  The IMT Commander is responsible for the overall management of all incident activities including the development and implementation of strategy and for approving the ordering and release of resources.  The IMT Commander may have a deputy.  The deputy's responsibilities will be as delegated by the IMT Commander.

2.
IMT Commander’s Checklist.
_____
Obtain briefing from the IMT Commander you are replacing.

_____
Attend the Situation Briefing.

_____
Coordinate with IMT Commanders at other levels.

_____
Prepare for the Management Meeting:

_____
Assess effectiveness of current objectives and strategies.

_____
Identify potential safety issues.

_____
Determine adequacy of resources

_____
Attend the Management Meeting:

_____
Brief the Agency Executive on the current situation, problems, priorities and recommendations.

_____
Obtain overall policy, direction and scope of authority.

_____
Attend Planning Meeting:

_____
Brief IMT command and general staff on any changes to policy, direction, objectives, strategies and priorities.

_____
Approve the activation of additional ICS positions. 

_____
Approve requests for additional resources.

_____
Approve and authorize implementation of Incident Action Plan.

_____
Attend the Operations Briefing.

_____
Authorize release of information to news media.

_____
Approve demobilization plan.

Safety Officer

1.
Organization.
a.
The safety officer, a member of the command staff, is responsible for monitoring and assessing hazardous and unsafe situations and developing measures for ensuring personnel safety. 

b.
The safety officer will correct unsafe acts or conditions through the regular line of authority, although the officer may exercise emergency authority to stop or prevent unsafe acts when immediate action is required.  

c.
The safety officer maintains an awareness of active and developing situations, approves the medical plan, and includes safety messages in each Incident Action Plan.  The safety officer reports to the IMT Commander.

2.
Safety Officer’s Checklist.
_____
Identify any unsafe situations.

_____
Coordinate with Safety Officers at other levels.

_____
Attend the Situation Briefing.  

_____
Attend the Management Meeting.
_____
Address any potential safety issues.

_____
Attend the Planning Meeting.
_____
Prepare the Safety Analysis for the Incident Action Plan.

_____
Attend the Operations Briefing.

Public Information Officer

1.
Organization.  The public information officer, a member of the IMT Commander's staff, is responsible for the preparation and release of information about the incident to the news media and other appropriate agencies and organizations.  The information officer reports to the Incident Management Team Commander.

2.
Public Information Officer’s Checklist.
_____
Contact other Public Information Officer(s) to coordinate public information activities.

_____
Establish a joint information center (JIC), as appropriate, in coordination with other agencies. 

_____
Obtain approval for information release from the IMT Commander.

_____
Release information to the media, and post information in the Emergency Operations Center area and other appropriate locations.

_____
Attend the Situation Briefing.

_____
Attend the Management Meeting.

_____
Attend the Planning Meeting.

_____
Attend the Operations Briefing.

Liaison Officer

1.
Organization.  The Liaison Officer of the jurisdictional agency is responsible for interacting (by providing a point of contact) with the assisting and cooperating agencies.  If these agencies assign agency representatives to the incident, the Liaison Officer will coordinate their activities.  The Liaison Officer, a member of the command staff, reports to the IMT Commander.
2.
Liaison Officer’s Checklist.
_____
Provide a point of contact for assisting/cooperating agency representatives.

_____
Identify agency representatives from each agency including communications link and location.

_____
Respond to requests from incident personnel for inter-organizational contacts.

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

_____
Attend the Situation Briefing.

_____
Attend the Management Meeting.
_____
Advise on any inter-organizational issues.

_____
Attend the Planning Meeting.

_____
Attend the Operations Briefing.

Agency Representative

1.
Organization.  An Agency Representative is an individual from an assisting or cooperating agency who has been delegated full authority to make decisions on all matters affecting that agency's participation at the incident.  Agency Representatives report to the Liaison Officer, if that position has been filled.  If there is no Liaison Officer, Agency Representatives report to the IMT Commander.  There will be only one (1) Agency Representative from each agency assigned to the incident.

2.
Agency Representative’s Checklist.
_____
Check in at the incident.
_____
Obtain briefing from Liaison Officer or IMT Commander.

_____
Establish working location.  Advise agency personnel on the incident that the agency representative position has been filled.

_____
Attend Incident Action Planning meetings, as required.

_____
Provide input on use of agency resources.

_____
Cooperate fully with IMT staff on agency's involvement at the incident.

_____
Oversee the well-being and safety of agency personnel assigned to incident.

_____
Advise Liaison Officer of any special agency needs or requirements.

_____
Determine if any special reports or documents are required.

_____
Report to agency headquarters on prearranged schedule.

_____
Ensure that all agency personnel and/or equipment is properly accounted for and released prior to your departure.

_____
Ensure that all required agency forms, reports, and documents are complete prior to your departure from the incident.

_____
Have debriefing session with Liaison Officer or IMT Commander prior to departure.

Operations Section Chief

1.
Organization.  The Operations Chief, a member of the general staff, is responsible for identifying the strategies, tactics and resources needed to accomplish the operational period objectives.  The Operations Chief reports directly to the IMT Commander.  It may be desirable for the Operations Chief to have a deputy.  The deputy's responsibilities will be as delegated by the Operations Chief and the deputy must serve in the same operational period.  

2.
Operations Section Chief’s Checklist.
_____
Coordinate with Operations Section Chiefs at other levels.

_____
Monitor the status of all incident operations.

_____
Attend the Situation Briefing.

_____
Prepare for the Management Meeting, assisting the IMT Commander in:

_____
Assessing effectiveness of current objectives and strategies.

_____
Identifying potential safety issues.

_____
Determining the adequacy of resources.
_____
Attend the Planning Meeting:

_____
Identify strategies and tactics to accomplish the operational period objectives.

_____
Identify the resources needed and their organization.  

_____
Conduct the Operations Briefing.

_____
Brief and assign operations personnel in accordance with the Incident Action Plan.

_____
Advise on demobilization planning.

_____
Review suggested list of resources to be released and initiate recommendation for release of resources.

Branch Director

1.
Organization.  The Branch Director is responsible for the management of all operational support to internal VHA requirements, or external National Response Plan mission assignments.  The Branch Director(s) coordinate with VHA or Other Federal Agency (OFA) IMT Commanders/Operations Section Chiefs, e.g. VISN Emergency Operations Center or HHS Secretary’s Operations Center.  The Branch Director reports to the Operations Section Chief. 

2.
Branch Director’s Checklist.
_____
Obtain briefing from the Operations Section Chief. 

_____
Coordinate with other VHA and OFA entities on operational support requirements.

_____
Develop strategies, tactics and resource requirements as part of the incident action plan. 


_____
Brief VHA Response Support Unit (RSU) IMT Commander and/or Operations Section Chief on operational support plans.  

_____
Monitor the provision of operational support.

_____
Review suggested list of resources requested by the RSU and/or the list of resources to be released and make recommendation to the Operations Section Chief.

Plans Section

Operational Guideline

This Guideline describes some principles and practices of incident planning.  The various Plans Section positions (Plans Section Chief, Resource Status Unit Leader, Situation Status Unit Leader, Documentation Unit Leader, Demobilization Unit Leader), and the basic responsibilities of each of these Incident Command System (ICS) positions.

Mission.  The Plans Section’s mission is to facilitate the Incident Action Planning process.
Principles and Practices.  The Plans Section Chief will:  

· Accomplish situation and resource assessments, Incident Action Planning, documentation, and demobilization planning.

· Facilitate the Incident Action Planning cycle activities.

· Support the IMT Commander’s interactions with the Agency Executive and Policy Coordinating Entity.

· Coordinate with other VHA levels and non-VHA entities.

· Document situation and resource status information.

Management of the Incident Action Planning Process

Managing information across a national system requires a standardized framework of activities and forms that each level in the system uses.  This framework includes:

· Designation of operational periods or shifts.

· Synchronization of reporting times across the organization.

· Establishment of a conference call schedule that augments the reporting process.

· Discipline that keeps participants focused on the agenda for each particular planning cycle activity.

An operational period is a designated time period in which tactical objectives are to be accomplished and re-evaluated.  The five activities that occur within each operational period or shift are:

· Situation reporting/analysis and situation briefing/shift change

· Management meeting

· Planning meeting

· Operations briefing

· Assess progress (leads back to situation reporting/analysis)


[image: image1.emf]Planning Meeting

IMT develops 

strategies &

tactics to

accomplish

objectives

Management

Meeting

Evaluate/revise

overall objectives

and priorities

Operations Briefing

IMT briefs the operational

leaders on the IAP

Implement

Action Plan

Situation Briefing

IMT briefs the Agency

Executive

Situation Reports

IMT assesses

progress

On-going

situation

assessment

& information

processing

Prepare

Operations

Briefing

12 hour

clock


Overview of ICS Planning Cycle

Shift Change Briefing.  This briefing is developed by the Plans Section and will consist of the following information: 

· Date/time of start of incident.
· Name of the incident.
· Agencies involved.
· Current incident status.
· Current resource status.
· Current strategy/objectives.
· Communications systems being used.
· Safety issues.
· Special problems/issues.
Management Meeting.  The Management meeting provides the Agency Executive with an opportunity to provide input to the IMT Commander on overall goals, objectives and priorities.  The IMT staff will attend this meeting.  The meeting should be brief but address:

· Is the incident stable, or is it increasing in size and complexity?

· What are the current incident objectives, strategy, and tactics?

· Are there any safety issues?

· Are the objectives effective?  Is a change of course needed?

· How long will it be until the objectives are completed?

· What is the current status of resources?  Are resources in good condition?  Are there sufficient resources?

Planning Meeting.  The output of the Planning Meeting is the Incident Action Plan, which can take several hours to accomplish.  Incident Action Planning is a proactive process, identifying objectives, strategies and tactics for the NEXT operational period.  

The checklist below captures the main activities, and who will accomplish them.
_____
1.
State incident objectives and policy issues - IMT Commander. 

_____
2.
Brief consolidated situation, critical and sensitive areas, weather/sea forecast, and resource status/availability - Plans Chief and/or Situation Unit Leader. 

_____
3.
Brief consolidated agency and IMT Commander on objectives and strategies, noting gaps, overlaps, and seams - Planning Section Chief. 
_____
4.
State primary and alternative strategies to meet objectives - Operations Section Chief. 

_____
5.
Designate tactics and resource requirements for each strategy - Operations Section Chief.

_____
6.
Identify resource availability and cost - Logistics and Finance Section Chiefs. 

_____
7.
Specify operations facilities and reporting locations - Operations and Logistics Section Chiefs. 

_____
8.
Develop resource order(s) - Logistics and Finance Section Chiefs. 

_____
9.
Consider support: communications, traffic, safety, medical, etc. - Operations, Planning and Logistics Section Chiefs. 

_____10.
Consider overall safety and health concerns of deployed personnel - Safety Officer.

_____11.
Consider media considerations - Public Information Officer.

_____12.
Report on expenditures and claims - Finance Sections Chief. 

_____13.
Finalize and approve work plan for the next operational period - IMT Commander. 

Operations Briefing.  This meeting presents the Incident Action Plan to the groups involved with supporting VHACO, VISN, VAMC and/or RSU operations.
_____1.
Review the IAP - Planning Section Chief. 

_____2.
Discuss current strategy and last shift’s progress towards objectives - Operations Section Chief.
_____3.
Review forecast/expected situation in next operational period - Planning Section Chief.  

_____4.
Explain assignments and work locations - Operations Section Chief.

_____5.
Provide transport, communications, and supply updates - Logistics Section Chief. 

_____6.
Deliver a safety message - Safety Officer. 

Assess Progress.  During the execution phase of the operational period, the Operations Section Chief, in conjunction with groups assigned responsibility for supporting VISN, VA medical facility and/or RSU operations will confer and review progress made towards the operational period objectives.  This information is used by the Operations Section Chief to review and revise future operational period objectives, strategies and tactics.  

Incident Reporting Process.  (Note:  All forms described below can be found in the Enclosures/Forms folder on the Emergency Management Program Guidebook CD-ROM.)
A.
VA Medical Facilities:

1.
Initial Reporting.  When an incident occurs that requires the activation of a VA facility’s Emergency Operations Plan/Incident Command System (ICS), the situation is reported using an Issue Brief form to the designated contact at the VISN office as soon as is reasonable.  An Operating Status and Capability Assessment Report (OSCAR) can be attached.
2.
Subsequent Reporting.  When emergency situations are not resolved within the initial 24-hour period, or as directed by the VISN office, VA Facilities should be conducting the incident action planning process.  In addition to the Issue Brief, an Incident Action Plan (IAP) will be submitted to the designated contact at the VISN office according to the following schedule: 

Issue Brief 




by 0730 hrs. Local time

Incident Action Plan


by 1100 hrs. Local time

Issue Brief 




by 1930 hrs. Local time.


(Note:  Reporting times may vary due to VACO requirements.)
3.
Incident Termination.  VA facilities must indicate termination of an incident by sending an e-mail to the designated contact at the VISN office, stating that the emergency situation has been resolved.  If Outlook is down, the report should be submitted by telephone to the designated VISN point-of-contact.

B.
VISN Offices

1.
Initial Reporting.  As soon as is reasonable, designated contacts at the VISN office should review and forward the VA facility Issue Brief to the Outlook mail group VHA EMSHG Operations, with the subject line: ATTN:  VHA JOC Duty Officer.  If Outlook is down, the report should be submitted by telephone using 304-264-4800, and then Faxed to 304-264-4499.
2.
Subsequent Reporting.  VISN offices should review and forward subsequent VA facility reports or in significant emergency situations that involve multiple VA facilities, the VISN office should consolidate information received from VA facilities into a VISN Issue Brief.  As directed by Central Office, the VISN should conduct the Incident Action Planning process.  VISN office reporting should be sent to Outlook email group VHA JOC with the subject line, ATTN:  VHA JOC Duty Officer, according to the schedule below.  

VISN Issue Brief



by 0900 hrs. Local time

VISN Incident Action Plan

by 1300 hrs. Local time

VISN Issue Brief



by 2100 hrs. Local time

(Note:  Reporting times may vary due to VACO requirements.)
3.
Incident Termination.  VISN offices should send an e-mail indicating termination of an incident at a VA facility to the Outlook e-mail group VHA JOC with the subject line, ATTN:  VHA JOC Duty Officer.  If Outlook is down, the report should be submitted by telephone using 304-264-4800, and then Faxed to 304-264-4499.  

C.
VHA Central Office Joint Operations Center (JOC).  (Note:  JOC is only staffed by a Duty Officer.)
1.
Initial Reporting.  The JOC Duty Officer will be responsible for converting Issue Briefs that are received from VISN offices into a VHA JOC Issue Brief.  For events that involve significant threat or impact on VA patients or staff, this report should be sent immediately to the Outlook e-mail groups VHA EMCG and VHA JOC and copied to VACO ROC.  The Subject line will state: VHA JOC Issue Brief, (Date), and (Name of incident).  For events that do not involve significant threat or impact on VA patients, staff or facilities, the report should be sent as soon as possible or by 1600 hours, Eastern Time. 

2.
Subsequent Reporting.  VHA JOC Issue Briefs will be submitted by 0900 hours and 1600 hours Eastern time daily to the Outlook e-mail group VHA EMCG and VHA JOC and copied to VACO ROC.  The Subject line will state: VHA JOC Issue Brief, (Date), and (Name of incident).
3.
Incident Termination.  The VHA JOC Duty Officer will forward Incident termination e-mails received from VISNs to the Outlook mail group VHA EMCG and VHA JOC and copied to VACO ROC.  The Subject line will state: VHA JOC, Incident Termination Notice, (Date), and (Name of incident).
D.
JOC expanded staffing

1.
Subsequent Reporting.  The Incident Management Team Commander (IMT) or Plans Section Chief will be responsible for ensuring the VHA JOC Issue Briefs are completed and sent to the Outlook mail group VHA EMCG and VHA JOC, and copied to the VACO ROC, according to the schedule below, unless otherwise directed.  The Subject line will state: VHA JOC Issue Brief, (Date), and (Name of incident).

The IMT Commander or Plans Chief will also develop a VHA JOC Incident Action Plan, and send it to the Outlook e-mail group VHA EMCG and VHA JOC, according to the schedule below, unless otherwise directed.  The Subject line will state: VHA JOC Incident Action Plan, (Date), and (Name of incident).
VHA JOC Issue Brief


by 0900 hrs. Eastern time.

VHA JOC Incident Action Plan
by 1130 hrs. Eastern time.

VHA JOC Issue Brief


by 1230 hrs. Eastern time *

VHA JOC Issue Brief


by 1930 hrs. Eastern time.

* 1230 hour report only necessary when 1400 hours Crisis Response Team (CRT) meetings are held.

2.
Incident Termination.  The IMT Commander and/or Plans Section Chief will send an incident termination e-mail to the Outlook mail group VHA EMCG and VHA JOC and copied to VACO ROC.  The Subject line will state: VHA JOC, Incident Termination Notice, (Date), and (Name of incident).
E.
VA Readiness Operations Center (ROC)

1.
The VA ROC should contact the JOC Duty Officer by calling 1-304-264-4800 and/or sending an e-mail to the Outlook mail group VHA EMSHG Operations with the subject line: ATTN:  VHA JOC Duty Officer.
2.
The JOC may contact the VA ROC by calling 1-202-273-5510 and/or by sending an e-mail to the Outlook mail group VACO ROC.

After Action Reporting

VHA Central Office may request After Action Reports from the VISNs and/or VA Facilities based on the nature, magnitude and duration of the incident.  Completed After-Action Report forms should be submitted to the Outlook email group VHA EMSHG Operations.  
Plans Section Chief

1.
Organization.  The Plans Section Chief, a member of the IMT Commander's general staff, is responsible for the collection, evaluation, dissemination, and use of information regarding the incident and status of resources.  Information is needed to 1) understand the current situation; 2) predict probable course of incident events; and 3) prepare alternative strategies and control operations for the incident.  The Plans Section Chief reports directly to the IMT Commander.  It may be desirable for the Plans Section Chief to have a deputy.  The deputy's responsibilities will be as delegated by the Plans Section Chief.  

2.
Plans Section Chief’s Checklist.
_____
Establish information requirements and reporting schedules for all levels.

_____
Track activated ICS positions, including names and contact information of assigned staff.

_____
Provide current incident status summary information in an Issue Brief.

_____
Prepare for/Conduct the Situation Briefing.

_____
Prepare for the Management Meeting, assisting the IMT Commander in assessing effectiveness of current objectives and strategies.

_____
Provide information on alternative strategies.

_____
Provide predictions on incident potential.

_____
Attend the Management Meeting.
_____
Conduct the Planning Meeting.

_____
Supervise preparation of the Incident Action Plan.

_____
Support the Operations Briefing.

_____
Conduct demobilization planning.

_____
Prepare recommendations for release of resources.

Resource Status Unit Leader

1.
Organization.  The Resources Unit is primarily responsible for 1) seeing that incident resources are properly checked in; 2) the preparation and processing of resource status change information; 3) the preparation and maintenance of displays, charts, and lists that reflect the current status and location of tactical resources, transportation, and support vehicles; and, 4) maintaining a file of check-in lists of resources assigned to an incident.  The Resources Unit Leader reports to the Plans Section Chief.

2.
Resources Unit Leader’s Checklist.
_____
Report to and obtain briefing and special instructions from Plans Section Chief.

_____
Establish check-in function at specified incident locations.

_____
Using the Incident Briefing Form (ICS Form 201), prepare and maintain the command post display (organization chart and resource allocation and deployment sections of display).

_____
Assign duties to Resource Unit personnel.

_____
Confirm deployment and estimated time of arrival for ordered Resources Unit personnel (request additional personnel, or release excess personnel).

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

_____
Participate in Plans Section meetings, as required by the Plans Section Chief.

_____
Gather, post, and maintain incident resource status.

_____
Gather, post, and maintain resources status of transportation and support vehicles and personnel.

_____
Maintain master list of all resources checked in at the incident location(s).

_____
Provide resource summary information to Situation Unit as requested.

_____
Receive order to demobilize resources unit.

_____
Dismantle and store resources unit displays.

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

Situation Status Unit Leader

1.
Organization.  The Situation Unit is primarily responsible for the collection and organization of incident status and situation information, and the evaluation, analysis and display of that information for use by ICS personnel.  The Situation Unit Leader is responsible for ensuring these major functions are performed by unit personnel.  The Situation Unit Leader reports to the Plans Section Chief.

2.
Situation Status Unit Leader’s Checklist.
_____
Report to and receive briefing and special instructions from person in charge of planning activities when you arrive.

_____
Prepare and maintain emergency operations center displays.

_____
Assign duties to situation status personnel.

_____
Collect all incident related data at earliest possible opportunity and continue for duration of incident.

_____
Post data on displays at scheduled intervals or as requested by Plans Section Chief.

_____
Participate in Plans Section meetings, as required.

_____
Prepare the Situation Report before each Situation Briefing.

_____
Provide resources and situation status information in response to specific requests.

_____
Maintain Situation Unit records.

_____
Receive order to demobilize Situation Unit.

_____
Dismantle Situation Unit displays and place in storage.

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

Documentation Unit Leader

1.
Organization.  The Documentation Unit Leader can accomplish the major activities assigned the unit without assistance for the majority of smaller incidents.  The work load of the unit will be the greatest immediately preceding each planning meeting, and immediately following the planning meeting when the Incident Action Plan and attachments are made available to the activated organization for implementation and unit level planning.


The Documentation Unit Leader reports to the Plans Section Chief.

2.
Documentation Unit Leader’s Checklist.
_____
Obtain briefing from Plans Section Chief.

_____
Establish work area.

_____
Establish and organize incident files.

_____
Establish duplication service and respond to requests.

_____
Retain and file duplicate copies of official forms and reports.

_____
Accept and file reports and forms submitted by ICS units.

_____
Check on accuracy and completeness of records submitted for files.

_____
Correct errors or omissions by contacting appropriate ICS Units.

_____
Provide duplicates of forms and reports to authorized requestors.

_____
Prepare incident documentation for Plans Section Chief when requested.

Demobilization Unit Leader

1.
Organization.  The demobilization of the resources and personnel from a major incident is a team effort involving all elements of the incident command organization.  The Demobilization Unit is formed on a major incident both to develop the demobilization plan and to coordinate and support the implementation of that plan throughout the incident command organization.


The Demobilization Unit Leader reports to the Plans Section Chief.

2.
Demobilization Unit Leader’s Checklist.
_____
Obtain briefing from Plans Section Chief.

_____
Review incident resource records to determine probable size of demobilization effort.

_____
Assess and fill unit needs for additional personnel, workspace, and supplies.

_____
Obtain objectives, priorities, and constraints on demobilization from the Plans Section Chief.

_____
Coordinate with Plans Section to arrange shifts to assure priority resources are available for release.

_____
Develop release procedures in coordination with other sections/units.

_____
Prepare Demobilization Plan to include following sections:

_____
General - Discussion of demobilization procedure.
_____
Responsibilities - Specific implementation responsibility and activity.
_____
Release Priority - Take into account assisting agency requirements, and kind and type of resources.
_____
Release Procedures - Detailed steps and process to be followed.
_____
Travel Restrictions - Restrictions and instructions for travel.
_____
Obtain approval of Demobilization Plan.

_____
Distribute Plan to each section and processing point (on and off incident).

_____
Ensure that all sections/units understand their responsibilities within the Demobilization Plan.

_____
Coordinate and closely supervise the demobilization process.

_____
Brief Plans Section Chief on progress of demobilization.

_____
Complete all records prior to departure.

Logistics Section

Operational Guideline

This Guideline describes:

1.
Some principles and practices of resource management.

2.
The various Logistics Section positions.

Logistics Section Chief

Service Branch Director

Communications Unit Leader

Food Unit Leader

Employee Health Unit Leader

Support Branch Director

Supply Unit Leader

DEMPS Volunteer Unit Leader

Facilities Unit Leader

Transportation Unit Leader

3.
The basic responsibilities of each of these ICS positions.

Mission.  The Logistics Section’s mission is to identify, procure and provide the services and support needed by the Operations Section to accomplish the objectives set by Command. 

Principles and Practices.  Proactive planning to identify resource needs and availability is essential throughout the incident.  In ICS, resources are described by Kinds and Types:

· Kinds of Resources:  Describe what the resource is (for example Mobile Health Clinic, Nurses, MDs, Respiratory Therapists, etc.)

· Types of Resources:  Describe the size, capability and staffing qualifications of a specific kind of resource.



(Note:  Resource typing for health and medical resources is in development.)
Resource ordering involves:

· Approving Orders:  The Incident Commander approves all resource orders

· Placing Orders:  The Incident Commander, Logistics Section Chief and Supply Unit Leader are authorized to place orders.

· Resource orders require certain information elements:
Incident Name.
Order and/or request number.
Date and Time of order.
Quantity, kind and type.
Special support needs.
Reporting location (specific).
Requested time of delivery (specific, immediate vs. planned).
Person/title placing request.
Callback phone number.
Accounting for Responders.  As responders arrive, they must be separated from spectators, volunteers and victims by a coordinated check-in process.

· Establish resource accountability.
· Identifying and credentialing all personnel.
· Control access.
· Ensure Safety.
· Establish a work environment that is safe, secure and comfortable as possible.
The check-in process involves:

· The Resources Unit, Planning Section Chief or Incident Commander establishes and oversees the check-in function.

· Check-in should be done at all incident locations.

· ICS Form 211, Check-in List, is used to document the check-in process.

· Check-in recorders report check-in information to the Resources Unit.

· Check-In Information - All Check-In information is used for tracking, resource assignment and financial purposes:

Date and Time of Check-in.
Name of resource.
Home Station.
Departure Point.
Order Number and Position Filled.
Team Leader name and Personnel Manifest.
Travel Method.
Resource tracking responsibilities are shared as follows:

· Planning Section is responsible for tracking all resources assigned to the incident and their status (assigned, available, out of service).

· Operations Section is responsible for tracking the movement of resources within the Operations Section itself.
Changing resource status involves:

· Depending on the incident organization, changes in resource status may be made by the Incident Commander, Operations Section Chief, Division Supervisor.
· Information about the status change what will last more than a few minutes must be communicated to the Resource Unit or other appropriate element.
Resource utilization considerations include:

· Supervisory personnel direct, guide, monitor and evaluate the efforts of subordinates toward attaining specific objectives.
· A designated supervisor or leader from Operations, whether they are tactical resources assigned to the Operations Section, or personnel assigned to support the overall operation, always directs resources.
· All positions have the delegated authority of the position.
Monitoring and assessing resources requires:

· Monitoring on an ongoing basis.
· Assessing before objectives are set for the next operational period.
Resource evaluations should consider:

· On an ongoing basis as part of resource monitoring.
· At demobilization, upon the achievement of the assigned tactical objectives.
· During After-Action Reporting.
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Logistics Section Chief

1.
Organization.  The Logistics Section Chief, a member of the general staff, is responsible for providing facilities, services, and material in support of the incident.  The Section Chief participates in the development of the Incident Action Plan, and activates and supervises the units within the Logistics Section.

The Logistics Section Chief reports to the IMT Commander.  It may be desirable for the Logistics Section Chief to have a deputy.  The deputy's responsibilities will be as delegated by the Logistics Section Chief.  

2.
Logistics Section Chief’s Checklist.
_____
Identify service and support requirements for planned and expected operations.

_____
Coordinate and process requests for additional resources.

_____
Attend the Situation Briefing.

_____
Attend the Management Meeting:

_____
Advise on current service and support capabilities.

_____
Attend the Planning Meeting:

_____
Identify service and support requirements for planned and expected operations.

_____
Prepare service and support elements of Incident Action Plan.

_____
Attend the Operations Briefing.

_____
Participate in demobilization planning.

_____
Estimate future service and support requirements.

Communications Unit Leader

1.
Organization.  The Communications Unit Leader, under the direction of the Logistics Section Chief, is responsible for 1) developing plans for the effective use of incident communications equipment and facilities; 2) installing and testing of communications equipment; 3) supervision of the incident communications center; 4) distribution of communication equipment to incident personnel; and, 5) the maintenance and repair of communications equipment.

2.
Communications Unit Leader’s Checklist.
_____
Obtain briefing from Logistics Section Chief.

_____
Determine Communications Unit personnel needs.

_____
Advise on communications capabilities/limitation during preparation of the Incident Action Plan.

_____
Prepare and implement the incident radio communications plan.

_____
Ensure the incident communications center and message center are established.

_____
Ensure communications systems are installed and tested.

_____
Ensure an equipment accountability system is established.

_____
Ensure portable radio equipment is distributed per radio plan.

_____
Provide technical information as required on:

_____
Adequacy of communications systems currently in operation.
_____
Geographic limitation on communications systems.
_____
Equipment capabilities.
_____
Amount and types of equipment available.
_____
Anticipated problems in the use of communications equipment.
_____
Supervise Communications Unit activities.

_____
Maintain records on all communications equipment as appropriate.

_____
Ensure all equipment is tested and repaired.

_____
Recover equipment from relieved or released units.

DEMPS Volunteer Unit Leader

1.
Organization.  The DEMPS Volunteer Unit Leader is primarily responsible for identifying the types of clinical and non-clinical volunteers needed to support VHA or NRP requirements.  The DEMPS Volunteer Unit Leader would review resource characteristics via the DEMPS database, and request additional volunteer recruitment through the Logistics Section Chief.  The DEMPS Volunteer Unit Leader would review spreadsheets of additional volunteers submitted by VISN offices and match skills to requirements.  The DEMPS Volunteer Unit Leader reports to the Support Branch Director or Logistics Section Chief.
2.
DEMPS Volunteer Unit Leader’s Checklist.
_____
Obtain briefing from Support Branch Director or Logistics Section Chief.

_____
Participate in Logistics Section/Support Branch planning activities.

_____
Review DEMPS database.

_____
Review mission assignments to determine the type and amount of personnel needed.

_____
Request the identification of additional volunteers through the VISNs, as needed.

_____
Match personnel to requirements for deployment periods.

_____
Demobilize DEMPS Volunteer Unit.

Lodging Unit Leader

1.
Organization.  The Lodging Unit Leader is primarily responsible for providing for the sleeping accommodations of deployed staff; collecting and recording information about the availability of hotels and other accommodations; and, coordinating lodging support for the incident.  The Lodging Unit Leader reports to the Logistics Section Chief.

2.
Lodging Unit Leader’s Checklist.
_____
Obtain briefing from the Logistics Section Chief.

_____
Participate in Logistics Section planning activities.

_____
Develop lodging planning for the incident.

_____
Notify Resources Unit of all status changes on lodging facilities.

_____
Maintain inventory of available accommodations.

_____
Coordinate lodging services.

Supply Unit Leader

1.
Organization.  The Supply Unit Leader is primarily responsible for ordering, receiving, and storing all supplies for the incident; maintaining an inventory of supplies; and servicing nonexpendable supplies and equipment.  The major functions of the unit are grouped into the ordering of equipment and supplies and the receiving/distribution of equipment, other than primary supplies.  The Supply Unit Leader reports to the Support Branch Director or Logistics Section Chief.
2.
Supply Unit Leader’s Checklist.
_____
Obtain briefing from Support Branch Director or Logistics Section Chief.

_____
Participate in Logistics Section/Support Branch planning activities.

_____
Provide kits to Planning, Logistics, and Finance sections.

_____
Determine the type and amount of supplies enroute.

_____
Arrange for receiving ordered supplies.

_____
Review Incident Action Plan for information on operations of the Supply Unit.

_____
Develop and implement safety and security requirements.

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

_____
Maintain inventory of supplies and equipment.

_____
Service reusable equipment.

_____
Demobilize Supply Unit.

_____
Submit reports to the Support Branch Director.

Facilities Unit Leader

1.
Organization.  The Facilities Unit Leader is primarily responsible for the activation of incident facilities, [i.e., base, camp(s), and incident command post].  The Unit provides sleeping and sanitation facilities for incident personnel, and manages base and camp(s) operations.  Each facility (base, camp) 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 base and camp manager are to provide security service and facility maintenance.  The Facilities Unit Leader reports to the Support Branch Director.  Close liaison must be maintained with the Food Unit Leader, who is responsible for providing food for all incident facilities.

2.
Facilities Unit Leader’s Checklist.
_____
Receive Incident Action Plan.
_____
Participate in Logistics Section/Support Branch planning activities.

_____
Determine requirements for each facility to be established.

_____
Prepare layouts of incident facilities.

_____
Notify unit leaders of facility layouts.

_____
Activate incident facilities.

_____
Obtain personnel to operate facilities.

_____
Provide sleeping facilities.

_____
Provide security services.

_____
Provide facility maintenance services - sanitation, lighting, clean up.

_____
Supervise out-of-service resources and unassigned personnel.

_____
Demobilize base and camp facilities.

_____
Maintain Facilities Unit records.

Transportation Unit Leader

1.
Organization.  The Transportation Unit Leader is primarily responsible for providing air and ground transportation of personnel; collecting and recording information about air and ground transportation; and, coordinating transportation planning for the incident.  The Transportation Unit Leader reports to the Logistics Section Chief.

2.
Transportation Unit Leader’s Checklist.
_____
Obtain briefing from the Logistics Section Chief.

_____
Participate in Logistics Section planning activities.

_____
Develop a transportation plan for the incident.

_____
Notify Resources Unit of all status changes on transportation vehicles/contracts.

_____
Maintain inventory of support and transportation vehicles.

_____
Coordinate transportation services.

_____
Collect information on rented equipment.

_____
Requisition maintenance and repair supplies (e.g., fuel, spare parts).

Finance Section

Operational Guideline

This Guideline describes:

1.
Some principles and practices of the Finance Section.

2.
The various Finance Section positions:

Finance/Administration Section Chief

Time Unit Leader

Cost Unit Leader

Procurement Unit Leader

Compensation/Claims Unit Leader

3.
The basic responsibilities of each of these positions.

Mission:  The Finance Section Chief will be responsible for all financial and cost analysis aspects of the incident within the guidelines, policy and constraints established by the Agency Executive.

Principles and Practices:  A member of the Business Liaison Office for DUSHOM (10NG) will normally serve as the Finance Section Chief with rotation among office staff if multi-shift coverage is needed.  When additional coverage is required, the Incident Commander may appoint a Chief from the field or from other personnel located at VACO.  The principal duties of the Finance Section Chief include:

· Identify any applicable financial guidelines, policies, constraints or limitations.

· Determine financial impact of any incident related agreements, whether or not activated.

· Identify participating entities and agencies that may require fiscal coordination.

· Identify financial liaisons with other elements of VA.

· Determine the possibility of cost sharing.

· Determine any political implications surrounding fiscal responsibilities.

· Monitor involvement of other agencies and entities and any financial implications.
· Identify financial requirements for planned and expected operations.

· Determine if hazard pay is needed and facilitate its approval.

· Establish who will record costs for the Incident and how they will be recorded. 

· Develop a procedure for recording costs, including establishment of charge codes.

· Develop a procedure for reporting costs during and after the incident. 

· Determine of who will keep time records for the Incident and how they will be recorded.

· Communicate with responsible entities on appropriate procedures.

· Provide financial summary on cost of actions to include labor, materials, services, rentals and contracts. 

· Coordinate with local and federal government agencies for possible state and federal reimbursement.

National Response Plan (NRP) Mission Assignments and Sub-Tasking

General:  ESF Primary Agencies use the structures and processes described in the NRP to request, deploy and manage personnel and other assets requested under Mission Assignments (MAs) and Sub-Taskings.


ESF Primary Agencies may issue mission assignments to other Federal agencies to: 1) address a State's request for Federal assistance to address unmet emergency needs; or 2) support overall Federal operations pursuant to, or in anticipation of, the President invoking the Stafford Act.  Generally, all public health and medical assistance requirements (including all public health, medical and medical special needs response personnel and teams, deployable infrastructure, and medical supplies and equipment) will be mission assigned to HHS as the Primary agency for ESF 8 by using DHS Form 90-129 (Mission Assignment).  If the requested assets reside primarily with an ESF 8 Support Agency, HHS in coordination with DHS and the applicable Support Agency, will determine if the Mission Assignment should be directly assigned to the Support Agency.  If HHS will need to request assistance from a Support Agency to fill part of a mission assignment, a sub-tasking (see below) from HHS may be a more efficient way to fulfill the requirement(s).

Initial Mission Assignments issued to VA, and in turn VHA, may be written or oral, but must immediately be followed by a written authorization from an appropriate ESF Primary Agency official.  However, before VHA takes action on a Mission Assignment or Sub-tasking it must be signed off by the VHA JOC Incident Commander.  This communication and coordination between the requesting department or agency and VHA will occur for every event involving a VHA public health and medical response.  

Mission Assignment Sub-tasking (under ESF 8).  As necessary, HHS will request VA to provide available assets in support of tasks outlined in ESF 8 Mission Assignments.  If HHS determines that the services of VA are needed, HHS will provide VA with a copy of the Mission Assignment, funding limitations, and other documents that will be necessary for VA to support the Mission Assignment.  HHS will use an appropriate Mission Assignment Subtasking Request form.  VHA will submit breakdowns of costs by sub-object class code to HHS, which must review and approve the documentation before forwarding it to DHS for reimbursement.  These guidelines will be followed consistently within for each Incident of National Significance (reference: Financial Management Support Annex, pg FIN-5 of the ESF 8 CONOPS for the 2006 Hurricane Season and www.fema.gov/ofm for additional details on billing and reimbursement). 


Travel Coordination.  In the event the VHA JOC requests personnel from VA medical facilities to fulfill Mission Assignments or direct taskings, each VAMC  will be responsible for coordinating and arranging travel to the VHA JOC designated arrival point.  All travel information for each deployed individual will be forwarded to the VHA JOC Logistics Section for tracking and further coordination as necessary.  To promote coordination at the VHA CO, VA Medical facilities will coordinate logistic requirements with the VHA JOC Logistics Section.  The VHA JOC will coordinate and/or arrange for ground transportation from the arrival point as well as other logistics concerns (e.g., billeting) for the deployed personnel through the use of established Blanket Purchase Agreements (BPA). 
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Finance/Administration Section Chief
1.
Organization.  The Finance Section Chief, a member of the general staff, is responsible for all financial and cost analysis aspects of the incident within the guidelines, policy and constraints established by the IMT Commander and the responsible agency.  The Finance Section Chief participates in the development of the Incident Action Plan, and activates and supervises the units within the Section.
2.
Finance Section Chief’s Checklist.
_____
Track costs and personnel time associated with the incident.

_____
Process incident-related claims.  

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

_____
Attend the Situation Briefing.

_____
Attend the Management Meeting:

_____
Advise on financial issues.

_____
Attend the Planning Meeting:

_____
Provide cost estimates for various strategies and tactics.

_____
Attend the Operations Briefing.

_____
Participate in demobilization planning.

_____
Provide cost estimates for various demobilization options. 

Time Unit Leader

1.
Organization.  The Time Unit is responsible for establishing files, collecting employee time report, and providing a commissary operation to meet incident needs.


The Time Unit Leader reports directly to the Finance Section Chief.

2.
Time Unit Leader’s Checklist.
_____
Obtain briefing from Finance Section Chief.

_____
Determine incident requirements for time recording function.

_____
Establish contact with appropriate agency personnel/representatives.

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

_____
Establish commissary operation as required.

_____
Submit cost estimate data forms to cost unit as required.

_____
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 and recommendations, and outstanding issues and follow-up requirements.

Cost Unit Leader

1.
Organization.  The Cost Unit Leader is responsible for collecting all cost data, performing cost effectiveness analyses, and providing cost estimates and cost saving recommendations for the incident.  The Cost Unit is responsible to prepare summaries of actual and estimated incident costs.  The Unit also prepares information on costs of resource use and provides cost effectiveness recommendations.


The Cost Unit Leader reports to the Finance Section Chief.

2.
Cost Unit Leader’s Checklist.  
_____
Obtain briefing from Finance Section Chief.

_____
Coordinate with various agency levels on cost reporting procedures.

_____
Ensure all equipment/personnel requiring payment are identified.

_____
Obtain and record all cost data.

_____
Prepare incident cost summaries.

_____
Prepare resources-use cost estimates for planning.

_____
Make recommendations for cost savings to Finance Section Chief.

_____
Ensure that all cost documents are accurately prepared.

_____
Complete all records prior to demobilization.

_____
Provide reports to Finance Chief.

Procurement Unit Leader

1.
Organization.  The Procurement Unit is responsible to develop a procurement plan for the incident.  The procurement plan will ensure that goods and services are procured to meet the needs of the incident within the authority and the constraints of the agency.  The Procurement Unit Leader is responsible for administering all financial matters pertaining to vendor contracts.  The Procurement Unit will work closely with the Incident Supply Unit that will implement the procurement plan and perform all incident ordering.


The Procurement Unit Leader reports to the Finance Section Chief.

2.
Procurement Unit Leader’s Checklist.
_____
Obtain briefing from Finance Section Chief.

_____
Contact appropriate Unit leaders on incident needs and any special procedures.

_____
Coordinate with VISN and/or local medical facility on agreements and supply sources.

_____
Develop/obtain incident procurement plan.

_____
Prepare and sign contracts and agreements as needed.

_____
Draft Memoranda of Understanding.

_____
Establish contracts with supply vendors as required.

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

_____
Coordinate with Compensation/Claim Unit on procedures for handling claims.

_____
Finalize all agreements and contracts.

_____
Coordinate use of imprest funds as required.

_____
Organize and direct equipment time recording function.

_____
Complete final processing and send documents for payment.

_____
Coordinate cost data in contracts with Cost Unit Leader.

Compensation and Claims Unit Leader

1.
Organization.  Compensation for injury and claims are included together within one unit in the ICS.  It is recognized that specific activities are different, and may not always be accomplished by the same person.  The Compensation/Claims Unit is responsible for the prompt preparation and processing of all forms required in the event of injuries or death to any incident personnel; and the gathering of evidence and preparing claim documentation for any event involving damage to public or private properties that could result in a claim against the agency.  The Compensation/Claims Unit Leader must have firsthand knowledge of all required agency procedures on claims handling.


The Compensation/Claims Unit Leader is responsible for the overall management and direction of all compensation for injury specialist and claims specialists assigned to the incident.  The Unit Leader and assigned specialist must work in close coordination with the Safety Officer.  The Compensation/Claims Unit Leader reports to the Finance Section Chief.

2.
Compensation/Claims Unit Leader’s Checklist.
_____
Obtain briefing from Finance Section Chief.

_____
Establish contact with incident Safety Officer and Liaison Officer or agency representatives if no liaison officer is assigned.

_____
Determine the need for compensation for injury and claims specialists and order personnel if needed.

_____
Establish compensation for injury work area.

_____
Ensure that compensation for injury and claims specialist have adequate workspace and supplies.
_____
Brief compensation/claims specialists on incident activity.

_____
Coordinate with Procurement Unit on procedures 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 complies with agency requirements and policies.
_____
Keep Finance Section Chief briefed on Unit status and activity.
_____
Obtain demobilization plan and ensure that compensation for injury 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.

Compensation-For-Injury Specialist’s Checklist
The Compensation-for-Injury Specialist is responsible for administering financial matters arising from serious injury and deaths occurring from the incident.  Many of the Specialist's functions are done or partially done in the Medical Unit.

_____
Obtain briefing from Compensation/Claims Unit Leader or Finance Section Chief.

_____
Co-locate Compensation-for-Injury operations with those of the Employee Health Unit, when possible.

_____
Establish procedures with Medical Unit Leader on prompt notification of injuries or deaths to incident personnel.

_____
Establish contact with Safety Officer and agency representatives.

_____
Provide written authority for personnel requiring medical treatment.

_____
Ensure correct billing forms for transmittal to doctor and/or hospital.

_____
Keep informed, and report on status of hospitalized personnel.

_____
Obtain all witness statements from Safety Officer and/or Medical Unit, and review for completeness.

_____
Provide analysis of injuries, and coordinate with Safety Officer.

_____
Arrange for notification of next-of-kin of seriously injured or deceased personnel.

_____
Coordinate/handle all administrative paperwork on serious injuries or deaths.

_____
Obtain Demobilization Plan, and ensure that necessary follow-up actions will be handled.

_____
Coordinate with appropriate agency(s) to assume responsibility for injured personnel in local hospitals after demobilization.
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