ESF 8 Area Command Center


Logistics Section Chief Checklist
Mission

The Logistics Section Chief coordinates the provision of services and support for all PH responders and facilities, and resource support for hospitals.  

Direct Supervisor

Incident Commander

Supervisory Responsibilities

· Communications Chief

· Hospital Liaison 

· Pharmacy Liaison 

Responsibilities

· Coordinates resource and support missions with Section representatives and the Operations and Finance Section Chiefs as needed.

· Identifies and addresses resource and support needs for PH facilities.

· Ensures coordination occurs with hospitals regarding medical resource support .

· Staffs the communications function as needed to assess and maintain communications with all PH facilities and regional partners.

· Participates in action planning meetings providing a logistics perspective.

· Maintains close coordination with Planning, Operations, and Administration Section Chiefs.

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

Duties

Beginning Shift

· Obtain a situational briefing from the current Logistics 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

· Inform the Incident Commander of the Section's current staffing pattern 

During Shift

· Coordinate with the Operations Section Chief regarding current or anticipated resource support missions. 

· Continually assess future resource and service needs and procurement strategies with Operations, Finance and Logistics Section staff.

· Support Section staff in accomplishing objectives.

· Maintain full awareness of Public Health response actions.  

· Participate in action planning meetings;  ensure that appropriate Logistics Section representatives attend.

· Inform the Incident Commander of current capabilities to provide support and services.

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

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

· 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 Logistics Section Chief (follow criteria stated under Beginning Shift)

· Identify resource and service priorities currently underway or planned

· Ensure out-going section staff brief their in-coming counterparts

Stand Down

· Coordinate with the Incident Commander and the Planning Section Chief regarding an EOC deactivation plan 

· Inform Section representatives of the deactivation plan and changes to the operational hours and staffing patterns 

· Request section staff develop after action items for future discussion
 SUPPORT BRANCH DIRECTOR CHECKLIST
Mission:
Organize and manage the services required to maintain the hospital’s supplies, facilities, transportation, and labor pool.  Ensure the provision of logistical, psychological, and medical support of hospital staff and their dependents.

	Date: 
  Start: 
  End: 
  Position Assigned to: 
  Initial: 


Position Reports to:  Logistics Section Chief
Signature: 

Hospital Command Center (HCC) Location: 
  Telephone: 


Fax: 
  Other Contact Info: 
  Radio Title: 



	Immediate (Operational Period 0-2 Hours)
	Time
	Initial

	Receive appointment and briefing from the Logistics Section Chief.  Obtain packet containing Support Branch Job Action Sheets.
	
	

	Read this entire Job Action Sheet and review incident management team chart (HICS Form 207).  Put on position identification.
	
	

	Notify your usual supervisor of your HICS assignment.
	
	

	Document all key activities, actions and decisions in an Operational Log (HICS Form 214).
	
	

	Determine need for and appropriately appoint Unit Leaders; distribute corresponding Job Action Sheets and position identification.  Complete the Branch Assignment List (HICS Form 204).
	
	

	Brief the Support Branch Unit Leaders on current situation and incident objectives; outline Branch action plan and designate time for next briefing.
	
	

	Assess Support Branch areas capacity to deliver needed:

· Employee health care

· Mental health support to staff

· Family support to staff

· Medical equipment and supplies

· Facility cleanliness

· Internal and external transportation support

· Supplemental personnel management
	
	

	Complete the Staff Medical Plan (HICS Form 206) and distribute to Command Staff, Section Chiefs and Documentation Unit Leader.
	
	

	In collaboration with the Safety Officer and the Operations Section’s HazMat Branch Director, determine need for staff personal protective equipment; implement protective actions as required. 
	
	

	Regularly report Service Branch status to the Logistics Section Chief.
	
	

	Instruct all Unit Leaders to evaluate on-hand equipment, supply, and medication inventories and staff needs; report status to the Supply Unit Leader.
	
	

	Assess mental health status concerns and; determine need for expanded support.  Coordinate activities with the Operations Section’s Mental Health Unit Leader.
	
	

	Assess problems and needs in each Unit area; coordinate resource management.
	
	

	Meet with the Logistics Section Chief to discuss plan of action and staffing in all Support Branch activities.
	
	

	Receive, coordinate and forward requests for personnel to the Labor Pool and Credentialing Unit Leader and supplies to the Supply Unit Leader.
	
	

	Document all communications (internal and external) on an Incident Message Form (HICS Form 213).  Provide a copy of the Incident Message Form to the Documentation Unit.
	
	


	Intermediate (Operational Period 2-12 Hours)
	Time
	Initial

	Continue assessing and coordinating Support Branch’s ability to provide needed personnel and support services.
	
	

	Ensure prioritization of problems when multiple issues are presented
	
	

	Continue to evaluate the need for staff personal protection measures, in coordination with the Safety Officer and Operations Section’s HazMat Branch Director and implement actions as indicated.
	
	

	Update and revise the Staff Medical Plan (HICS Form 206) and distribute to Command Staff, Section Chiefs and Documentation Unit Leader.
	
	

	Assign mental health personnel to visit patient care areas and evaluate staff needs; in coordination with the Operations Section’s Mental Health Unit Leader and report issues to the Logistics Section Chief.
	
	

	Implement dependent care service support per the Emergency Management Plan.
	
	

	Coordinate use of external resources to assist with service delivery.
	
	

	Advise the Logistics Section Chief immediately of any operational issue you are not able to correct or resolve.
	
	

	Meet routinely with the Logistics Section Chief for status reports, and relay important information to staff. 
	
	

	Assess environmental services (housekeeping) needs in all staff activity areas.
	
	

	Report equipment needs to the Supply Unit Leader.
	
	

	Supervise salvage operations with the Operations Section Chief when indicated.
	
	

	Ensure staff health and safety issues being addressed; resolve with the Safety Officer when appropriate. 
	
	

	Develop and submit a branch action plan to the Logistics Section Chief when requested.
	
	


	Extended (Operational Period Beyond 12 Hours)
	Time
	Initial

	Continue to monitor Support Branch staff’s ability to meet workload demands, staff health and safety, resource needs, and documentation practices.
	
	

	Continue to document actions and decisions on an Operational Log (HICS Form 214) and send to the Support Branch Director at assigned intervals and as needed.  
	
	

	Coordinate support to sick/injured staff.  Collaborate and communicate with the Finance/Administration Section Compensation/Claims Unit Leader.
	
	

	Coordinate staff “line of duty death” response plan.
	
	

	Expand dependent care capacity as situation warrants and resources allow.
	
	

	Continue to provide Logistics Section Chief with periodic situational updates. 
	
	

	Assess staff medical health status regularly; note absenteeism trends and investigate; report findings and recommendations to the Logistics Section Chief and Employee Health and Well-Being Unit.
	
	

	Provide continuing mental health information and assistance for staff as needed; coordinate pastoral care and solicited volunteer’s assistance, in coordination with Operations Section’s Mental Health Unit Leader; update the Logistics Section Chief.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to the Employee Health & Well-Being Unit Leader.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	


	Demobilization/System Recovery
	Time
	Initial

	As needs for Support Branch staff decrease, return staff to their usual jobs and combine or deactivate positions in a phased manner.
	
	

	Assist the Logistics Section Chief and Unit Leaders with addressing staff health and medical concerns.
	
	

	Assist the Logistics Section Chief and Unit Leaders with returning Support Branch operations to normal.
	
	

	Ensure return/retrieval of equipment and supplies and return all assigned incident command equipment.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs (HICS Form 214) are submitted to the Logistics Section Chief.
	
	

	Upon deactivation of your position, brief the Logistics Section Chief on current problems, outstanding issues, and follow-up requirements.
	
	

	Submit comments to the Logistics Section Chief for discussion and possible inclusion in the after-action report; topics include:

· Review of pertinent position descriptions and operational checklists

· Recommendations for procedure changes

· Section accomplishments and issues
	
	

	Participate in stress management and after-action debriefings.  Participate in other briefings and meetings as required.
	
	


	Documents/Tools

	· Incident Action Plan

· HICS Form 204 – Branch Assignment List

· HICS Form 206 – Staff Medical Plan

· HICS Form 207 – Incident Management Team Chart

· HICS Form 213 – Incident Message Form

· HICS Form 214 – Operational Log

· Hospital emergency operations plan

· Hospital organization chart

· Hospital telephone directory

· Radio/satellite phone

· Facility maps and ancillary services schematics

· Vendor support and repair directory


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

Supply Unit Leader Position Checklist

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.

Objective: Acquire, inventory, maintain, and match organizations for medical resources, supplies, and pharmaceuticals.  Order non-medical resources for all public health field operations and ACC needs.

	
	(
	
	Task

	

	

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

	

	
	
	
	· Obtain charge code for incident.

	

	
	
	
	· Confirm ordering process.

	

	
	
	
	· Assess need for 24-hour staffing for Logistics Section.

	

	
	
	
	· Determine scope of supply process.

	

	
	
	
	· Obtain vendor information to support field operations and healthcare organizations.

	

	
	
	
	2. Organize and staff Unit, as appropriate:

	

	
	
	
	· 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 CPRES.

	

	
	
	
	· 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.


	
	
	
	5. Receive resource orders from authorized incident staff.    Document on Resource Order Form (ICS Form 208):

	

	
	
	
	· Confirm delivery of matched medical and non-medical supplies for Healthcare Facilities.

	

	
	
	
	· 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. Anticipate equipment, supplies, and pharmaceuticals that will be needed for the next operational periods, in consultation with the Resource Forecasting unit in Planning.  Place orders as authorized by policy (TBD).

	

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

	

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

	

	
	
	
	13. Maintain inventory of supplies and equipment.

	

	
	
	
	14. Service re-usable equipment.

	

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

	

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

	

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

	


Facilities Unit Leader Position Checklist

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.

Objective: Organize, manage and support building/Area Command Center systems, equipment and supplies.

	
	(
	
	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.

	


	
	
	
	4. In cooperation with other incident staff, determine the following requirements for the Area Command Center:

	

	
	
	
	· Needed space.

	

	
	
	
	· Specific location.

	

	
	
	
	· Access.

	

	
	
	
	· Parking.

	

	
	
	
	· Security.

	

	
	
	
	· Safety.

	

	
	
	
	5. Plan Area Command Center in accordance with above requirements.

	

	
	
	
	6. Determine on hand inventory of the following:

	

	
	
	
	· Gasoline and other fuels

	

	
	
	
	· Power generators

	

	
	
	
	· Water (non-potable)

	

	
	
	
	7. Place emergency orders for the above items, or other critical supplies and equipment (as outlined in policy TBD) with the Supply Unit Leader as needed.  Notify the Support Branch Director.

	

	
	
	
	8. Meet regularly with and brief the Materiel Tracking Manager and Supply Unit Leader.

	

	
	
	
	9. Closely monitor building system status, equipment and supply usage in the ACC.

	

	
	
	
	10. Restock ACC supplies on request and at least every 8 hours.

	

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

	

	


Service Branch Director Position Checklist

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.

Objective: Organize and manage the services required to maintain the Area Command Center’s communication system, food and water supply for staff, and information technology and systems.

	
	(
	
	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. Instruct unit leaders to:

	

	
	
	
	· Immediately setup and then maintain the ACC communications and IT systems to ensure connectivity.

	

	
	
	
	· Evaluate on-hand communications equipment required for response and project need for repair and expanded inventory.  

	

	
	
	
	· Continually inventory on-hand food and water supply.

	

	
	
	
	· Assess and evaluate IT/IS capability, and determine need for repair or expansion of service and support.

	

	
	
	
	· Inventory and assessment of communications equipment and project need for repair and expanded inventory.

	

	
	
	
	· Report inventories and needs to Logistics Section’s Support Branch Supply Unit Leader.  

	

	
	
	
	3. 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.

	

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

	

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

	

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

	

	
	
	
	7. Participate in organizational meetings of Logistics Section personnel.

	

	
	
	
	8. Coordinate activities of Branch Units.

	

	
	
	
	9. Keep Logistics Section Chief apprised of Branch Activities.

	

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

	

	

	
	
	
	

	


Communications Lead Checklist

Mission

The Communications Lead carries out the operational objectives established by the Incident Commander by establishing and maintaining telephone and radio communications capabilities between the Public Health EOC and all health care facilities, county departments, city agencies, other counties, the State EOC and other response partners.

Direct Supervisor

Logistics Section Chief

Supervisory Responsibilities

Radio Operators

Responsibilities

· Develops a communications strategy for each event addressing telephone and radio operator staffing needs, specific use of communications equipment and priorities for assessing communications systems.

· Coordinates with Public Health MIS regarding the status and functionality of data communications systems.

· Assists the Planning Section with collecting and disseminating information to Public Health staff and external parties.

· Informs the Planning Section Chief of the status of communications capabilities.

Duties

Beginning Shift

· Obtain a situational briefing from the current Communications Chief and Logistics Section Chief.  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

· Current status of Public Health communications systems

· 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.

· Develop a communications strategy for the EOC identifying the types of radio equipment that will be utilized during the event (800 MHz, amateur, Nextel, FSR) and the number of operators needed. 

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

· Inform the Logistics Section Chief of the current staffing pattern. 

· Assess impacts to communications infrastructure and inform the Operations and Planning Section Chiefs of the EOC's current communications capabilities.

During Shift

· Carry out the EOC operational objectives by managing EOC communications systems. 

· Ensure all telephone and radio operators have appropriate contact lists including telephone numbers and radio frequencies for all involved jurisdictions and response partners.

· Monitor levels of telephone traffic to the main EOC number and expand staffing and telephone capacity as needed.

· Inform the Operations Section Chief of significant actions or impacts communicated by response partners.

· Ensure the Communications Chief position is continually staffed or that the responsibilities for the position are passed to the Logistics Section Chief.

· Continually assess communications staffing needs and ensure the staffing schedule is revised as needed.

· Maintain a written log of all significant actions and decisions. 

· Assist and provide recommendations to the Logistics Section Chief and Incident Commander.

End Shift

· Brief the in-coming Communications Chief and Logistics Section Chief (follow criteria stated under Beginning Shift).

· Identify communications priorities and limitations within the EOC and with other partners and relay to the incoming Communications Chief.

Stand Down

· Coordinate with the Logistics Section Chief regarding an EOC deactivation plan. 

· Inform communications staff of the level of deactivation, changes to the operational hours and staffing patterns, and necessary representation in the EOC.

· Coordinate deactivation of specific communications systems in an orderly manner.

· Inform all response partners prior to deactivation of communications systems.

· Transfer the main Public Health EOC telephone line back to the Duty Officer function at the close of EOC operations.
· Request communications staff develop after action items for future discussion.

Public Health EOC Radio Operator checklist

Responsibilities

Operate EOC radio equipment, as assigned and according to skills and license, to facilitate communications between the EOC and response partners

Direct Supervisor

Communications Lead

Duties

Beginning Shift

· Obtain a situational briefing from the current Communications Chief and radio operators.  Become aware of the following:

· The nature and scope of the incident

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

· Current status of Public Health communications systems 

· Status of county-wide radio systems
· The estimated type and extent of damages, injuries or deaths

· Information regarding public health threats

· Public Health response actions currently underway and planned

· Public Health EOC hours of operation and briefing schedule

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

During Shift
· Receive incoming radio communications and document information and resource requests on message forms  - relay to the Operations Section Chief

· Conduct radio communications with response partners;  communicate relevant information regarding the Public Health response

· Immediately relay all time sensitive or critical information to the Communications Chief

· Monitor various radio systems as directed by the Communications Chief 

· Maintain a personal log of radio communications 

End Shift

Brief in-coming radio operators on the status of county-wide radio systems and equipment currently being monitored
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