ESF 8 Area Command Center


ESF 8 Area Commander Checklist

Mission

The ESF 8 Area Commander provides leadership and direction to the regional health and medical response and ensures integration between the Area Command Center and first response agencies, local EOCs and other partners.

Responsibilities

· Activate the ESF 8 AC, when necessary, and serve as the Area Commander 

· Develop the AC objectives for each operational period 

· Activate sections of the AC organizational structure, as needed, and designate staff to serve in management positions

· Conduct operational briefings with AC management staff to provide direction and evaluate priorities

· Coordinate with the Local Health Officer regarding issues requiring policy direction and execution of legal authorities

· Inform the Local Health Officer of the status of ESF 8 response and recovery efforts

· Determine when to deactivate the Area Command response

Direct Supervisor

· Local Health Officer

Supervisory Responsibilities

· Deputy Area Commander

· Liaison Officer

· Information Officer

· Planning Section Chief

· Logistics Section Chief

· Finance Section Chief

· Technical Advisors

Duties

Beginning Shift

· Obtain a situational briefing from the current Area Commander and all AC management staff.  Become aware of the following:

1. The nature and scope of the incident

2. The areas impacted

3. Immediate and forecasted risks to public health and safety

4. Current number of injuries and deaths

5. The estimated type and extent of damages to homes and infrastructure

6. Impacts or immediate risks to healthcare infrastructure (clinics, hospitals, lab)

7. Health and medical response actions currently underway and planned

8. Status of County and State Emergency Proclamations

9. Status of Federal Disaster Declarations 

10. Current Area Command Center hours of operation and briefing schedule

· Read the current AC Operational Objectives and Incident Action Plan 

· Identify and assess existing or anticipated business continuity issues that may impact response activities or normal operations for PHSKC and healthcare partners

· Establish new operational objectives at the beginning of each operational period and ensure all AC staff are informed 

· Ensure AC sections are activated and staffed appropriately to meet the needs of the event.   

· Ensure a staffing schedule is developed for all AC Command and General Staff positions for at least a 3-day period covering the hours of operation

During Shift

· Delegate supervisory responsibility of one or more Command or general staff to the Deputy Area Commander as needed

· Continually re-evaluate the AC operational objectives and revise as necessary.  Coordinate with all AC management staff regarding any changes to the objectives or the Incident Action Plan

· Provide leadership and guidance to all AC staff in resolving operational and administrative issues. 

· Ensure coordination occurs between the Logistics and Planning Sections regarding short and long-term strategies for resource procurement

· Coordinate with section chiefs to determine whether mutual aid is needed to meet the regional health and medical needs

· Brief the Local Health Officer on policy level issues and recommendations for execution of legal authorities

· Provide updates to AC management staff on policy level decisions, AC status, and future direction

· Maintain a written log of all significant actions and decisions

End of Shift

· Brief the in-coming Area Commander and management staff (follow criteria stated under Beginning Shift)

· Identify operational priorities and urgent missions currently underway or planned

Demobilization

· Determine when emergency operations can return to normal and notify the LHO, CHO, COS and CAO 

· Ensure a coordinated plan for deactivating the Area Command Center and field sites established by AC is developed and communicated to AC staff

· Direct all AC staff to develop after action items for future discussion

ESF 8 Deputy Area Commander Checklist

Mission

The ESF 8 Deputy Area Commander provides direct support to the Area Commander and ensures close coordination between the Area Command Center, PH Operations and the Local Health Officer.

Responsibilities

· Serve as the ESF 8 AC when needed

· Assist the Area Commander with developing and revising operational objectives

· Direct the Public Health operations sections for response and continuity as needed

· Coordinate with Section Chiefs to ensure operational objectives are being met

· Make recommendations to the Area Commander regarding activation of additional Department resources and changes to AC staffing levels

Direct Supervisor

· ESF 8 Area Commander

Supervisory Responsibilities

· Public Health Operations Section Chief - Response

· Public Health Operations Section Chief - Continuity

Duties

Beginning Shift

· Obtain a situational briefing from the current Area Commander and all AC management staff.  Become aware of the following:

· The nature and scope of the incident

· The areas impacted

· Immediate and forecasted risks to public health and safety

· Current number of injuries and deaths

· The estimated type and extent of damages to homes and infrastructure

· Impacts or immediate risks to healthcare infrastructure (clinics, hospitals, labs)

· Health and medical response actions currently underway and planned

· Status of County and State Emergency Proclamations

· Status of Federal Disaster Declarations 

· Current Area Command Center hours of operation and briefing schedule

· Read the current AC Operational Objectives and Incident Action Plan 

· Assist in the development of new operational objectives at the beginning of each operational period 

· Support EOC section chiefs with staffing issues and notifications 

· Coordinate development of the EOC staffing schedule with section chiefs

During Shift

· Coordinate with AC section chiefs regarding any changes to the objectives or the Incident Action Plan

· Supervise PHSKC Operations Section Chiefs and support response measures while overseeing implementation of the PHSK Business Continuity Plan

· Coordinate with the Logistics Chief regarding short and long-term strategies for resource procurement

· Continually assess the staffing needs of the AC and ensure the staffing schedule is revised as needed

· Maintain a written log of all significant actions and decisions

End of Shift

· Brief the in-coming Area Commander and management staff (follow criteria stated under Beginning Shift)

· Identify operational priorities and urgent missions currently underway or planned

Stand Down

· Develop an AC deactivation plan in conjunction with section chiefs 

· Inform all AC staff of the deactivation plan

· Solicit feedback from AC section chiefs on the status of deactivation activities

· Direct all AC management staff to develop after action items for future discussion

ESF 8 Public Information Officer Checklist

Responsibilities

· Coordinates the overall operation of the PHIC and PICC

· Oversees all communication functions to ensure timely accumulation and distribution of information concerning the emergency to the media and general public

· Coordinates PHIC efforts with the King County ECC-JIC and City of Seattle EOC-JIC

· Acts as a conduit of information and directions between:

· PHIC teams

· ICS

· King County Executive’s Communications Director

· State Department of Health Communications

· Neighboring Local Health Jurisdictions’ communications

· Advises Incident Commander and ICS on communications needs and issues

PHIC Functions

Members of the Communications Team may be involved in any or all of the following functions, as assigned by the Communications Manager or Deputy Communications Manager:

Internal Communications

· Activate and update employee information hotline

· Develop global emails to employees and respond to employee emails

· Develop and post information updates for employees on the King County Intranet and Public Health website

Content

· Develop key messages in coordination with the Communications Manager

· Collect, document, and analyze information from the PH-EOC, media, and other partner agencies

· Develop news releases, fact sheets, talking points, signage, and other materials

· Ensure that key messages are coordinated with and disseminated to response partners

· Ensure translations of key messages 

· Manage rumor control and obtain verification of all information prior to release

Media

· Relay confirmed written and verbal bulletins, press releases, and other Public Health messages to the media via press conferences, interviews, fax, and other interactions with the media. 

· Prepare and train spokespeople

· Receive and manage media inquiries and requests

· Note: these functions may default to the King County JIC or City of Seattle JIC when these JICs are activated.

Web

· Post and update confirmed messages to the Public Health website

· Triage and track requests for information from the public that come via the web site

· Post and update confirmed messages on the Public Health intranet site

· Send confirmed messages to the public using email alert lists

Logistics

· Provide PHIC staff with administrative and technical support

· Procure needed resources for the operation of the PHIC, including equipment, staff, and food

· Monitor staffing and maintain personnel paperwork

External Communications

· Activate and supervise the Public Information Call Center (PICC). The PICC activates when the volume of incoming calls from the public regarding a significant public health concern exceeds Public Health’s normal capacity. The public dials the PICC at (206) 296-1500 to get crucial non-diagnostic/non-medical information, instruction, and resource referrals. See Public Information Call Center (PICC) Plan for more information on PICC procedures, staffing, and operations.

· Activate the Community Communication Network to send messages to and gather information from  community partners, agencies, and other stakeholders 

· Respond to emails from the public as they are triaged by the Web section

· Maintain efficient exchange of information with partners and serve as a liaison

 Liaison Officer Checklist 

Position Overview
The Liaison Officer should be selected from the local response community and have pre-established relationships with participating agencies. The LO is expected to communicate effectively with these agencies and to bring their concerns to the Incident Commander/Unified

Command. Therefore, the position requires good interpersonal and communication skills.

Direct Supervisor

· ESF 8 Area Commander

Mission:

To provide the point of contact for representatives of assisting and cooperating agency and to respond to requests or concerns from stakeholder groups. The LO address inter-organizational issues. Bring issues and concerns to the attention of the Incident Commander with a recommended course-of-action. 

Reponsibilities:

· Develop rosters of participating agencies and stakeholders

· Facilitation information exchange within the organization

· Exchange information with agency reps/stakeholders

· Establish work requirements

· Demobilize Section/Unit

Duties:

· Report to the Area Commander for situation briefing.

· Meet with command staff and section chiefs to determine organizational needs to accommodate assisting or cooperating agency representatives.

· Identify assisting and cooperating agency representatives and establish a mechanism for liaison with incident management team.

· Contact Information Officer to arrange a public notice to affected stakeholders of the appropriate means to liaise with the response team.

· Report to the Area Commander for situation briefing and assist in preparation of liaison procedures.

· Liaise with Logistics Chief to arrange for required communications, meeting room and services to facilitate inter-organizational information exchange and dialogue.

· Direct agencies supporting the incident, as well as concerned local government and environmental groups where and how to obtain incident status.

· Monitor incident planning and operations to identify inter-organizational problems.

· Maintain a log of contacts, agreements and issues
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