ESF 8 Area Command Center


Finance and Administration Section Chief

Mission

The Finance and Administration Section Chief coordinates the documentation of financial impacts, mobilization of department staff, and management of labor issues during emergencies.  

Direct Supervisor

Incident Commander

Responsibilities

· Ensures that a project and org number is created specifically for the emergency incident and is communicated to all EOC participants and divisions

· Coordinates with all divisions and the Chief Finance Officer to ensure accurate accounting of disaster related costs

· Serves as the Department’s representative to county, state and federal agencies regarding documentation of damages and the disaster recovery process

· Coordinates policy level planning meetings to identify and resolve administrative and financial issues

· Coordinates with the Chief Administrative Officer to identify and address labor-related issues

· Informs the Incident Commander of Section activities and the status of response efforts

Duties

Beginning Shift

· Obtain a situational briefing from the current Finance and Administration Section Chief and Incident Commander.  Become aware of the following:

· The nature and scope of the incident

· The Area(s) of Operation (impacted areas) 

· The estimated type and extent of damages, injuries or deaths

· Immediate and forecasted risks to life and property

· Public Health response actions currently underway and planned

· Relevant information regarding public health threats

· Public Health Department resource availability

· Status of County, City and State Emergency Proclamations

· Status of Federal Disaster Declarations 

· Public Health EOC hours of operation and briefing schedule

· Read the current Operational Objectives, Incident Action Plan and Situation Report 

· Ensure the Section is staffed appropriately to meet the needs of the event.  Adjust staffing levels as necessary to account for current and future operations

· Ensure a staffing schedule is developed for the Section for at least a 3-day period covering the hours of operation

· Ensure a project and org number have been established for the incident and that all Public Health responders are aware of how costs should be charged 

During Shift

· Develop a mechanism for tracking disaster costs and coordinate the process with EOC section chiefs and division managers 

· Identify and communicate labor issues to the Chief Administrative Officer 

· Coordinate with Public Health Personnel Section to notify and mobilize additional department employees, as needed, to support emergency response efforts 

· Ensure the Section Chief station is continually staffed or that the responsibilities for the Section are passed to the Incident Commander

· Maintain a written log of all significant actions and decisions made by the Section Chief

· Provide recommendations and assist the Incident Commander as needed

End of Shift

· Brief the in-coming Finance and Administration Section Chief (follow criteria stated under Beginning Shift)

· Identify on-going or anticipated priority issues related to finances or labor 

Stand Down

· Coordinate with the Incident Commander regarding an EOC deactivation plan 

· Continue gathering disaster related costs 

· Finalize financial recovery efforts for the department in coordination with KC Finance Department and the KC Office of Emergency Management

· Develop after action items for future discussion

Human Resources Branch Leader Checklist
Mission

Document personnel hours worked, regular and overtime. Resolve labor union / workforce issues as they arise. Responsible for staff deployment and call out.

Responsibilities

· Track staff hours; have back-up system

· Understand labor / workforce issues and respond to questions / situations

· Staff deployment and call out

· Ensure Finance & Admin section chief station is staffed

· Maintain up-to-date employee and team call-out / contact lists

· Supervise Unit Staff

· Demobilize unit

Direct Supervisor

· Finance & Admin Section Chief

Supervisory Responsibilities

· TBD

Duties

Beginning Shift

· Obtain a briefing from the Finance & Administration Section Chief

· Read the current ESF 8 Operational Objectives, Incident Action Plan, Situation Report, and any long range planning reports

· Ensure human resources branch is appropriately staffed
· Have position reference materials available, such as labor contracts, personnel guidelines, and others

· Ensure staff are checking into ACC and completing timesheets

· Call and deploy staff for response and/or continuity operations 
· Inventory the number and classify staff presently available by category:

· Obtain updated emergency contact information for employees
· Follow appropriate emergency response plans and procedures

During Shift

· Maintain awareness of current incident information including impacts, response actions, and policy decisions

· Monitor staffing levels at ACC and field locations
· Document, monitor, and respond to labor and workforce issues
· Anticipate need for and implement solutions to credentialing issues (e.g. jail entry clearance)  

· Maintain contact with Operations Section, Logistics Section VMS Manager, and Planning Section’s Resource Unit Leader to share information and personnel status.
· Inform Section Chief of significant issues relating to human resources and recommend solutions. 
· Brief Finance & Admin Section Chief regularly on the status of labor pool numbers and composition.

· Continue staff call-out and deployment

· Update employee deployment / call-out lists as employees are contacted and availability determined

· Maintain communication with Resource Tracking Lead regarding the location and status of deployed personnel (PHSKC workforce and volunteers)
· Distribute timesheet / sign-in templates and communicate expectations to field incident command staff
· Ensure the Human Resources Branch Leader station is continually staffed or that the responsibilities for the Section are passed to the Finance & Administration Section Chief

· Maintain a written log of all significant actions and decisions made by the Human Resources Branch

End of Shift

· Ensure all labor and workforce issues and responses are documented

· Ensure ACC and field staff check out and complete time sheets

· Obtain information from ACC sections and field incident command regarding staffing needs for next operational period

· Send staff back to regular work site or home if no longer needed

· Brief the in-coming Human Resources Branch Leader and Finance & Admin Section Chief
· Submit all documentation to the Documentation Unit 
Demobilization

· Coordinate with the Planning Section Chief regarding staff demobilization 

· Ensure ongoing human resources issues are addressed in a final ESF 8 long range planning report

· Develop after action items for future discussion
· Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to the Finance/Administration Section Chief.
VMS Manager Checklist
Mission

During small to medium events, this position manages the ESF 8 Area Command Volunteer Management System under the direction of the Logistics Section, Support Branch Director.  To maintain appropriate span of control for Command Staff, this function may also be managed out of the Finance & Administration section during small to medium events, at the discretion of the Area Commander. 

During medium to large scale events, the VMS function may be activated as a response site with its own Incident Command Structure, reporting up through Operations Section Chief – Response. In these responses, the VMS Manager acts as Incident Commander for the VMS ICS. 

Decisions regarding activation level and structure for VMS are made by the Area Commander according to protocols established in the VMS Plan. 

Job Actions

· Obtain initial incident information and volunteer staffing needs requested by AC staff and field incident command staff

· Coordinate VMS activation and VMC/VPOA site location with Area Command staff and field Incident Command staff

· Monitor VMS mobilization under the direction of the Logistics Section Chief

· Assure data is entered into the Initial Event Log (VMS 201)

· Review VMS pre-plan organizational structure, determine the incident-specific VMS activation level and organizational structure, and assign VMS staff positions based on incident parameters; continue until a VMS Planning Section is established

· Participate in all VMS planning cycle meetings

· Assure notification to VMS personnel according to notification procedures

· Create VMS staffing schedule using the VMS Assignment list (VMS 203) until a Planning Section is established

· Set operational periods and planning cycle for VMS

· Establish the overall VMS objectives for each operational period

· Brief VMS Command & General Staff upon arrival and assignment. Assure distribution of job action sheets and associated VMS tools.

· Approve the VMS Action Plan for each operational period, and its supporting plans (Health & Safety Plan, VMS 208; Medical Plan, VMS 206; Communications Plan, VMS 205; all coordinated with ACC and field ICS staff

· Perform Public Information (media) function as required by coordinating with the AC PIO

· Perform senior liaison function as indicated to external organizations supporting the VMS

· Monitor VMS expenditures, personnel costs, and liability issues; assure adequate funding sources

· Assure adequate function of the VMS (monitor VMS response operations in relation to the VMS incident objectives) in coordination with the VMS Operations Section Chief

· Problem-solve as indicated for problems/issues not addressed through lower VMS processes

Direct Supervisor

· Logistics Section, Support Branch Director

Supervisory Responsibilities

· VMS Safety Officer

· VMS Operations Section Chief

· VMS Plans Section Chief

· VMS Logistics Section Chief

· VMS Finance & Administration Section Chief

Finance Branch Manager Checklist
Mission

Job Actions 

· Calculate and report on cost implications of response operations

· Assess impact of response operations on contractual agreements

· Prepare summary of all claims reported and costs incurred

· Ensure proper cost reporting procedures throughout the response, including org/project/account coding.
· Implement third-party billing procedures. 
· Implement procedures for receiving and depositing funds. 
· Supervise Unit Staff

· Demobilize unit

Direct Supervisor

· Finance & Admin Section Chief
Supervisory Responsibilities

· TBD
Duties

Beginning Shift

· Receive appropriate briefing and important documents from Finance / Admin Section Chief

· Read the current ESF 8 Operational Objectives, Incident Action Plan, Situation Report, any long range planning reports, and position job card

· Ensure finance branch is appropriately staffed

· Notify supervisor of assignment

During Shift
· Meet routinely with the Finance/Administration Section Chief for event status reports, and relay important information to Unit members.

· Prepare a cost-to-date summary report for submission to the Finance/Administration Section Chief every eight hours and as requested.

· Advise the Finance/Administration Section Chief immediately of any operational issue you are not able to correct or resolve.

· Distribute financial forms and communicate expectations to ACC and field incident command staff
· Maintain cost tracking and analyses
· Collect copies, summaries, and/or original documentation from cost centers
· Report all claims information to Finance / Admin Section Chief
· Collect timesheets from all ACC staff and each incident location every 8 hours for recording and tabulation
· Ensure the Finance Branch Leader station is continually staffed or that the responsibilities for the Branch are passed to the Finance & Administration Section Chief

· Maintain a written log of all significant actions and decisions made by the Finance Branch

· Follow appropriate emergency response plans and procedures
End of Shift
· Prepare a cost-to-date summary for the response 
· Prepare summary of all claims reported at the end of each operational period
· Brief the in-coming Finance Branch Leader and Finance & Admin Section Chief
· Submit all documentation to the Documentation Unit 
Demobilization
· Coordinate with the Finance & Admin Section Chief regarding demobilization 
· Debrief staff on lessons learned and procedural/equipment changes needed.
· Ensure ongoing financial issues are addressed in a final ESF 8 long range planning report

· Develop after action items for future discussion
· Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to the Finance/Administration Section Chief.
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