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Air Operations Branch Director Position Checklist


10/28/04 1


The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Operations Section Chief or Incident Commander.


2. Determine need for subordinate staff and flight crews and order through the Operations
Section Chief.


3. Determine aircraft and support equipment needs and order, as necessary.


4. Brief subordinate staff:


 Incident and work objectives, schedules, mission requirements, priorities, time
schedules, and process for briefings and debriefings.


 Work-site locations, status of aircraft, and crews and equipment assigned or ordered.


5. Assign personnel to utilize skills and qualifications, and make adjustments, as needed.


6. Establish line of authority and procedures for decision making.


7. Debrief personnel and pilots and make assignment and staffing adjustments, as
necessary:


 Identify safety issues and hazards, and mitigate them.


 Determine aircraft status.


 Identify pilot and aircraft mission capabilities (carding).


 Initiate system to monitor flight/duty hour limitations and ensure they are not
exceeded.


8. Collect and process incident reports, gather daily fiscal information for other sections to
include:


 Flight hours flown.


 Gallons of product applied.


 Number of personnel transported.


 Adjustment to Incident Action Plan (IAP) and support needs for other sections.
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9. Evaluate performance of subordinate personnel and make adjustments, as necessary.


10. Inspect and visit areas of operation to insure compliance with agency rules, regulations,
and procedures.


11. Ensure necessary organization positions are filled.


12. Provide for the safety and welfare of assigned personnel during the entire period of
supervision:


 Recognize potentially hazardous situations.


 Inform subordinates of hazards.


 Control positions and function of resources.


 Ensure that special precautions are taken when extraordinary hazards exist.


 Maintain work/rest guidelines.


13. Resolve airspace conflicts between incident and non-incident aircraft.


14. Gather intelligence and information for planning meeting (development of IAP):


 Obtain status and availability of aircraft and personnel for the next and future
operational periods.


15. Participate in the planning and strategy meeting:


 Advise Operations Section Chief of capabilities and/or limitations to support the IAP.


 Determine mission priority.


 Identify start/stop times for Aviation Operations Branch.


 Make assignments to carry out IAP.


 Identify resources that are or will be excess in meeting the IAP.


 Prepare Air Operations Summary (ICS Form 220) for the next operational period and
give to planning staff.


16. Determine what information Aviation Operations Branch needs to furnish to the Logistics,
Planning, and Finance/Administration Sections:


 Identify needs for Aviation Operations Branch support from each Section.


 Identify what information Aviation Operations Branch needs to provide to each Section
and time frame for each item.
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17. Coordinate with supporting dispatch office:


 Ensure that a Temporary Flight Restriction has been initiated, if appropriate, and is in
effect over the incident or operating bases.


 Ensure that contact has been established with the military for special use airspace or
military training routes in proximity to the incident.


 Obtain current information on availability and status of aviation resources assigned or
ordered for the incident.


 Obtain information on aircraft external to the incident (media, VIPs, others).


 Establish procedures for emergency reassignment of aircraft on the incident.


18. Determine need to close airports that are in or adjacent to the incident area of operations:


 Contact supporting dispatch office and request closure through appropriate channels.


19. Coordinate with vendors, incident personnel, and contractors.


20. Prepare demobilization schedule of aircraft, personnel, and equipment and coordinate with
Planning Section and supporting dispatch.


21. Document all activity on Unit Log (ICS Form 214).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Finance/Administration Section Chief:


 Determine accidents/injuries to date.


 Determine status of investigations.


2. Establish contact with incident Safety Officer and Liaison Officer or department/agency
representatives.


3. Determine the need for Compensation for Injury and Claims Specialists, request additional
personnel, as necessary.


4. Establish procedures with Medical Unit Leader on prompt notification of injuries or deaths.


5. Ensure that volunteer personnel have been appropriately registered.


6. Ensure written authority for persons requiring medical treatment.


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


8. Ensure all witness statements and statements from Safety Officer and Medical Unit  are
reviewed for completeness.


9. Coordinate with Safety Officer to:


 Provide liaison with Occupational Safety and Health Administration (OSHA).


 Provide analysis of injuries.


 Ensure appropriate level of personal protective equipment (PPE) is being used, and that
personnel have been trained in its use.


10. Maintain copies of hazardous materials and other medical debriefings; ensure they are
included as part of the final incident package.


11. Provide briefing to relief on current activities and unusual events


12. Document all activity on Unit Log (ICS Form 214).
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Claims Specialist:


1. Work closely with Operations and Planing for information from the field.


2. Some agencies/Units have “Claims Teams” who are trained to do claims investigation and
documentation for large incidents.


3. Coordinate with FEMA, private aid organizations (Red Cross), and other Government
agencies for claims documentation and their needs (the Liaison Officer can often be a help
coordinate and obtain information from other agencies or private entities).


4. “Damage assessment” for ongoing disaster recovery is normally not the responsibility of
the Compensation and Claims Unit.  However, information gathered by the Unit may be
forwarded to the agency as part of its recovery effort.


Compensation for Injury Specialist:


1. Determine accidents/injuries to date.


2. Coordinate with incident Safety Officer, Liaison Officer and/or department/agency
representatives.


3. Work with Safety Officer to determine trends of accidents and provide analysis of injuries.


4. Work with local agency representatives to find treatment options for injuries.


5. Establish procedures with Medical Unit Leader on prompt notification of injuries or deaths.


6. Prepare written authority for persons requiring medical treatment, and correct billing
forms for transmittal to doctor and/or hospital.  Ensure all witness statements are
reviewed for completeness.


7. Keep informed and report on status of hospitalized personnel.


8. Maintain log of all injuries occurring on incident.


9. Arrange for notification of next of kin for serious injuries and deaths (this will be done
through Command).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from the Logistics Section Chief or Service Branch Director.


2. Organize and staff Unit as appropriate:


 Assign Communications Center Manager and Lead Incident Dispatcher.


 Assign Message Center Manager and ensure adequate staff is assigned to answer
phones and attend fax machines.


3. Assess communications systems/frequencies in use; advise on communications
capabilities/limitations.


4. Develop and implement effective communications procedures (flow) internal and external
to the incident/Incident Command Post.


5. Assess Incident Command Post phone load and request additional lines as needed.


6. Prepare and implement Incident Communications Plan (ICS Form 205):


 Obtain current organizational chart.


 Determine most hazardous tactical activity; ensure adequate communications.


 Make communications assignments to all other Operations elements, including
volunteer, contract, or mutual aid.


 Determine Command communications needs.


 Determine support communications needs.


 Establish and post any specific procedures for use of Incident Command Post
communications equipment.
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7. Include cellular phones and pagers in Incident Communications Plan (ICS Form 205), if
appropriate:


 Determine specific organizational elements to be assigned telephones.


 Identify all facilities/locations with which communications must be established (shelters,
press area, liaison area, agency facilities, other governmental entities' Emergency
Operations Centers (EOCs), etc.), identify and document phone numbers.


 Determine which phones/numbers should be used by what personnel and for what
purpose.  Assign specific telephone numbers for incoming calls, and report these
numbers to staff and off-site parties such as other local jurisdictions, State and Federal
agencies.


 Do not publicize OUTGOING call lines.


8. Activate, serve as contact point, and supervise the integration of volunteer radio
organizations into the communications system.


9. Ensure radio and telephone logs are available and being used.


10. Determine need and research availability of additional nets and systems:


 Order through Supply Unit after approval by Section Chief.


 Federal systems:


• Additional radios and other communications devices, including repeaters, radio-
telephone interconnects and satellite down-link capabilities may be available
through FEMA or the USDA Forest Service.


11. Document malfunctioning communications equipment, facilitate repair.


12. Establish and maintain communications equipment accountability system.


13. Provide technical information, as required, on:


 Adequacy of communications system currently in use.


 Geographic limitation on communications equipment.


 Equipment capabilities.


 Amount and types of equipment available.


 Anticipated problems in the use of communications equipment.
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14. Estimate Unit needs for expected operations; order relief personnel.


15. Provide briefing to relief on current activities and unusual situations.


16. Document all activity on Unit Log (ICS Form 214).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Finance/Administration Section Chief:


 Determine reporting time-lines.


 Determine standard and special reports required.


 Determine desired report format.


2. Obtain and record all cost data:


 Agency Equipment costs.


 Contract or mutual aid equipment costs.


 Contract or mutual aid personnel costs.


 Damage to facilities, infrastructure, equipment or vehicles.


 Supplies.


 Food.


 Facility rental.


3. Identify in reports all equipment/personnel requiring payment.


4. Prepare incident cost summaries by operational period, or as directed by the
Finance/Administration Section Chief.


5. If cost share agreement is done, determine what costs need to be tracked. They may be
different than total incident costs.


6. Prepare resources use cost estimates for Planning:


 Make sure estimates are updated with actual costs as they become available.


 Make sure information is provided to Planning according to Planning’s schedule.
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7. Make recommendations on cost savings to Finance/Administration Section Chief.  This
must be coordinated with Operations and Planning Sections—use of high cost equipment
may have justifications unknown to Finance/Administration.


8. Maintain cumulative incident cost records.  Costs should reflect each individual entity
(individual or crew personnel, individual pieces of equipment, food, facilities) the entity’s
agency or contractor, pay premiums (overtime/hazard).  These records should reflect:


 Agency, contract, and/or mutual aid equipment costs.


 Agency, contract, and/or mutual aid personnel costs and pay premiums (straight,
hazard, and overtime).


 Contract or mutual aid equipment costs.


 Contract or mutual aid personnel costs.


 Damage to agency facilities, infrastructure, equipment or vehicles.


 Supplies.


 Food.


 Facility rental.


9. Ensure that all cost documents are accurately prepared.


10. Enter data into an agency cost analysis system (Incident Cost Analysis Reporting System
(ICARS) or similar system, if appropriate).


11. Provide briefing to relief on current activity and unusual events.


12. Document all activity on Unit Log (ICS Form 214).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Branch Director, Operations Section Chief or Incident Commander:


 Determine resources assigned to the Division or Group.


 Confirm geographic boundaries or functional responsibilities of Division or Group.


 Confirm location and function of additional Divisions and Groups operating adjacent to
or within your geographic location.


 Confirm tactical assignment.


 Confirm communication assignment.


2. Attend Operations Briefing.


3. Review assignments and incident activities with subordinates, and assign tasks.


4. Ensure subordinates observe required safety precautions.


5. Implement Incident Action Plan (IAP) for Division or Group.


6. Submit situation and resource status information to Branch Director or Operations Section
Chief:


 Maintain “hot zone” resource tracking system, if necessary.


7. Coordinate activities with adjacent Divisions/Groups.


8. Determine need for additional resources and make request through Branch Director or
Operations Section Chief.


9. Report special occurrences or events, such as accidents or sickness, to Branch Director or
Operations Section Chief.







Division/Group Supervisor Position Checklist


10/28/04 2


10. Resolve logistical problems within the Division and/or Group:


 Monitor communications and assess communications needs.


 Ensure adequate food, liquids, and rehabilitation.


 Ensure personnel are aware of process for medical assistance.


11. Debrief with Branch Director or Operations Section Chief prior to leaving shift:


 Include work accomplished or left to be accomplished, operational difficulties, resource
needs, etc.


 Participate in the development of plans for the next operational period.


12. Document all activity on Unit Log (ICS Form 214).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Planning Section Chief:


 Determine objectives, priorities and constraints on demobilization.


2. Review incident resource records to determine scope of demobilization effort:


 Resource tracking system.


 Check-in forms.


 Master resource list.


3. Meet with agency representatives to determine:


 Agencies not requiring formal demobilization.


 Personnel rest and safety needs.


 Coordination procedures with cooperating-assisting agencies.


4. Assess the current and projected resource needs of the Operations Section.


5. Obtain identification of surplus resources and probable release times.


6. Determine logistical support needs of released resources (rehab, transportation,
equipment replacement, etc.).


7. Determine Finance/Administration, Communications, Supply, and other incident check-out
stops.


8. Determine de-briefing requirements.


9. Establish communications links with off-incident organizations and facilities.
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10. Prepare Demobilization Plan (ICS Form 221):


 General - Discussion of demobilization procedure.


 Responsibilities - Specific implementation responsibilities and activities.


 Release Priorities - According to agency and kind and type of resource.


 Release Procedures - Detailed steps and process to be followed.


 Directories - Maps, telephone numbers, instructions and other needed elements.


 Continuity of operations (follow up to incident operations):


• Public Information.


• Finance/Administration.


• Other.


 Designate to whom outstanding paperwork must be submitted.


 Include demobilization of Incident Command Post staff.  In general, Incident Command
Post staff will not be released until:


• Incident activity and work load are at the level the agency can reasonably assume.


• Incident is controlled.


• On-scene personnel are released except for those needed for final tactical
assignments.


• Incident Base is reduced or in the process of being shut down.


• Planning Section has organized final incident package.


• Finance/Administration Section has resolved major known finance problems and
defined process for follow-up.


• Rehabilitation/cleanup accomplished or contracted.


• Team has conducted or scheduled required debriefings.


11. Obtain approval of Demobilization Plan (ICS Form 221) from Planning Section Chief.


12. Distribute Demobilization Plan (ICS Form 221) to processing points both on and off
incident.


13. Monitor implementation of Demobilization Plan (ICS Form 221).
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14. Assist in the coordination of the Demobilization Plan (ICS Form 221).


15. Provide briefing to relief on current activities and unusual events.


16. Document all activity on Unit Log (ICS Form 214).


17. Give completed incident files to Documentation Unit Leader for inclusion in the final
incident package.
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Planning Section Chief.


2. Organize, staff, and supervise Unit, as appropriate, and provide for adequate relief.


3. Establish work area:


 Ensure adequate duplication capability for large-scale operations and adequate staff to
assist in the duplication and documentation process.


4. Establish and organize incident files.


5. Establish duplication services, and respond to requests.


6. Determine number needed and duplicate Incident Action Plan (IAP) accordingly.


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


8. Accept and file reports and forms submitted by incident personnel.


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


10. Ensure that legal restrictions on public and exempt records are observed.


11. Provide briefing to relief on current activities and unusual events.


12. Document all activity on Unit Log (ICS Form 214).


13. Give completed incident files to Planning Section Chief.
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.
Tasks may be delegated to the appropriate Unit Leader.


Task


1. Obtain briefing from Incident Commander:


 Incident objectives.


 Participating/coordinating agencies.


 Anticipated duration/complexity of incident.


 Determine any political considerations.


 Obtain the names of any agency contacts the Incident Commander knows about.


 Possibility of cost sharing.


 Work with Incident Commander and Operations Section Chief to ensure work/rest
guidelines are being met, as applicable.


2. Obtain briefing from agency administrator:


 Determine level of fiscal process required.


 Delegation of authority to Incident Commander, as well as for financial processes,
particularly procurement.


 Assess potential for legal claims arising out of incident activities.


 Identify applicable financial guidelines and policies, constraints and limitations.
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3. Obtain briefing from agency Finance/Administration representative:


 Identify financial requirements for planned and expected operations.


 Determine agreements are in place for land use, facilities, equipment, and utilities.


 Confirm/establish procurement guidelines.


 Determine procedure for establishing charge codes.


 Important local contacts.


 Agency/local guidelines, processes.


 Copies of all incident-related agreements, activated or not.


 Determine potential for rental or contract services.


 Is an Incident Business Advisor (IBA) available, or the contact information for an agency
Financial/Administration representative?


 Coordinate with Command and General Staff and agency Human Resources staff to
determine the need for temporary employees.


 Ensure that proper tax documentation is completed.


 Determine whether hosting agency will maintain time records, or whether the incident
will document all time for the incident, and what forms will be used.


4. Ensure all Sections and the Supply Unit are aware of charge code.


5. Attend Planning Meeting:


 Provide financial and cost-analysis input.


 Provide financial summary on labor, materials, and services.


 Prepare forecasts on costs to complete operations.


 Provide cost benefit analysis, as requested.


 Obtain information on status of incident; planned operations; changes in objectives, use
of personnel, equipment, aircraft; and local agency/political concerns.
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Sample Planning Meeting Agenda


 Agenda Item  Responsible Party


 1  Briefing on situation/resource status.  Planning/Operations Section Chiefs
 2  Discuss safety issues.  Safety Officer
 3  Set/confirm incident objectives.  Incident Commander
 4  Plot control lines & Division boundaries.  Operations Section Chief
 5  Specify tactics for each Division/Group.  Operations Section Chief
 6  Specify resources needed for each


Division/Group.
 Operations/Planning Section Chiefs


 7  Specify facilities and reporting locations.  Operations/Planning/Logistics Section
Chiefs


 8  Develop resource order.  Logistics Section Chief
 9  Consider communications/medical/


transportation plans.
 Logistics/Planning Section Chiefs


 10  Provide financial update.  Finance/Administration Section Chief
 11  Discuss interagency liaison issues.  Liaison Officer
 12  Discuss information issues.  Public Information Officer
 13  Finalize/approve/implement plan.  Incident Commander/All


6. Gather continuing information:


 Equipment time – Ground Support Unit Leader and Operations Section.


 Personnel time – Crew Leaders, Unit Leaders, and individual personnel.


 Accident reports – Safety Officer, Ground Support Unit Leader, and Operations Section.


 Potential and existing claims – Operations Section, Safety Officer, equipment
contractors, agency representative, and Compensation/Claims Unit Leader.


 Arrival and demobilization of personnel and equipment – Planning Section.


 Daily incident status – Planning Section.


 Injury reports – Safety Officer, Medical Unit Leader, and Compensation/Claims Unit
Leader.


 Status of supplies – Supply Unit Leader and Procurement Unit Leader.


 Guidelines of responsible agency – Incident Business Advisor, local administrative
personnel.


 Use agreements – Procurement Unit Leader and local administrative personnel.


 What has been ordered? – Supply Unit Leader.


 Unassigned resources – Resource Unit Leader and Cost Unit Leader.







Finance/Administration Section Chief Position Checklist


11/29/04 4


7. Meet with assisting and cooperating agencies, as required, to determine any cost-share
agreements or financial obligation.


8. Coordinate with all cooperating agencies and specifically administrative personnel in
hosting agency.


9. Initiate, maintain, and ensure completeness of documentation needed to support claims
for emergency funds, including auditing and documenting labor, equipment, materials, and
services:


 Labor - with breakdown of work locations, hours and rates for response personnel,
contract personnel, volunteers, and consultants.


 Equipment - with breakdown of work locations, hours and rates for owned and rented
aircraft, heavy equipment, fleet vehicles, and other equipment.


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


10. Initiate, maintain, and ensure completeness of documentation needed to support claims
for injury and property damage.  (Injury information should be kept on contracted
personnel formally assigned to the incident, as well as paid employees and mutual aid
personnel).


11. Ensure that all personnel time records reflect incident activity and that records for non-
agency personnel are transmitted to home agency or department according to policy:


 Notify incident management personnel when emergency timekeeping process is in effect
and where timekeeping is taking place.


 Distribute time-keeping forms to all Sections-ensure forms are being completed
correctly.


12. Ensure that all obligation documents initiated by the incident are properly prepared and
completed.


13. Assist Logistics in resource procurement:


 Identify vendors for which open purchase orders or contracts must be established.


 Negotiate ad hoc contracts.


14. Ensure coordination between Finance/Administration and other Command and General
Staff.


15. Coordinate Finance/Administration demobilization.


16. Provide briefing to relief on current activities and unusual events.
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17. Ensure all Logistics Units are documenting actions on Unit Log (ICS Form 214).


18. Submit all Section documentation to Documentation Unit.
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Logistics Section Chief or Support Branch Director:


 Expected duration and scope of the incident.


 Facilities already activated.


 Anticipated facility needs.


2. Obtain a copy of the Incident Action Plan (IAP) and determine:


 Location of Incident Command Post.


 Staging Areas.


 Incident Base.


 Supply/Receiving/Distribution Centers.


 Information/Media Briefing Center.


 Other incident facilities.


3. Determine requirements for each facility to be established:


 Sanitation.


 Sleeping.


 Feeding.


 Supply area.


 Medical support.


 Communications needs.


 Security needs.


 Lighting.
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4. In cooperation with other incident staff, determine the following requirements for each
facility:


 Needed space.


 Specific location.


 Access.


 Parking.


 Security.


 Safety.


5. Plan facility layouts in accordance with above requirements.


6. Coordinate negotiation for rental office or storage space:


 < 60 days - Coordinate with Procurement Unit.


 > 60 days - Coordinate with Procurement Unit, agency Facilities Manager, and agency
Finance Department.


7. Video or photograph rental office or storage space prior to taking occupancy.


8. Document all activity on Unit Log (ICS Form 214).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Logistics Section Chief or Service Branch Director:


 Determine potential duration of incident.


 Number and location of personnel to be fed.


 Last meal provided.


 Proposed time of next meal.


2. Determine food service requirements for planned and expected operations.


3. Determine best method of feeding to fit situation and obtain bids if not done prior to
incident (coordinate with Procurement Unit).


4. Determine location of working assignment.


5. Ensure sufficient potable water and beverages for all incident personnel.


6. Coordinate transportation of food and drinks to the scene with Ground Support and
Operations Section Chief.


7. Ensure that appropriate health and safety measures are taken and coordinate activity with
Safety Officer.


8. Supervise administration of food service agreement, if applicable.


9. Provide copies of receipts, bills to Finance/Administration Section.


10. Let Supply Unit know when food orders are complete.


11. Provide briefing to relief on current activities and unusual situations.


12. Document all activity on Unit Log (ICS Form 214).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Logistics Section Chief or Support Branch Director:


 Fueling needs of apparatus on incident.


 Transportation needed for responders.


 Location of Supply Unit receiving and distribution point(s).


 Incident transportation maps and restrictions on transportation routes.


 Need for vehicle repair services, and policy toward repair and fueling of mutual aid and
rental equipment.


2. Staff Unit by the above considerations, as indicated.


3. Consider the need to use agency pool vehicles or rental vehicles to augment transportation
resources.


4. Support out-of-service resources according to agreement for mutual aid and rental
equipment.


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


6. Arrange for and activate towing, fueling, maintenance, and repair services.


7. Maintain fuel, parts, and service use records and cost summaries.  Forward to
Finance/Administration Section.


8. Maintain inventory of support and transportation vehicles.
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9. Provide transportation services:


 Review Incident Action Plan (IAP) for transportation requirements.


 Review inventory for needed resources.


 Request additional resources through Supply Unit.  Give type, time needed, and
reporting location.


 Schedule use of support vehicles.


 Document mileage, fuel consumption, and other costs.


10. Implement Transportation Plan:


 Determine time-lines.


 Identify types of services required.


 Assign resources required to implement Transportation Plan.


11. Ensure that the condition of rental equipment is documented prior to use and coordinate
with Procurement Unit Leader.


12. Document all activity on Unit Log (ICS Form 214).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Ensure welfare and safety of incident personnel.


2. Supervise Command and General Staff.


3. Obtain initial briefing from current Incident Commander and agency administrator.


4. Assess incident situation:


 Review the current situation status and initial incident objectives.  Ensure that all local,
State and Federal agencies impacted by the incident have been notified.


5. Determine need for, establish, and participate in Unified Command.


6. Authorize protective action statements, as necessary.


7. Activate appropriate Command and General Staff positions.  Safety Officer must be
appointed on hazardous materials incidents:


 Confirm dispatch and arrival times of activated resources.


 Confirm work assignments.


8. Brief staff:


 Identify incident objectives and any policy directives for the management of the
incident.


 Provide a summary of current organization.


 Provide a review of current incident activities.


 Determine the time and location of first Planning Meeting.


9. Determine information needs and inform staff of requirements.


10. Determine status of disaster declaration and delegation of authority.
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11. Establish parameters for resource requests and releases:


 Review requests for critical resources.


 Confirm who has ordering authority within the organization.


 Confirm those orders that require Command authorization.


12. Authorize release of information to the media:


 If operating within a Unified Command, ensure all Incident Commanders approve
release.


13. Establish level of planning to be accomplished:


 Written Incident Action Plan (IAP).


 Contingency planning.


 Formal Planning Meeting.


14. Ensure Planning Meetings are conducted as indicated:


Sample Planning Meeting Agenda


 Agenda Item  Responsible Party


 1  Briefing on situation/resource status.  Planning/Operations Section Chiefs
 2  Discuss safety issues.  Safety Officer
 3  Set/confirm incident objectives.  Incident Commander
 4  Plot control lines & Division boundaries.  Operations Section Chief
 5  Specify tactics for each Division/Group.  Operations Section Chief
 6  Specify resources needed for each


Division/Group.
 Operations/Planning Section Chiefs


 7  Specify facilities and reporting locations.  Operations/Planning/Logistics Section
Chiefs


 8  Develop resource order.  Logistics Section Chief
 9  Consider communications/medical/


transportation plans.
 Logistics/Planning Section Chiefs


 10  Provide financial update.  Finance/Administration Section Chief
 11  Discuss interagency liaison issues.  Liaison Officer
 12  Discuss information issues.  Public Information Officer
 13  Finalize/approve/implement plan.  Incident Commander/All
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15. Approve and authorize implementation of the IAP:


 Review IAP for completeness and accuracy.


 Verify that objectives are incorporated and prioritized.


 Sign ICS Form 202.


16. Ensure Command and General Staff coordination:


 Periodically check progress on assigned tasks of Command and General Staff personnel.


 Approve necessary changes to strategic goals and IAP.


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


17. Work with agency staff to declare state of emergency according to agency protocol.


18. Keep agency administrator informed on incident-related problems and progress.








Liaison Officer Position Checklist


10/28/04 1


The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Incident Commander:


 Obtain summary of incident organization (ICS Forms 201 and 203).


 Determine companies/agencies/non-governmental organizations already involved in the
incident, and whether they are assisting (have tactical equipment and/or personnel
assigned to the organization), or cooperating (operating in a support mode "outside" the
organization).


2. Obtain cooperating and assisting agency information, including:


 Contact person(s).


 Radio frequencies.


 Phone numbers.


 Cooperative agreements.


 Resource type.


 Number of personnel.


 Condition of personnel and equipment.


 Agency constraints/limitations.


3. Establish workspace for Liaison function and notify agency representatives of location.


4. Contact and brief assisting/cooperating agency representatives and mutual aid
cooperators.


5. Interview agency representatives concerning resources and capabilities, and restrictions on
use-provide this information at planning meetings.


6. Work with Public Information Officer and Incident Commander to coordinate media
releases associated with inter-governmental cooperation issues.
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7. Monitor incident operations to identify potential inter-organizational problems.  Keep
Command apprised of such issues:


 Bring complaints pertaining to logistical problems, inadequate communications, and
strategic and tactical direction to the attention of Incident Management Team (IMT).


8. Participate in Planning Meetings:


Sample Planning Meeting Agenda


 Agenda Item  Responsible Party


 1  Briefing on situation/resource status.  Planning/Operations Section Chiefs
 2  Discuss safety issues.  Safety Officer
 3  Set/confirm incident objectives.  Incident Commander
 4  Plot control lines & Division boundaries.  Operations Section Chief
 5  Specify tactics for each Division/Group.  Operations Section Chief
 6  Specify resources needed for each


Division/Group.
 Operations/Planning Section Chiefs


 7  Specify facilities and reporting locations.  Operations/Planning/Logistics Section
Chiefs


 8  Develop resource order.  Logistics Section Chief
 9  Consider communications/medical/


transportation plans.
 Logistics/Planning Section Chiefs


 10  Provide financial update.  Finance/Administration Section Chief
 11  Discuss interagency liaison issues.  Liaison Officer
 12  Discuss information issues.  Public Information Officer
 13  Finalize/approve/implement plan.  Incident Commander/All


9. Document all activity on Unit Log (ICS Form 214).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.
Tasks may be delegated to the appropriate Branch Director or Unit Leader.


Task


1. Obtain briefing from Incident Commander:


 Review situation and resource status for number of personnel assigned to incident.


 Review current organization.


 Determine which incident facilities have been/should be activated.


2. Ensure Incident Command Post and other incident facilities are physically activated, as
appropriate.


3. Confirm resource ordering process.


4. Assess adequacy of current Incident Communications Plan (ICS Form 205).


5. Organize and staff Logistics Section, as appropriate, and consider the need for facility
security, and Communication and Supply Units.


6. Assemble, brief, and assign work locations and preliminary work tasks to Section
personnel:


 Provide summary of emergency situation.


 Provide summary of the kind and extent of Logistics support the Section may be asked
to provide.


7. Notify Resources Unit of other Units activated, including names and location of assigned
personnel.
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8. Attend Planning Meetings:


Sample Planning Meeting Agenda


 Agenda Item  Responsible Party


 1  Briefing on situation/resource status.  Planning/Operations Section Chiefs
 2  Discuss safety issues.  Safety Officer
 3  Set/confirm incident objectives.  Incident Commander
 4  Plot control lines & Division boundaries.  Operations Section Chief
 5  Specify tactics for each Division/Group.  Operations Section Chief
 6  Specify resources needed for each


Division/Group.
 Operations/Planning Section Chiefs


 7  Specify facilities and reporting locations.  Operations/Planning/Logistics Section
Chiefs


 8  Develop resource order.  Logistics Section Chief
 9  Consider communications/medical/


transportation plans.
 Logistics/Planning Section Chiefs


 10  Provide financial update.  Finance/Administration Section Chief
 11  Discuss interagency liaison issues.  Liaison Officer
 12  Discuss information issues.  Public Information Officer
 13  Finalize/approve/implement plan.  Incident Commander/All


9. Participate in preparation of Incident Action Plan (IAP):


 Provide input on resource availability, support needs, identified shortages, and response
time-lines for key resources.


 Identify future operational needs (both current and contingency), in order to anticipate
logistical requirements.


 Ensure Incident Communications Plan (ICS Form 205) is prepared.


 Ensure Medical Plan (ICS Form 206) is prepared.


 Assist in the preparation of Transportation Plan.


10. Review IAP and estimate section needs for next operational period; order relief personnel
if necessary.


11. Research availability of additional resources.


12. Hold Section meetings, as necessary, to ensure communication and coordination among
Logistics Branches and Units.


13. Ensure coordination between Logistics and other Command and General Staff.


14. Ensure general welfare and safety of Section personnel.
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15. Provide briefing to relief on current activities and unusual situations.


16. Ensure that all personnel observe established level of operational security.


17. Ensure all Logistics functions are documenting actions on Unit Log (ICS Form 214).


18. Submit all Section documentation to Documentation Unit.
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Service Branch Director or Logistics Section Chief:


 Obtain information on any injuries that occurred during initial response operations.


 Name and location of Safety Officer.


2. Determine level of emergency medical activities performed prior to activation of Medical
Unit:


 Number and location of aid stations.


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


 Potential for special medical problems, i.e., hypothermia, dehydration, heat stroke,
exposure to hazardous materials, etc.


 Medical supplies needed.


3. Respond to requests for medical treatment and transportation.


4. Request/supervise ambulance support.  Order through established Incident chain of
command.


5. Prepare the Medical Plan (ICS Form 206), including procedures for major medical
emergency. This plan should be coordinated with the medical organization within
the Operations Section.   Plan should include:


 Medical Assembly Area.


 Triage Area.


 Ambulance Traffic Route.


 Landing Zone for Life flight (incident and hospital).


 Aid Station Location(s).


 Hazard specific information (HAZMAT treatment, etc.).


 Closest hospitals.


 Consideration should be given to separate treatment areas for responders and victims,
as well as sending all responders to a single hospital.
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6. Obtain Safety Officer approval for Medical Plan.


7. Coordinate Medical Plan with local hospitals.


8. Respond to requests for medical aid.


9. Notify Safety Officer and Logistics Section Chief of all accidents and injuries.


10. Respond to requests for medical supplies.


11. Prepare medical reports; provide copies to Documentation Unit.


12. Submit reports as directed; provide copies to Documentation Unit Leader.


13. Provide briefing to relief on current activities and unusual circumstances.


14. Document all activity on Unit Log (ICS Form 214).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Operations Section Chief or Incident Commander:


 Determine resources assigned to the Branch, current location, and activities.


 Review assignments for Divisions and/or Groups within Branch and modify based on
effectiveness of current operations.


 If modification requires re-assignment or changes of status of resources, provide
resource information to the Operations Section Chief or Incident Commander.


 Determine general organizational structure, including identification of other Branches,
Divisions, and Groups operating on the incident.


2. Attend Operations Briefing.


3. Develop tactical assignments, with subordinates, for Branch control operations.


4. Assign specific work tasks to Division/Group Supervisors.


5. Resolve logistical problems reported by subordinates:


 Monitor radio transmissions and cell phone use to assess communications needs.


 Ensure resources receive adequate food, liquids, and rehabilitation.


 Request additional resources through approved ordering channels.


6. Report to Operations Section Chief whenever:


 Incident Action Plan (IAP) is to be modified.


 Additional resources are needed.


 Surplus resources are available.


 Hazardous situations or significant events occur.


7. Coordinate activities with other Branch Directors.
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8. Attend Planning Meetings at the request of the Operations Section Chief.


9. Debrief on shift activities, prior to leaving shift, with Operations Section Chief and Planning
Section Chief or Situation Unit Leader.


10. Ensure Branch fiscal record-keeping.


11. Document all activity on Unit Log (ICS Form 214).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Incident Commander:


 Determine incident objectives and recommended strategies.


 Determine status of current tactical assignments.


 Identify current organization, location of resources, and assignments.


 Confirm resource ordering process.


 Determine location of current Staging Areas and resources assigned there.


2. Organize Operations Section to ensure operational efficiency, personnel safety and
adequate span of control.


3. Establish operational period.


4. Establish and demobilize Staging Areas.


5. Attend Operations Briefing and assign Operations personnel in accordance with Incident
Action Plan (IAP):


 Brief Staging Area Manager on types and numbers of resources to be maintained in
Staging.


 Brief tactical elements (Branches, Divisions/Groups, Task Force/Strike-Team Leaders)
on assignments, ordering process, protective equipment, and tactical assignments.


6. Develop and manage tactical operations to meet incident objectives.
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7. Assess life safety:


 Adjust perimeters, as necessary, to ensure scene security.


 Evaluate and enforce use of appropriate protective clothing and equipment.


 Implement and enforce appropriate safety precautions.


8. Evaluate situation and provide update to Planning Section:


 Location, status, and assignment of resources.


 Effectiveness of tactics.


 Desired contingency plans.


9. Determine need and request additional resources.


10. Notify Resources Unit of Section Branches, Divisions/Groups, Strike Teams/Task Forces,
and single resources which are staffed, including location of resources and names of
leaders.


11. Keep Resources Unit up to date on changes in resource status.


12. Write formal Operations portion of IAP with the Planning Section Chief, if so directed by
the Incident Commander:


 Identify assignments by Division or Group.


 Identify specific tactical assignments.


 Identify resources needed to accomplish assignments.
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13. Ensure coordination of the Operations Section with other Command and General Staff:


 Ensure Operations Section time-keeping, activity logs, and equipment use documents
are maintained and passed to Planning, Logistics, and Finance/Administration Sections,
as appropriate.


 Ensure resource ordering and logistical support needs are passed to Logistics in a timely
fashion-enforce ordering process.


 Notify Logistics of communications problems.


 Keep Planning up-to-date on resource and situation status.


 Notify Liaison Officer of issues concerning cooperating and assisting agency resources.


 Keep Safety Officer involved in tactical decision-making.


 Keep Incident Commander apprised of status of operational efforts.


 Coordinate media field visits with the Public Information Officer.


14. Attend the Tactics Meeting with Planning Section Chief, Safety Officer, and Incident
Commander prior to the Planning Meeting to review strategy, discuss tactics, and outline
organization assignments.


15. Attend Planning Meetings:


Sample Planning Meeting Agenda


 Agenda Item  Responsible Party


 1  Briefing on situation/resource status.  Planning/Operations Section Chiefs
 2  Discuss safety issues.  Safety Officer
 3  Set/confirm incident objectives.  Incident Commander
 4  Plot control lines & Division boundaries.  Operations Section Chief
 5  Specify tactics for each Division/Group.  Operations Section Chief
 6  Specify resources needed for each


Division/Group.
 Operations/Planning Section Chiefs


 7  Specify facilities and reporting locations.  Operations/Planning/Logistics Section
Chiefs


 8  Develop resource order.  Logistics Section Chief
 9  Consider communications/medical/


transportation plans.
 Logistics/Planning Section Chiefs


 10  Provide financial update.  Finance/Administration Section Chief
 11  Discuss interagency liaison issues.  Liaison Officer
 12  Discuss information issues.  Public Information Officer
 13  Finalize/approve/implement plan.  Incident Commander/All


16. Hold Section meetings, as necessary, to ensure communication and coordination among
Operations Branches, Divisions, and Groups.
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Incident Commander:


 Determine current status of Incident (ICS Form 209 or equivalent).


 Identify current organization (ICS Forms 201 and 203, resource lists, etc.).


 Determine point of contact for media (scene or Command Post).


 Determine current media presence.


2. Participate in Administrative Officer’s briefing:


 Determine constraints on information process.


 Determine pre-existing agreements for information centers, Joint Information Centers
(JICs), etc.


3. Assess need for special alert and warning efforts, including the hearing impaired, non-
English speaking populations, and industries especially at risk for a specific hazard, or
which may need advance notice in order to shut down processes.


4. Coordinate the development of door-to-door protective action statements with Operations.


5. Prepare initial information summary as soon as possible after activation.  If no other
information is available, consider the use of the following general statement:


Sample Initial Information Summary


We are aware that an [accident/incident] involving [type of incident] occurred at
approximately [time], in the vicinity of [general location].  [Agency personnel]
are responding, and we will have additional information available as we are able
to confirm it.  We will hold a briefing at [location], and will notify the press at
least ½ hour prior to the briefing.  At this time, this briefing is the only place
where officials authorized to speak about the incident and confirmed information
will be available.  Thank you for your assistance.
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6. Arrange for necessary work space, materials, telephones, and staff.  Consider assigning
Assistant Public Information Officers to:


 Joint Information Center (JIC).


 Field (scene) Information.


 Internal Information.


7. Establish contact with local and national media representatives, as appropriate.


8. Establish location of Information Center for media and public away from Command Post.


9. Establish schedule for news briefings.


10. Coordinate, with Logistics, the activation and staffing of message center "rumor control"
lines to receive requests and answer questions from the public.  Provide statement to
operators.


11. Obtain current incident status reports from Planning Section; coordinate a schedule for
updates.


12. Observe constraints on the release of information imposed by the Incident Commander
and according to agency guidance.


13. Obtain approval for information release from Incident Commander:


 Confirm details to ensure no conflicting information is released.


 Identify site and time for press briefings, and confirm participation by other Incident
Management Team (IMT) members.


14. Release news to media, and post information in Command Post and other appropriate
locations.


15. Record all interviews and copy all news releases:


 Contact media to correct erroneous or misleading information being provided to the
public via the media.
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16. Update off-incident agency personnel on a regular basis:


 Utilize electronic mail for agency updates.


 Establish phone line in the Command Post dedicated to internal communications to
update agency personnel.


 Provide standard statement which can be given to general requests for information.


17. Coordinate information releases with information staff from other impacted agencies and
jurisdictions:


 Ensure that information provided to the public is consistent across jurisdictional
boundaries, when appropriate.


18. Attend Planning Meetings:


Sample Planning Meeting Agenda


 Agenda Item  Responsible Party


 1  Briefing on situation/resource status.  Planning/Operations Section Chiefs
 2  Discuss safety issues.  Safety Officer
 3  Set/confirm incident objectives.  Incident Commander
 4  Plot control lines & Division boundaries.  Operations Section Chief
 5  Specify tactics for each Division/Group.  Operations Section Chief
 6  Specify resources needed for each


Division/Group.
 Operations/Planning Section Chiefs


 7  Specify facilities and reporting locations.  Operations/Planning/Logistics Section
Chiefs


 8  Develop resource order.  Logistics Section Chief
 9  Consider communications/medical/


transportation plans.
 Logistics/Planning Section Chiefs


 10  Provide financial update.  Finance/Administration Section Chief
 11  Discuss interagency liaison issues.  Liaison Officer
 12  Discuss information issues.  Public Information Officer
 13  Finalize/approve/implement plan.  Incident Commander/All


19. Respond to special requests for information.


20. Provide all news releases, bulletins, and summaries to Documentation Unit to be included
in the final incident package.


21. Confirm the process for the release of information concerning incident-related injuries or
deaths.


22. Document all activity on Unit Log (ICS Form 214).








Planning Section Chief Position Checklist


10/28/04 1


The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.
Tasks may be delegated to the appropriate Unit Leader


Task


1. Obtain briefing from Incident Commander:


 Determine current resource status (ICS Form 201).


 Determine current situation status/intelligence (ICS Form 201).


 Determine current incident objectives and strategy.


 Determine whether Incident Commander requires a written Incident Action Plan (IAP).


 Determine time and location of first Planning Meeting.


 Determine desired contingency plans.


2. Activate Planning Section positions, as necessary, and notify Resources Unit of positions
activated.


3. Establish and maintain resource tracking system.


4. Complete ICS Form 201, if not previously completed, and provide copies to Command,
Command Staff, and General Staff.


5. Advise Incident Command Post (ICP) staff of any significant changes in incident status.


6. Compile and display incident status summary information.  Document on ICS Form 209,
Incident Status Summary (or other approved agency forms):


 Forward incident status summaries to Agency Administrator and/or other designated
staff once per operational period, or as required.


 Provide copy to Public Information Officer.


7. Obtain/develop incident maps.


8. Establish information requirements and reporting schedules for ICP and field staff.
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9. Prepare contingency plans:


 Review current and projected incident and resource status.


 Develop alternative strategies.


 Identify resources required to implement contingency plan.


 Document alternatives for presentation to Incident Commander and Operations, and for
inclusion in the written IAP.


10. Meet with Operations Section Chief and/or Command, prior to Planning Meetings, to
discuss proposed strategy and tactics and diagram incident organization and resource
location.


11. Conduct Planning Meetings according to following agenda:


Sample Planning Meeting Agenda


 Agenda Item  Responsible Party


 1  Briefing on situation/resource status.  Planning/Operations Section Chiefs
 2  Discuss safety issues.  Safety Officer
 3  Set/confirm incident objectives.  Incident Commander
 4  Plot control lines & Division boundaries.  Operations Section Chief
 5  Specify tactics for each Division/Group.  Operations Section Chief
 6  Specify resources needed for each


Division/Group.
 Operations/Planning Section Chiefs


 7  Specify facilities and reporting locations.  Operations/Planning/Logistics Section
Chiefs


 8  Develop resource order.  Logistics Section Chief
 9  Consider communications/medical/


transportation plans.
 Logistics/Planning Section Chiefs


 10  Provide financial update.  Finance/Administration Section Chief
 11  Discuss interagency liaison issues.  Liaison Officer
 12  Discuss information issues.  Public Information Officer
 13  Finalize/approve/implement plan.  Incident Commander/All


12. Supervise preparation and distribution of the written IAP, if indicated.  Minimum
distribution is to all Command, Command Staff, General Staff, and Operations personnel to
the Division/Group Supervisor level:


 Establish information requirements and reporting schedules for use in preparing the IAP.


 Ensure that detailed contingency plan information is available for consideration by
Operations and Command.


 Verify that all support and resource needs are coordinated with Logistics Section prior to
release of the IAP.
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 Include fiscal documentation forms in written IAP as requested by the
Finance/Administration Section.


 Coordinate IAP changes with General Staff personnel and distribute written changes, as
appropriate.


13. Coordinate development of Incident Traffic Plan with Operations and the Ground Support
Unit Leader.


14. Coordinate preparation of the Safety Message with Safety Officer.


15. Coordinate preparation of the Incident Communications Plan and Medical Plan with
Logistics.


16. Instruct Planning Section Units in distribution of incident information.


17. Provide periodic predictions on incident potential.


18. Establish a weather data collection system, when necessary.


19. Identify need for specialized resources; discuss need with Operations and Command;
facilitate resource requests with Logistics.


20. Ensure Section has adequate coverage and relief.


21. Hold Section meetings as necessary to ensure communication and coordination among
Planning Section Units.


22. Ensure preparation of demobilization plan, if appropriate.


23. Ensure preparation of final incident package and route to Agency Administrator for
archiving or follow-up after Incident Management Team (IMT) demobilization.


24. Provide briefing to relief on current and unusual situations.


25. Ensure that all staff observe established level of operational security.


26. Ensure all Planning functions are documenting actions on Unit Log (ICS Form 214).


27. Submit all Section documentation to Documentation Unit.
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Finance/Administration Section Chief:


 Determine charge code, and delegation of authority to commit agency funds.  If the
agency cannot delegate procurement authority to the Procurement Unit Leader, they will
need to assign one of their procurement people to the incident.


 Determine whether a buying team has been assigned to purchase all equipment,
supplies, etc. for the incident.  The Procurement Unit Leader will coordinate closely with
this group.


 Determine status of bid process.


 Determine current vendor list.


 Determine current blanket Purchase Order (PO) list.


 Determine time-lines established for reporting cost information.


2. Contact Supply Unit on incident needs and any special procedures or requirements.


3. Prepare and sign offers for rental, as necessary.


4. Develop Incident Procurement Plan.  This plan should address/include:


 Spending caps.


 Necessary Forms.


 Identify who has purchasing authority.


 Process for obtaining approval to exceed caps.


 Coordination process with Supply Unit.


 Supply of emergency purchase orders.
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5. Review equipment rental agreement and use statements for terms and conditions of  use
within 24 hours after equipment arrival at incident.  Provide hourly rates and associated
costs to Cost Unit.


6. Prepare and sign contracts, land-use agreements, and cost-share agreements, as
necessary.


7. Draft Memorandums of Understanding as needed (obtain legal review and Incident
Commander's signature prior to implementation).


8. Establish contact with supply vendors, as needed.


9. Determine whether additional vendor-service agreements will be necessary.


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


11. Provide cost data from rental agreements, contracts, etc. to Cost Unit Leader according to
reporting time frames established for operational period.


12. Verify all invoices.


13. It is imperative that all contractors are accounted for and their time documented:


 Coordinate with all Sections.


 It may be helpful to hire one person (or more) to simply travel the incident and
document everything they see being used.


 Ensure that all equipment rental documents and inspections are complete (coordinate
inspection information with Ground Support Unit and/or Operations) before signing.


14. Complete final processing and send documents for payment.


15. 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.


 Check completeness of all data entries on vendor invoices.


 Compare invoices against procurement documents.


 Assure that only authorized personnel initiate orders.
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16. Provide briefing to relief on current activities and unusual events.


17. Document all activity on Unit Log (ICS Form 214).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Planning Section Chief.


2. Organize, staff, and supervise Unit, as appropriate, and provide for adequate relief.


3. Establish check-in function at incident locations (ICS Form 211).


4. Establish contact with incident information sources such as Staging Area Manager,
Operations Section Chief, and initial Incident Commander to determine what resources
have been assigned to the incident, their status, and location.


5. Compile, maintain, and display resource status information on:  1) all tactical and support
personnel and apparatus (including agency-owned, mutual aid, or hired), and 2)
transportation and support vehicles:


 Review ICS Form 201 for resource information.


 Review Check-In List (ICS Form 211).


 Confirm resources assigned to Staging.


 Confirm resources assigned to tactical Operations organization.


 Confirm resources assigned to other Command and General Staff functions.


6. Establish and maintain resource tracking system.


7. Maintain master roster of all resources at the incident:


 Total number of personnel assigned to the incident.


 Total number of resources assigned to each Section and/or Unit.


 Total number of specific equipment/apparatus types.







Resources Unit Leader Position Checklist


10/28/04 2


8. Assist in preparation of the Incident Action Plan (IAP):


 Prepare Organization Chart (ICS Form 207) and post in each room of the Incident
Command Post (ICP).


 Assist in preparing the Organizational Planning Worksheet (ICS Form 215).


 Prepare Organization Assignment List (ICS Form 203).


 Prepare Division/Group Assignment Sheets (ICS Form 204).


9. Participate in Planning Meetings, as assigned.


10. Provide briefing to relief on current and unusual situations.


11. Assist in identification of additional and special resources:


 Other disciplines.


 Technical Specialists.


 Resources needed to implement contingency plans.


12. Document all activity on Unit Log (ICS Form 214).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain a briefing from Incident Commander or Operations Section Chief:


 Determine types and numbers of resources to be maintained in Staging.


 Confirm process for requesting additional resources for Staging.


 Confirm process for reporting status changes.


2. Proceed to Staging Area; establish Staging Area layout (apparatus and vehicles in Staging
should face outward to ensure quick response, general principle of "first in, first out"
should be maintained).


3. Ensure efficient check-in and coordinate process with Planning Section Resources Unit
Leader.


4. Identify and track resources assigned to staging; report resource status changes to
Operations or Command and Resources Unit.


5. Determine any support needs for equipment, feeding, sanitation and security; request
through Logistics.


6. Post areas for identification and traffic control.


7. Respond to requests for resources:


 Organize Task Forces or Strike Teams, as necessary.


8. Request additional tactical resources for Staging through Logistics, according to
established staffing levels.


9. Obtain and issue receipts for radio equipment and other supplies distributed and received
at the Staging Area.


10. Maintain Staging Area in orderly condition.


11. Demobilize Staging Area in accordance with instructions.


12. Document all activity on Unit Log (ICS Form 214).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Incident Commander and/or from initial on-scene Safety Officer.


2. Identify hazardous situations associated with the incident.  Ensure adequate levels of
protective equipment are available, and being used.


3. Staff and organize function, as appropriate:


 In multi-discipline incidents, consider the use of an Assistant Safety Officer from each
discipline.


 Multiple high-risk operations may require an Assistant Safety Officer at each site.


 Request additional staff through incident chain of command.


4. Identify potentially unsafe acts.


5. Identify corrective actions and ensure implementation.  Coordinate corrective action with
Command and Operations.


6. Ensure adequate sanitation and safety in food preparation.


7. Debrief Assistant Safety Officers prior to Planning Meetings.


8. Prepare Incident Action Plan Safety and Risk Analysis (USDA ICS Form 215A).


9. Participate in Planning and Tactics Meetings:


 Listen to tactical options being considered.  If potentially unsafe, assist in identifying
options, protective actions, or alternate tactics.


 Discuss accidents/injuries to date.  Make recommendations on preventative or
corrective actions.


10. Attend Planning meetings:
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Sample Planning Meeting Agenda


 Agenda Item  Responsible Party


 1  Briefing on situation/resource status.  Planning/Operations Section Chiefs
 2  Discuss safety issues.  Safety Officer
 3  Set/confirm incident objectives.  Incident Commander
 4  Plot control lines & Division boundaries.  Operations Section Chief
 5  Specify tactics for each Division/Group.  Operations Section Chief
 6  Specify resources needed for each


Division/Group.
 Operations/Planning Section Chiefs


 7  Specify facilities and reporting locations.  Operations/Planning/Logistics Section
Chiefs


 8  Develop resource order.  Logistics Section Chief
 9  Consider communications/medical/


transportation plans.
 Logistics/Planning Section Chiefs


 10  Provide financial update.  Finance/Administration Section Chief
 11  Discuss interagency liaison issues.  Liaison Officer
 12  Discuss information issues.  Public Information Officer
 13  Finalize/approve/implement plan.  Incident Commander/All


11. Participate in the development of Incident Action Plan (IAP):


 Review and approve Medical Plan (ICS Form 206).


 Provide Safety Message (ICS Form 202) and/or approved document.


 Assist in the development of the “Special Instructions” block of ICS Form 204, as
requested by the Planning Section.


12. Investigate accidents that have occurred within incident areas:


 Ensure accident scene is preserved for investigation.


 Ensure accident is properly documented.


 Coordinate with incident Compensation and Claims Unit Leader, agency Risk Manager,
and Occupational Safety and Health Administration (OSHA).


 Prepare accident report as per agency policy, procedures, and direction.


 Recommend corrective actions to Incident Commander and agency.


13. Coordinate critical incident stress, hazardous materials, and other debriefings, as
necessary.


14. Document all activity on Unit Log (ICS Form 214).
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Division or Group Supervisor:


 Determine/confirm resources assigned to Task Force or Strike Team.


 Confirm internal and external communications.


 Confirm tactical assignment.


 Deliver passport to Supervisor, if indicated.


2. Attend Operations Briefing, as assigned.


3. Review assignments with subordinates and assign tasks.


4. Monitor work progress and make changes, when necessary.


5. Notify Division or Group Supervisor of expedient changes to tactical assignments.


6. Coordinate activities with adjacent Strike Team, Task Forces, and Single Resources.


7. Monitor safety of resources.


8. Submit situation and resource status information and fiscal reports to Division or Group
Supervisor.


9. Document all activity on Unit Log (ICS Form 214).








Situation Unit Leader Position Checklist


10/28/04 1


The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Planning Section Chief.


 Review ICS Form 201 for incident status.


 Determine incident objectives and strategy.


 Determine necessary contingency plans.


 Identify reporting requirements and schedules-both internal and external to the
incident.


2. Organize and staff Unit, as appropriate:


 Assign Field Observers.


 Request Technical Specialists, as needed.


3. Supervise Technical Specialists as assigned (on very complex incidents, it may be
necessary to assign a supervisor to oversee Technical Specialists):


 Brief Technical Specialists on current incident status.


 Assign analysis tasks.


 Notify staff of time lines and format requirements.


 Monitor progress.







Situation Unit Leader Position Checklist
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4. Compile, maintain and display incident status information for Incident Command Post
(ICP) staff:


 Sort data into required categories of information (i.e. geographic area, population,
facilities, environmental values at risk, location of facilities, etc.).


 Determine appropriate map displays.


 Review all data for completeness, accuracy, and relevancy prior to posting.


 Plot incident boundaries, location of perimeters, facilities, access routes, etc. on display
maps in Planning area.


 Develop additional displays (weather reports, incident status summaries, etc.), as
necessary.


 Ensure displays and maps are kept up to date.


5. Provide photographic services and maps:


 Photographic services may be used to document operations and intelligence activities,
public information activities, and accident investigations.


 Issue disposable or digital cameras to Field Observers and Operations personnel as
appropriate.


 Ensure photographs are processed at the end of each operational period.


 Request or develop additional and specialized maps as required.


 Provide Incident Map(s) for Incident Action Plan (IAP).


6. Provide situation evaluation, prediction and analysis for Command and Operations;
prepare information on alternative strategies:


 Review current and projected incident and resource status.


 Develop alternative strategies.


 Identify resources required to implement contingency plan.


 Document alternatives for presentation to Incident Commander and Operations and
inclusion in the written IAP, using the ICS Form 204, Contingency Plan.


7. Interview Operations personnel coming off duty to determine effectiveness of strategy and
tactics, work accomplished and left to be accomplished.







Situation Unit Leader Position Checklist
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8. Request weather forecasts and spot weather forecasts, as necessary, directly from the
National Weather Service.


9. Prepare Incident Status Summary (ICS Form 209) and other status reports, as assigned
prior to each Planning Meeting:


 Provide copies to Command and General Staff.


 Forward to agency administrator and to other entities, as directed.


10. Participate in Planning Meetings, as required.


11. Prepare predictions at periodic intervals, or upon request of the Planning Section Chief.
Notify Command and General Staff if unforeseen changes occur.


12. Provide briefing to relief on current and unusual situations.


13. Document all activity on Unit Log (ICS Form 214).








Service Branch Director Position Checklist


10/28/04 1


The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Logistics Section Chief:


 Determine number of personnel to be fed.


 Determine communications systems in use.


 Determine medical support needs of the incident.


 Confirm personnel already requested for Branch.


2. Assemble, brief, and assign work locations and preliminary work tasks to Branch
personnel:


 Provide summary of emergency situation.


 Provide summary of the communications, food, and medical needs of the incident.


3. Ensure establishment of effective Incident Communications Plan (ICS Form 205).


4. Ensure that incident personnel receive adequate food and water.


5. Coordinate with Operations to ensure adequate medical support to incident personnel.


6. Participate in organizational meetings of Logistics Section personnel.


7. Coordinate activities of Branch Units.


8. Keep Logistics Section Chief apprised of Branch Activities.


9. Document all activity on Unit Log (ICS Form 214).








Support Branch Director Position Checklist
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The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Logistics Section Chief:


 Determine facilities activated in support of the incident.


 Determine ground support and transportation needs.


 Determine resource ordering process.


 Confirm personnel already requested for Branch.


2. Confirm resource ordering process and who is authorized to order with Command and
Logistics Section Chief.


3. Confirm facilities in use and determine the potential for additional facilities.


4. Determine need for fuel delivery and vehicle support.


5. Determine whether or not mutual aid and contract equipment are in use.  Confirm method
of inspection.


6. Staff Branch appropriately.


7. Assemble, brief, and assign work locations and preliminary work tasks to Branch
personnel:


 Provide summary of emergency situation.


 Provide summary of the facility, supply, and ground support needs of the incident.


8. Participate in organizational meetings of Logistics Section personnel.


9. Coordinate activities of Branch Units.


10. Keep Logistics Section Chief apprised of Branch Activities.


11. Document all activity on Unit Log (ICS Form 214).








Supply Unit Leader Position Checklist


11/29/04 1


The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Logistics Section Chief or Support Branch Director:


 Determine charge code for incident.


 Confirm ordering process.


 Assess need for 24-hour staffing.


 Determine scope of supply process.


2. Organize and staff Unit, as appropriate:


 Consider need for "lead agency" representation in ordering process.


 Consider dividing ordering responsibilities either by discipline or by category
(equipment, personnel, supplies).


3. Determine ordering parameters, authorities and restrictions.  Ensure that Unit staff
observes ordering system and chain of command for ordering:


 Establish clearly defined time when the Supply Unit will assume responsibility for all
ordering.  This will require close coordination with Operations and Planning staff.


 Confirm process for coordinating contract related activities with the Procurement Unit.


 Confirm process for emergency purchase orders with Finance Section.


4. Determine type and amount of supplies and equipment on hand and en route:


 Contact Resources Unit to determine resources on order.







Supply Unit Leader Position Checklist
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5. Receive resource orders from authorized incident staff.    Document on Resource Order
Form (ICS Form 208):


 Determine qualifying specifications (size, extra equipment, personnel protective
equipment, qualifications, etc.).


 Desired delivery time and location, person ordering, and person to whom the resource
should report or be delivered.


 Obtain estimated price for resources which expect reimbursement.


 Coordinate delivery of rented equipment to Ground Support Unit for inspection before
use.


6. Arrange to receive ordered supplies and equipment.  Work with Facilities Unit to identify
and activate appropriate facilities for supply storage.


7. Order, receive, distribute, and store supplies and equipment:


 Obtain resource name, number, identifiers, etc., along with Estimated Times of Arrival
(ETA's).


 Relay this information to appropriate staff.


8. Advise affected Unit or Section of changes in arrival times of requested resources.  Advise
immediately if order cannot be filled.


9. Alert Section Chief to changes in resource availability which may affect incident operations.


10. Develop and implement safety and security requirements for supply areas.


11. Review Incident Action Plan (IAP) for information affecting Supply Unit.


12. Maintain inventory of supplies and equipment.


13. Service re-usable equipment.


14. Keep and submit copies of all orders and related documentation to the Documentation
Unit.


15. Provide briefing to relief on status of outstanding orders, current activities, and unusual
situations.


16. Document all activity on Unit Log (ICS Form 214).








Technical Specialists Position Checklist


10/28/04 1


The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Incident Commander or Planning Section Chief:


 Identify Supervisor in organization.


 Identify work location, resources available, expectations of incident organization
concerning time-lines, report format, participation in Planning Meetings, etc.


2. Obtain copies of Incident Action Plan (IAP), if available, and Unit Log (ICS Form 214).


3. Participate in Planning Meetings, as requested.


4. Provide technical expertise to supervisor in organization according to established format,
timelines, etc.


5. Document all activity on Unit Log (ICS Form 214).








Time Unit Leader Position Checklist


10/28/04 1


The following checklist should be considered as the minimum requirements for this position.  Note that
some of the tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.


Task


1. Obtain briefing from Finance/Administration Section Chief:


 Determine incident requirements for time recording.


 Determine required time-lines for reports.


 Determine location of timekeeping activity.


 Determine number of personnel and rental equipment for which time will be kept.


2. Organize and staff Unit, as appropriate.


3. Advise Ground Support Unit, Air Support Group (if applicable), Facilities Unit (and other
users of equipment) of the requirement of a daily record of equipment time.


4. Establish contact with appropriate agency personnel representatives:


 Determine time-keeping constraints of individual agencies.


 Time records should be maintained for volunteer and mutual aid resources regardless of
whether time will be reimbursed.


5. Ensure that daily personnel and equipment time recording documents are prepared, and
compliance with time policy is maintained.


6. Establish files for time records, as appropriate.


7. Provide for records security.


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


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


10. Brief Finance/Administration Chief on current problems, recommendations, outstanding
issues, and follow-up requirements.







Time Unit Leader Position Checklist
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11. Provide briefing to relief on current activity and unusual events.


12. Document all activity on Unit Log (ICS Form 214).





