INCIDENT COMMAND SYSTEM

The Incident Command System (ICS) provides a management structure and system for conducting on-site operations.  It is applicable to small scale daily operational activities as well as major mobilizations.  ICS, because of its standardized operational structure and common terminology, provides a useful and flexible management system that is particularly adaptable to incidents involving multi-jurisdictional or multi-disciplinary responses.  ICS provides the flexibility needed to rapidly activate and establish an organizational format around the functions that need to be performed.
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ICS OPERATING REQUIREMENTS

The following are operating requirements for the Incident Command System (ICS):

The system must provide for the following kinds of operation:

· Single jurisdiction responsibility with single agency involvement.

· Single jurisdiction responsibility with multi-agency involvement.

· Multi-jurisdictional responsibility with multi-agency involvement.

The system's organizational structure must be able to adapt to any emergency to which public safety agencies would be expected to respond.

The system must be applicable and acceptable to all user agencies.

The system must be able to expand in a rapid manner from an initial response into a major incident.  It must be able to reduce its size just as readily as the organizational needs of the situation decrease.

The system must have common elements in organization terminology and procedure which will allow maximum application.

Implementation of the ICS system should cause the least possible disruption to existing systems.

The system must be effective in fulfilling all of the above requirements and be simple enough to ensure ease of understanding.

MANAGEMENT CONCEPTS

The Incident Command System is constructed upon basic management concepts.  These concepts provide the basis for an effective ICS operation.

· Common Terminology

· Modular Organization

· Unified Command Structure

· Consolidated Action Plan

· Manageable Span-of-Control

· Predesignated Incident Facilities

· Comprehensive Resource Management

· Integrated Communications

COMMON TERMINOLOGY

It is essential for any management system that common terminology is established for the following elements:

Organizational Functions:

· Refer to a standard set of major functions, (e.g., Field Operations, Operations  intelligence, Logistics  and Finance) and functional units have been predesignated and named for the ICS. 

Resources:

· Refers to the combination of personnel and equipment used in tactical  operations.


Facilities:

· Refers to common identifiers used for those facilities in and around the incident  area which will be used during the course of the incident.  These facilities include the Command Post, staging areas, etc.

MODULAR ORGANIZATION

ICS's organizational structure develops in a modular fashion, based upon the type and responsibility and performance placed initially with the Incident Commander.  As the need exists, five separate functional areas may be developed.  Within each of the five separate functional areas, several branches may be established.

The specific organizational structure is established for any given incident and will be based upon the 

management needs of the incident.  If one individual can simultaneously manage all major functional areas, no further organization is required.  If one or more of the areas requires independent management, an  

individual will be named to be responsible for that area.

Within the ICS, the first management assignments made will be made by the Incident Commander and will normally be one or more section Officer(s) In Charge (OIC).  Their purpose is to manage the specific functional areas.  Section OIC's will further delegate management authority for their areas as required.  If the Section OIC realizes the need, functional branches may be established within the section.

Similarly, each functional Branch Leader will further assign individual tasks within the branch as needed.

UNIFIED COMMAND STRUCTURE

The need for a Unified Command is brought about because:

· Many incidents, such as riots, fires, floods, and earthquakes, have no regard for  jurisdictional boundaries.

· Individual agency responsibility and authority is normally confined to a single jurisdiction.

The concept of Unified Command simply means, that all agencies which have a jurisdictional esponsibility, at a multi-jurisdictional incident, contribute to the process of:

· Determining the overall incident objectives.

· Selection of strategies and tactical operations.

· Integrating appropriate tactical operations.

· Making maximum use of all assigned resources.

The proper selection of participants to work within a Unified Command structure will depend upon:

· Location of the incident. e.g., which political jurisdictions are involved?

· The kind of incident. e.g., which functional agencies of the involved jurisdiction(s) are required?

A Unified Command structure would consist of a responsible official from each jurisdiction in a multi-jurisdictional situation; or, consist of a key responsible official from each of several functional Departments within a single political jurisdiction.

Collective goals and strategies on major multi-jurisdictional incidents should be in writing.  The goals and strategies will then guide development of the action plan.  Under the Unified Command structure of the ICS, the implementation of the action plan is still accomplished under the direction of a single individual who has been designated as The Field Operations OIC.

The Field Operations OIC will normally be from the agency which has the greatest jurisdictional involvement.  Designation of the Field Operation OIC must be agreed upon by all agencies having jurisdictional and functional responsibilities at the incident.  The other jurisdictional agencies may be represented by deputies to the Field Operations OIC.

CONSOLIDATION ACTION PLAN

Every incident needs an action plan.  However, for small incidents of short duration, the plan need not be written.

The following are examples of when action plans should be used:

· When resources from multiple agencies are being used.

· When several jurisdictions are involved.

· When the incident will require changes in shifts of personnel and/or equipment.

The Incident Commander (or Unified Command) will establish goals and determine strategies for the incident based upon the requirements of the jurisdiction.  In the case of a Unified Command, the incident objectives must adequately reflect the policy needs of all jurisdictional agencies.

The action plan for the incident should cover all tactical and support activities for the operational period.

NOTE:  The term "Operations Plan" and "Consolidated Action Plan" have the same meaning.

MANAGEABLE SPAN-OF-CONTROL 

Safety factors, as well as sound management planning, will dictate span-of-control considerations.  In general, the span-of-control of any individual with emergency management responsibility, should range from three to seven subordinates, with an optimal span-of-control being five.

The kind of incident, nature of the task, hazards and safety factors, will influence span-of-control considerations.  An important consideration of span-of-control, is to anticipate change and prepare for it.  This is especially true during a rapid build-up of the organization, when management becomes difficult because of too many reporting elements.  Planning is critical, at this point, to avoid runaway ordering of resources and thereby losing effective span-of-control.

PREDESIGNATED INCIDENT FACILITIES

There are several kinds of facilities which can be established in and around the incident area.  The determination of these facilities and their locations will be based upon the requirements of the incident and at the direction of the Incident Commander.

These facilities can be used as staging areas, mass care centers, command post sites or evacuation center.

COMPREHENSIVE RESOURCE MANAGEMENT

Strict accountability for all resources is essential and can be accomplished by:

· Mandatory initial check-in procedure.

· Assigning a current status condition to all resources.

· Insuring that all changes in resource locations and status conditions are promptly  reported to the appropriate functional unit.

INTEGRATED COMMUNICATIONS

Communications systems require advance planning, which will coordinate tactical and support resources throughout the use of an incident-based Communications Center.  All radio communications between organizational elements at an incident should be accomplished in clear text.

COMMAND STAFF

The Command Staff consists of:

· The Incident Commander

· The Deputy Incident Commander

· The Public Information Officer

· The Incident Scribe

· The Liaison Officer

· The Agency Representative

INCIDENT COMMANDER
The Incident Commander is responsible for incident activities including the development and implementation of strategic decisions and for approving the ordering and releasing of resources.  The Incident Commander, regardless of rank, has complete authority and responsibility for conducting the overall operation.

These responsibilities include:

· Setting up an appropriate Field Command Post (FCP)

· Obtaining incident briefing from prior Incident Commander.  If they are the first to assume command, they must assess incident situation.

· Assigning command staff and the Section OIC as needed.

· Conducting initial briefing.

· Activating elements of the Incident Command System.

· Ensuring that planning and intelligence meetings are conducted, if necessary.

· Approving and authorizing the implementation of an incident action plan.  A written plan is not necessary until the organization becomes so large that personal contact is impossible or the duration of the incident so requires.

· Establishing a flow of pertinent information for command personnel.

· Coordinating staff activity.

· Managing incident operations by delegating to Field Operations Officer (when appropriate).

· Approving requests for additional resources and requests for the release of  resources.

· Approving the use of trainees, volunteers, academy recruits and auxiliary personnel,  for the incident.

· Authorizing the release of information to news media.

· Approving the completed incident action plan and forwarding it to the responsible agency(s) and dispatch center(s).

DEPUTY INCIDENT COMMANDER 

Under the direction of the Incident Commander, the Deputy Incident Commander shall:

· Assist the Incident Commander as directed.

· Assume interim command and responsibility for I.C. duties when the Incident Commander is not available.

· Verify execution of the Incident Commander's directives.

· Appoint department personnel as Agency Representatives to be located at the command centers of outside agencies.

· Request participating agencies to provide liaison personnel to the Field Command Post (FCP).

· Review situation reports, journals, and other reports for completeness.

· Ensure that the officers in charge of the FCP. sections submit unit logs to the Incident Commander at the end of each shift, detailing the activities of their section.

PUBLIC INFORMATION OFFICER

The Public Information Officer (PIO), a member of the Command Staff, is responsible for the formulation and release of information about the incident to the news media.  Under direction of the Incident Commander, the Public Information Officer shall:

· Obtain a briefing from Incident Commander.

· Contact the jurisdictional agency to coordinate the public information activities.

· Establish a separate incident information center whenever possible.

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

· Obtain copies of the ICS press information summary.

· Prepare an initial information summary upon arrival.

· Observe the constraints on the release of information in the Command Post and other appropriate location.

· Release news to the news media and post the information in the Command Post and other appropriate location.

· Attend meetings to update information releases.

· Arrange for meetings between media and the incident personnel when directed to do so by the Incident Commander.

· Provide escort service for the media and VIPs.

· Maintain a press unit log.

LIAISON OFFICER

The Liaison Officer is a member of the Command Staff, and is the point of contact for the mutual aid agency representatives.  This includes representatives from Psychological Services, other Law Enforcement Agencies, Fire services, Red Cross, Public Works, Coroner's Office, etc.  The Liaison Officer will be from the jurisdictional agency.

Responsibilities include:

· Obtaining a briefing from the Incident Commander.

· Providing a point of contact for assisting/mutual aid agency representatives.

· Identifying agency representatives from each agency including the communications link and their location.

· Responding to requests from incident personnel for their inter-organizational contacts.

· Monitoring the incident operations to identify what might be potential inter-organizational problems.

· Providing information and maintaining a liaison with other Governmental and Law Enforcement agencies.

· Maintaining a unit log.

AGENCY REPRESENTATIVES

An Agency Representative is an individual from an assisting or mutual aid agency who has been delegated full authority to make decisions on all matters which affect that agency's participation at the incident.  Agency Representatives will report to the Liaison Officer, if that position has been activated.  If no Liaison Officer has been assigned, Agency Representatives will report to the Incident Commander.  Each agency will assign only one representative to the incident.

Responsibilities include:

· Ensuring that all agency resources have been checked-in.

· Obtaining a briefing from Liaison Officer or Incident Commander.

· Establishing a working location and advising agency personnel that the Agency Representative position has been filled.

· Attending planning meetings as required.

· Providing input regarding the use of agency resources.

COMMAND POST INCIDENT SCRIBE

At the direction of the Incident Commander, the Command Post Incident Scribe shall record information from all incident message forms with reference to time, message and action taken.  

Responsibilities include:

· Maintaining and periodically distributing a situation report.

· Gathering incident related information from other Command Post Sections for entry in the Command Post Log.

· Referring newsworthy information to the Public Information Officer.

· Ensuring that all messages are appropriately routed.

FIELD OPERATIONS SECTION

The Field Operations Section holds the responsibility for the coordinated tactical response to the incident.  This may include, but is not limited to, the deployment of personnel in response to a civil disorder, coordinated response to an evacuation, support of fire services, coordinated response to a rescue operations, etc.

FIELD OPERATIONS OFFICER IN CHARGE

The Field Operations Section OIC is responsible for the management of all operations which are directly applicable to the primary mission.  The Field Operations OIC activates and supervises the organizational elements in accordance with the incident action plan and directs its execution.  The Field Operations OIC also coordinates tactics, requests and/or releases resources, makes expedient changes to the incident action plan as necessary, and reports such actions to the Incident Commander.

Responsibilities include:

· Obtaining a briefing from the Incident Commander.

· Coordinating field operations section activities with other sections.

· Supervising and directing Field Operations Section personnel, e.g., traffic or crowd control.

· Appointing a staff as needed.

· Making the determination, with the concurrence of the Incident Commander, the dispatch authority of the Operations Dispatcher (incident dispatcher), if appropriate.

· Advising the Incident Commander regarding the organization and deployment of field forces for control of the unusual occurrence.

· Recommending areas for staging of personnel/equipment, and coordinating this function with the Logistics OIC.

· Recommending perimeters, interior control plans, and evacuation plans as needed, with assistance from the Operations Section.

· Establishing plans for ingress and egress, with passes, or liability waivers, as necessary.

· Assembling and disassembling various units assigned to the Operations Section.

· Reporting information about special activities, events and occurrences to the Incident Commander.

· Determining the needs and requesting resources as required.

· Monitoring the chain-of-command and span-of-control for efficiency.

· Assuring effective communications.

· Maintain a unit log.

OPERATIONS DISPATCHER

Under the direction of the Field Operations OIC, the Operations Dispatcher shall operate tactical frequencies in support of the incident.  In large or complex incidents, a supervising dispatcher may be designated by the Field Operations OIC.

Responsibilities include:

· Dispatching field units within the limits of dispatch authority as provided by the Field Operation OIC.

· Coordinating the activities of the station and agency dispatchers, if appropriate.

· Maintaining a unit designation board which depicts the availability and status of the Field Operations' section units.

· Maintaining a record of unusual incident occurrences.

· Maintaining a radio traffic log.

BRANCH OFFICER IN CHARGE

The Branch OIC reports to the Field Operations Section OIC.  The supervisor is responsible for the implementation of the assigned portion of the incident action plan, assignment of resources for his mission and reporting on the progress and status of resources within his branch.  The Branch OIC has complete tactical control and supervision of his resources and personnel.

Responsibilities include:

· Obtaining a briefing from Field Operations OIC.

· Attending planning meetings at the request of the Field Operations OIC, if applicable.

· Reviewing assignments with subordinates and assigning tasks.  Modifying assignments based upon the effectiveness of the current branch operation.

· Assigning specific work tasks to mission group supervisors, e.g., preparing a traffic flow plan for incident.

· Resolving logistical problems which are reported by subordinates.

· Reporting to Field Operations OIC when:

1. The incident action plan is to be modified.

2. Additional resources are needed.

3. Surplus resources are available.

4. Hazardous situations or significant events occur.

· Approving all accident and medical reports originating within the branch.

· Supervising efficient demobilization of the Branch.

· Maintaining a unit log.

MISSION GROUP OFFICER IN CHARGE

The Mission Group OIC will report to the Field Operations OIC (or Branch OIC when activated), and is responsible for:

· The implementation of the assigned portion of the incident action plan.

· Assignment of resources within the mission group.

· Reporting on the progress of operations and status of resources within the group.

Responsibilities include:

· Obtaining a briefing from the Branch OIC or Field Operations OIC.

· Reviewing group assignments and incident activities with subordinates and assigning tasks.

· Implementing and providing the incident action plan to task force leaders.

· Confirming resources assigned to the mission group.

· Submitting situation and resource status information to Branch or Field Operations OIC.

· Coordinating activities with adjacent mission groups, e.g., traffic control group would coordinate with group handling evacuation.

· Determining the need for assistance on assigned tasks.

· Reporting special occurrences or events (e.g., accidents, casualties) to immediate supervisor.

· Resolving logistical problems within the mission group.

· Participating in planning meetings for the development of branch plans for the next operational period.

· Supervising the mobilization of the mission group.

· Maintaining a unit log.

TASK FORCE/UNIT LEADER

The Task Force/Unit Leader reports to a Mission Group OIC and is responsible for performing tactical assignments, e.g., traffic/crowd control, evacuations, security, etc., The Leader reports progress, resources status, and other information to the Mission Group OIC, and maintains records and reports as required.

Responsibilities include:

· Obtaining a briefing from Mission Group OIC.

· Reviewing assignments with subordinates and assigning tasks.

· Monitoring progress and making changes when necessary.

· Coordinating activities with adjacent task forces/units.

· Submitting situation and resource status information to Mission Group OIC.  

· Maintaining required notes/reports.

INTELLIGENCE SECTION

The function of this section is to define and measure the incident problem and to report to the Incident Commander.  Additionally, the Intelligence Section will review and develop situation incident intelligence information and develop contingency plans for the Incident Commander.

When appropriate, this section will also prepare briefings for the Incident Commander and the Emergency Operation's Center staff related to new or updated intelligence.

INTELLIGENCE OFFICER IN CHARGE

The Intelligence OIC, is a member of the Incident Commander's staff and is responsible for the operation of the Intelligence Section.

Information is needed to:

· Understand the current situation

· Predict probable course of incident events

· Prepare alternative strategies for the incident.

Responsibilities include:

· Obtaining briefings from Incident Commander and Operations Officer regarding the current status of incident.

· Activating the Intelligence Section Branches as needed.

· Conducting intelligence briefing schedule for current situation and intelligence information.

· Establishing a briefing schedule for current situation and intelligence information.

· Acting as a liaison to the technical specialists needed for control of the incident.

· Providing periodic information on the incident potential.

· Compiling and displaying incident status summary information.

· Advising the general staff of any significant changes in the  incident status.

· Supervising the Intelligence Branches.

· The deployment of intelligence groups as needed to gather information.

· Ensuring that normal agency information collection and reporting requirements are met.

· Apprising the Incident Commander of the apparent resolution of the incident and recommendations for releasing resources.

TECHNICAL SPECIALISTS

Technical Specialists are advisors with special skills which are needed to support incident operation.

Technical Specialists:

· May report to the Intelligence Section OIC.

· May function within an existing branch.

· May form a separate branch if required or be reassigned to other sections of the organization, e.g., a chemist who could provide technical information on the probable health hazards or extent of an evacuation for a hazard materials incident.

Responsibilities include:

· Reporting to the Intelligence Section OIC and obtaining a briefing and special instructions.

· Participating in the development of an incident action plan and review the general control objectives, including alternative strategies as requested.

· Responding to requests for information about the limitations and capabilities of resources.

· Collecting and transmitting records and logs to the documentation unit at the end of each operational period.

DOCUMENTATION BRANCH

The Documentation Branch is responsible for:

· Maintaining accurate and complete incident files

· Providing duplication services to incident personnel

· Packing and storing incident files for legal, analytical and historical purposes.

Responsibilities include:

· Obtaining a briefing from Intelligence Section OIC.

· Establishing and organizing incident files.

· Establishing duplication service and responding to requests.

· Retaining and filing duplicated copies of official forms and reports.

· Accepting and filing reports submitted to the unit by incident organizations.

· Checking on accuracy and completeness of records submitted for files.

· Correcting errors or omissions by contacting appropriate units.

· Providing duplicates of forms and reports to authorized requestors.

· Preparing incident documentation for the Intelligence Section OIC when requested.

· Maintaining and storing incident files for after incident use.

· Collecting other sections/units logs after the incident for purposes of establishing an historical record.

· Maintaining a unit log.

CURRENT SITUATION BRANCH

The Current Situation Branch Leader is responsible for the collection and organization of incident status and situation information.  Additionally, these responsibilities include:

· Analysis and display of this information

· Damage and casualty assessment

· Maps and graphics

· Weather analysis

Responsibilities include:

· Obtaining a briefing and special instruction from Intelligence OIC.

· Supervising the preparation and maintenance of the Command Post displays of the incident situation information.

· Assigning duties to personnel assigned to the Current Situation Branch.

· Requesting additional personnel, or releasing excess personnel as appropriate.

· Collecting incident data at the earliest possible opportunity.

· Monitoring T.V./Radio broadcasts as needed.

· Obtaining sound recordings, photos, maps, and videos of the incident when appropriate.

· Monitoring the ongoing needs or upon request of the Intelligence Section OIC and submitting reports on schedule or upon request of Incident Commander.

· Posting data on unit work displays and command post displays at scheduled intervals.

· Participating in incident planning meetings as required by the Incident Commander.

· Providing resources and situation status information in response to specific requests.

· Upon receipt of the order to demobilize:

· Dismantle all displays and place them in storage.

· List all expendable section supplies that need replenishing and file the information with support branch.

· Maintaining unit log and records.

FIELD OBSERVER GROUP

Field Observer Groups are responsible for the collection of information from personal observations at the incident, and providing this information to the Current Situation Branch Leader, e.g., law enforcement officers working plainclothes as part of a large demonstration.

Responsibilities include:

· Obtaining a briefing from the Current Situation Branch Leader.

· Making a determination of:

· Location of assignment

· Typed of information required

· Priorities

· Time limits for completion

· Method of communications

· Method of transportation

· Obtaining a copy of the incident action plan for the operational period.

· Obtaining the necessary equipment and supplies.

· Performing field observations.

· Reporting information to Current Situation Branch by established procedure.

CASUALTY INFORMATION

Casualty information provides and establishes a centralized location for recording all incident related casualties.  Information sources for casualty information may include, but are not limited to; the Coroner's Office, Fire Services, Red Cross etc.

Casualty information shall ensure:

· That there is an accurate reporting of information concerning deaths, injuries, missing and found persons.

· That casualty information will not be released to the press or public without authorization by the Incident Commander.

NOTE:  Information regarding law enforcement, fire department, and other involved agencies shall be segregated from other casualty information  

· That liaison is established with the American Red Cross and others to obtain information regarding evacuation centers and evacuees.

· That a liaison is established with the coroner and obtain information regarding incident-related deaths.

· That a liaison is established with medical providers, such as County Health Medical Alert Center, and obtain casualty information.

· That personnel are assigned and deployed to hospitals, first-aid station, and morgues for casualty accounting, if necessary.

· That a list of designated hospitals, evacuation center, temporary first-aid stations and morgue facilities, is compiled and forwarded to Operations Section.

· That a unit log is maintained.

DISPLAY PROCESSOR

The Display Processor is responsible for the display of incident status information obtained from field observers, casualty information, resource status reports, aerial and other photos and other data.

Responsibilities include:

· Obtaining a briefing from the Current Situation Leader.

· Making a determination of:

· Numbers, types and location of displays required.

· Priorities.

· Map requirements for incident action plan.

· Time limits for completion.

· Obtaining the necessary equipment and supplies.

· Obtaining a copy of the incident action plan for each operational period.

· Assisting the Current Situation Leader in analyzing and evaluating field reports.

· Developing required displays in accordance with the time limits for completion.

WEATHER OBSERVER

The Weather Observer is responsible for collecting incident related weather information, 

past, present, and future, and for providing the information to the Current Situation Leader.  

This type of information is critical during a hazardous materials incident or during times of 

heavy flooding.

Responsibilities include:

· Obtaining a briefing from Current Situation Leader.

· Making the determination of:

· Nature and location

· Weather data collection methods to be used.

· Priorities for collection

· Frequency of reports.

· Method of reporting

· Recording and reporting weather observations at assigned locations on schedule.

OPERATIONS SECTION

The Operations Section has significant input into planning process.  It assists the Field Operations Section OIC with implementing the strategies and tactics to resolve the incident and functions under the direction of the Incident Commander.  When an agency, such as the Fire department, has the primary responsibility for control of the incident, the efforts of law enforcement will be directed toward ensuring the facilitation of that agency's operational mission.

Responsibilities include:

· A continuous appraisal of the tactical situation.

· Planning and coordination of the tactical deployment of elements assigned to the Field Operations Section.

· Conducting incident related criminal investigations during an unusual occurrence.

· Coordinating general police activities within an involved area, in conjunction with the Field Operations Section OIC.

· Ensuring that appropriate reports are completed for the operation section actions.

· Preparing a journal of the operations section activities for submission to the Incident Commander upon termination of the incident.

· Keeping the Incident Commander advised of the organization and deployment of field forces.

· Assisting Field Operations Section OIC in requesting resources as needed, through the Logistics Section OIC.

· Monitoring the chain of command and span-of-control for optimum efficiency.

LOGISTICS SECTION

The function of the Logistics Section is to provide logistical support of all kinds to field forces, e.g., personnel and vehicles.  This might involve advance planning for the accumulation of equipment and supplies to facilitate an immediate response to an incident. An additional responsibility of the Logistics Section is to develop sources for obtaining material support from resources outside of the jurisdiction involved.

The Logistics Section will anticipate the staffing needs for the duration of the incident as well as the accumulation of equipment and supplies to facilitate an immediate response to a request for logistical support.  This Section will maintain a liaison with station/facilities EOC's, County and independent Cities that can provide logistical and personnel support.

The responsibility for maintaining a list of private vendors that can provide logistical support, which includes the ECC/EOC or Command Post operation is held by the Logistics Section as well as the Security staffing for the ECC/EOC or Command Post.

LOGISTICS OFFICER IN CHARGE

The Logistics Section OIC is responsible for providing facilities, services, manpower and material in support of the incident.  They may also be responsible for all financial and cost analysis aspects of the incident.  They will participate in the development and implementation of the incident action plan as well as activating and supervising the Branches and groups within the Logistics Section.

Responsibilities include:

· Obtaining a briefing from Incident Commander.

· Planning and coordinating the activities of the Logistics Section and supervising assigned personnel.

· Recommending a location for a staging area to the Incident Commander after consulting with the Field Operations OIC.

· Assigning personnel to staff the Logistics Section as needed.

· Determining the extent of current and anticipated field operations and planning for necessary logistical support.

· Establishing contact with O.E.S., Mutual Aid Regional Coordinator, and other potential resource agencies, if applicable.

· Providing, maintaining and controlling selected equipment, supplies, facilities, and commercial services required by the Field Operations Section.

· Participating in the preparation of an incident action plan.

· Coordinating and processing requests for additional resources.

· Providing advice on current service, support and personnel capabilities.

· Estimating future services, support and personnel requirements.

· Ensuring the incident communications requirements are met.

· Recommending the release of resources in conformity with a demobilization plan.

SECURITY GROUP

The Security Officer shall coordinate activities of the Security Group and supervise assigned personnel under the direction of the Logistics OIC.  Additionally, they shall provide security for Field Command Posts, staging areas, and any location being staffed for the incident.  This would also include the security at an ECC/EOC.

Responsibilities include:

· Preparing and submitting a security plan for the Field Command Post, staging area and other facilities to the Logistics Officer.

· Providing necessary security for the staging area to safeguard equipment and personnel.

· Providing escorts for dignitaries admitted to the Field Command Post or staging area.

· Ensuring that security posts are staffed as required.

· Issuing various passes to authorized personnel as needed.

· Denying entrance to unauthorized officers and other persons.

· Notifying the Incident Commander of City/County officials and dignitaries requesting to visit Command Post.

· Maintaining a unit log.

STAGING GROUP

The Staging Group is responsible for maintaining a location where personnel/equipment can be staged to support an incident.

Responsibilities include:

· Obtaining a briefing from the Logistics OIC.

· Establishing a staging area layout.

· Determining any support needs for equipment, feeding, sanitation and security.

· Establishing a check-in procedure, and posting signs so that arriving resources can easily find the check-in location.

· Requesting maintenance service for equipment at the staging area as appropriate.

· Reporting resource status changes or shortages as required, by maintaining records of what was ordered and what has arrived, e.g., if a station was to send (10) officers instead of (20), the personnel branch would need this information.

· Arranging for storage facilities for impounded vehicles.

· Supervising the parking and safeguarding of law enforcement personnel's private vehicles which may be parked at or near the staging area.

· Demobilizing the staging area in accordance with incident demobilization plan.

· Ensuring a clean up of staging area.

· Assessing any damage to the staging area property-facilities.

· Removing all equipment and supplies within the staging area.

· Maintaining a unit log.

COMMUNICATIONS GROUP

This Group, under the direction of the Service Branch OIC or Logistics Section OIC, is responsible for developing plans for the effective use of incident communications and equipment such as available frequencies or communication capabilities, distribution of communications equipment to incident personnel, and the maintenance and repair of communications equipment.

Responsibilities include:

· Obtaining a briefing from the Service Branch OIC or Logistics Section OIC.

· Determining the communications unit personnel needs.

· Advising the Logistics Section OIC, regarding communications apabilities/limitations.

· Preparing and implementing the incident radio communications plan, if appropriate.

· Ensuring that the incident communications and messages are established.

· Setting up telephone and public address systems.

· Establishing appropriate communications distribution/maintenance locations.

· Ensuring that communications systems are installed, tested.

· Ensuring that an equipment accountability system is established.

· Ensuring that radio equipment is distributed, per radio plan, giving special attention to battery resupply and/or recharging.

· Providing technical information as required on:

· The adequacy of communications systems currently in operation.

· The geographic limitations on communications systems.

· Equipment capabilities

· The amount and types of equipment available.

· The anticipated problems in the use of communications equipment.

· Supervising the communications unit activities.

· Maintaining records on all communications equipment.

· Recovering equipment from relieved or released units.

· Maintaining a unit log.

MEDICAL GROUP

This Group is responsible for the development of the Medical Plan.  The plan will include information regarding, obtaining medical aid, transportation for injured personnel, and preparation of reports and records.  The Medical Group falls under the directions of the Service Branch OIC.

Responsibilities include:

· Obtaining a briefing from Service Branch OIC or Logistics Section OIC.

· Determining the level of medical activities prior to activation of medical group.

· Preparing a Medical Plan, if appropriate.

· Preparing procedures for major medical emergency, with the appropriate health or Medical Alert Center.

· Arranging for medical aid, e.g., Fire Paramedics.

· Arranging for medical transportation.

· Arranging for medical supplies.

· Preparing medical reports.

· Maintaining a log of all serious injuries/deaths occurring to incident personnel.

· Advising compensation/claims unit of all serious injuries/deaths occurring to incident personnel.

· Maintaining a unit log.

FOOD GROUP

The Food Group, under the direction of the Service Branch OIC (when activated) or the Logistics Section OIC, is responsible for determining feeding requirements at all incident facilities and/or operational locations.  The Food Group will meet these feeding requirements by procurement or production as appropriate to the situation and unit capabilities.  Overall responsibilities may include menu planning, determining cooking facilities required, for preparation, serving, providing potable water, and general 

maintenance of the food service areas.

Responsibilities include:

· Obtaining a briefing from the Service Branch OIC or Logistics Section OIC.

· Determining a method of feeding which is most appropriate to the situation and coordinating with the Logistics and Finance Section.

· Obtaining the necessary equipment and supplies to operate the food service facilities.

· Setting up food equipment.

· Ensuring that appropriate health and safety measures are taken.

· Ensuring that sufficient potable water is available to meet the incident needs.

· Providing a supply group with food supply orders in advance of feeding time.

· Demobilizing the Food Group in accordance with incident demobilization plan.

· Maintaining a unit log.

SUPPORT BRANCH

When activated, the Support Branch is under the direction of the Logistics Section and is responsible for development and implementation of logistics plans in support of the incident action plan.  This may vary from the ordering of expendable supplies to providing and maintaining vehicular support.  The Support Branch OIC supervises the operations of the supply, ground support and maintenance groups.

Responsibilities include:

· Obtaining a briefing from Logistics Sections OIC.

· Identifying Support Branch Personnel.

· Determining initial support operations in coordination with the Logistics Section and the Service Branch.

· Preparing initial organization and assignments for support operations.

· Assembling and briefing the Support Branch Personnel.

· Determining if assigned branch resources are sufficient.  

· Resolving any problems associated with requests from the Operations Section.

· Maintaining a unit log.

SUPPLIES GROUP

The Supply Group Officer is primarily responsible for:

· Ordering equipment and supplies.

· Receiving and storing all supplies for the incident.

· Maintaining an inventory of supplies.

· Servicing non-expendable supplies and equipment.

Responsibilities include:

· Obtaining a briefing from Support Branch or Logistics Section OIC.

· Participating in Logistics Section/Support Branch planning activities.

· Providing Command, Operations, Intelligence, Logistics, and Finance Sections with working materials.

· Determining the type and amount of supplies en route.

· Arranging for receiving ordered supplies.

· Reviewing incident action plan for information on operation of the supply group.

· Ordering, receiving, distributing, and storing supplies and equipment.

· Receiving and responding to requests for supplies and equipment.

· Maintaining an inventory of supplies and equipment.

· Demobilizing the Supply Group.

· Submitting reports to the Support Branch OIC.

· Maintaining a file on all ordering/receiving documents.

· Maintaining a unit log.

GROUND SUPPORT GROUP

The Ground Support Group is primarily responsible for transportation of personal supplies, food and other ground support equipment.

Responsibilities include:

· Obtaining a briefing from Support Branch or Logistics Section OIC.

· Participating in Support Branch/Logistics Section planning activities.

· Maintaining out-of-service resources.

· Providing transportation services.

· Collecting information on rented equipment, e.g., number of hours on a generator, mileage, etc.

· Receiving and assigning vehicles which have been dispatched on the staging area.

· When required, establishing and maintaining a helicopter landing site.

· Maintaining a unit log.

MAINTENANCE GROUP

The Maintenance Group Officer is tasked with the facilities and equipment maintenance.

Responsibilities include:

· Obtaining a briefing from the Support Branch or Logistics Section OIC.

· Participating in the Support Branch/Logistics Section planning activities.

· Arranging for and activating fueling, maintenance, and repair of ground service.

· Requisitioning maintenance and repair supplies.

· Maintaining reports of damage, loss and maintenance of department equipment.

· Maintaining a unit log.

PERSONNEL BRANCH

When activated, the Personnel Branch is under the direction of the Logistics Section and is 

responsible for providing the manpower needed to respond to the incident, e.g., Law 

Enforcement personnel and volunteers.  The Personnel Branch OIC supervises the staffing 

for the operation and coordinates with the Logistics Section to provide for the feeding and 

relief for the assigned personnel.

PERSONNEL GROUP

The Personnel Branch provides the personnel needed to support the incident.

Responsibilities include:

· Obtaining a briefing from the Incident Commander and the Logistics OIC.

· Attending planning meetings to gather information on all overall strategy and personnel requirements.

· Establishing a check-in function at incident location and recording information on check-in lists in conjunction with the staging group.

· Preparing and maintaining a Command Post display of the organizational chart and resource allocation and deployment.

· Establishing contacts with incident facilities by telephone or through communications center and initiate a status of resource availability record.

· Maintaining a ready reserve of personnel and equipment.

· Making recommendations to the Logistics OIC, regarding suitable locations for the feeding of personnel and a personnel pool.  This is to be coordinated with the Service Branch.

· Maintaining timekeeping and assignment records of all volunteer, liaison, and outside agency personnel assigned to the incident.

· Maintaining a sufficient ready reserve to meet the needs of the incident.

· Confirming the dispatch of and estimated arrival times of ordered personnel.

· Transmitting check-in information to concerned Sections on regular schedule.

· Forwarding completed check-in lists and status changes to the Operations Section.

· Receiving and assigning responding officers to appropriate sections as requested by the Field Operation Sections.

· Periodically briefing ready reserve personnel to ensure they are aware of the field situation.

· Providing a means for rest and recuperation for the personnel pool in conjunction with the Facilities Group.

· Maintaining a unit log.

VOLUNTEER SERVICES

Volunteer Services will be utilized when authorized by the Incident Commander.  This will be accomplished under the direction of the Personnel Branch.

Responsibilities include:

· Coordinating all aid offered to the incident by volunteer personnel.

· Selecting a suitable location for volunteers to assemble, and making sure that all incident personnel are advised of this location.

· Maintaining time cards for all volunteers and indicating group affiliation on the time cards if applicable.

· Coordinating the assignments, meal breaks, and relief of volunteer personnel.

· Referring to the appropriate charitable organization or agency, all offers of aid from volunteer sources not consistent with law enforcement requirements.

· Briefing volunteer personnel after the incident or tour of duty.

· Maintaining a unit log.

MUTUAL AID

The coordination and preparation of Mutual Aid mobilization plans is under the direction of the Personnel Group.

Responsibilities include:

· Requesting Mutual Aid forces to report to the staging areas.

· Arranging for the briefing of Mutual Aid forces.

· Making provisions for Mutual Aid liaison personnel to be at the Incident Command Post.

· Ensuring that these units are released as soon as possible, consistent edith proper incident management.

· Ensuring that Mutual Aid personnel are provided with subsistence items, such as food and shelter in the event of prolonged incidents.  Although this is the responsibility of the requesting agency, this information should be made known.

· Debriefing Mutual Aid forces after the incident or tour of duty.

FINANCE SECTION

The Finance Section is responsible for the compilation of all information related to the cost of the operation.  This may include, but is not limited to, equipment and its usage, personnel hours, supplies, etc.

At the conclusion of the operation, the Finance Section holds the responsibility for presenting the accumulated information to the appropriate authority, e.g., Division Chief, CAO,etc.

FINANCE SECTION OFFICER IN CHARGE

The Finance Section OIC is responsible for all the financial and cost analysis aspects of the incident and for supervising members of the Finance Section.

Responsibilities include:

· Obtaining a briefing from Incident Commander.

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

· Maintaining a daily contact with agency(s) administrative department on finance matters.

· Identifying and ordering supplied and support needs for Financial Section.

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

· Participating in all demobilization planning.

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

· Briefing agency administration personnel on all incident-related business management issues which need attention and follow-up prior to leaving incident.

· Maintaining a section log.

PROCUREMENT BRANCH

The Procurement Branch Leader is responsible for administering all financial matters pertaining to vendors.

Responsibilities include:

· Obtaining a briefing from Finance Section OIC.

· Contacting the appropriate Branch Leaders on incident needs and any special procedures.

· Coordinating with local jurisdiction on plans and supply sources.

· Obtaining and understanding incident logistics plan.

· Preparing contracts and land use agreements as needed; forward to the Finance OIC for signing.

· Establishing and interpreting contracts/agreements and resolving claims or disputes within the delegated authority.

· Completing final processing and sending documents for payment.

· Receiving copies of all purchase orders and invoices of supplied/equipment ordered and received by Logistics/Support Branch.

· Maintaining a unit log.

COMPENSATION CLAIMS BRANCH

The Compensation/Claims Branch Leader is responsible for the overall management and direction of all compensation/claims specialists assigned to the incident.

Responsibilities include:

· Obtaining a briefing from Finance Section OIC.

· Determining the need for compensation/claims specialist and requesting personnel if needed.

· Briefing compensation/claims specialists on incident activity.

· Coordinating and processing incoming claims for personal injuries and property loss or damages relating to the incident.

· Ensuring that all compensation/claims, logs and forms are current and routed to the proper agency for post-incident processing.

· Establishing procedures with fire department medical unit leader for prompt notification of injuries or deaths to law enforcement personnel.

· Providing billing forms for transmittal to doctor and/or hospital.

· Maintaining a log of all injuries occurring on incident.

· Arranging for the investigation of claims, e.g., personal injury and property damage claims.

· Maintaining a unit log.

TIME BRANCH

The Time Branch Leader is responsible for equipment and personnel time recording.

Responsibilities include:

· Obtaining a briefing from Finance Section OIC.

· Determining the incident requirements for time recording function.

· Establishing contact with appropriate agency personnel/representatives.

· Organizing and establishing the Time Branch.

· Establishing objectives, making assignments, and evaluating performance.

· Ensuring that all records are current or completed prior to demobilization.

· Ensuring that time reports from assisting agencies are released to the respective agency representatives prior to demobilization.

· Briefing the Finance Section OIC on current problems and recommendation.

· Maintaining a unit log.

PERSONNEL TIME RECORDER

The personnel time recorder ensures that adequate recordation of hours worked by incident personnel is accomplished.

Responsibilities include:

· Obtaining a briefing from Time Branch Leader.

· Establishing and maintaining a file for employee time reports within the first operational period.

· Initiating, or updating a time report from all applicable personnel assigned to the incident for each operational period.

· Ensuring that all employee identification information is verified to be correct on the time report.

· Ensuring that time reports are signed.

· Closing out time documents prior to personnel leaving the incident.

· Distributing all time documents according to agency policy.

· Ensuring that all records, personnel time recording forms, and any other finance documents are in order and have been submitted for processing.

EQUIPMENT TIME RECORDER

The Equipment Time Recorder ensures that adequate recordation of equipment usage is accomplished.

Responsibilities include:

· Obtaining a briefing from Time Branch Leader.

· Setting up equipment time recording function in the location designated by time Branch Leader.

· Advising the appropriate Groups/Branches, of the requirement to establish and maintain a file for a daily record of equipment time. 

· Assisting units in the establishment of a system for collecting equipment time reports.

· Submitting data to the Time Branch Leader for cost effectiveness analysis.

· Maintaining a current posting on all charges or credits for fuel, parts, services, etc.

· Completing all forms according to agency specifications

· Closing out forms prior to demobilization.

· Maintaining a list of all damaged or lost equipment for after incident billing or claim.

· Distributing copies of all damaged or lost equipment to each agency and information regarding incident policy.

