ESF 8 Area Command Center


Planning Section Chief Checklist

Mission

The Planning Section Chief, in coordination with Region 6 healthcare agencies, oversees the collection, analysis, documentation and dissemination of incident information to support the needs of ESF 8 response staff, partners and the public. The Planning Section Chief coordinates the activities and supports the needs of Section representatives and is responsible for their overall performance.  

Direct Supervisor

Area Commander

Supervisory Responsibilities

Planning Section Deputy Chief

Situation Status Unit Leader

Documentation Unit Leader

Action Planning Unit Leader

Resource Tracking Unit Leader

Demobilization Unit Leader

Responsibilities

· Activates Planning Section Units necessary to accomplish the response objectives

· Develops and revises ESF 8 intelligence priorities 

· Develops and implements a strategy for collecting, displaying, and sharing critical incident information.

· Maintains awareness of situation status, the regional health, medical and mortuary system capacity, and current response actions 

· Ensures an AC Center planning clock is established at the beginning of activation, including times for disseminating the Situation Report, Incident Action Plan, and AC Center briefings.

· Coordinates Planning “P” with other partner agency briefing schedules

· Sets expectations with partners on when they will receive ESF-8 updates

· Oversees development of Section products including the Situation Report, Incident Action Plan, Long Range Planning Reports, and Demobilization Plan 

· Informs the Area Commander of Section activities and the status of information management efforts

· Provides input to the Area Commander and Operations on incident objectives 

· Conducts and facilitates planning meetings. Implements the Planning P.

· Gathers and acts on MAC decisions, communicated by the MAC Coordinator

· Reports significant changes in incident status, and provides periodic predictions on incident potential.  

· Manages Section staff

· Supervises operations of and establishes reporting schedules for Planning Section units (e.g., Intelligence, Action Planning, Documentation, Demobilization)

· Adapts standard AC Center Planning Section forms to fit the needs of the response

· Establishes and maintains communications with Logistics Section Chief to ensure the accurate tracking of personnel and resources
· Ensure Planning Section personnel comply with safety policies and procedures.
· Document all communications (internal and external) on an Incident Message Form (HICS Form 213). Provide copies of all forms to the Documentation Unit.
· Document Major Events, Decisions Made, and Notifications Given on an Operational Log (HICS 214).  Provide copies of all logs to the Documentation Unit.
· Create a room in Command Center (WaTrac) where Planning Section staff can communicate.
· Monitor healtheoc@kingcounty.gov email
· Send alerts via WATrac
Duties

Beginning Shift

· Obtain a situational briefing from the current Planning Section Chief and Area 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.

· Relevant information regarding public health threats.

· ESF-8 and Public Health response actions currently underway and planned.

· Health, Medical, and Mortuary resource availability.

· Trends and issues that could impact future response and recovery efforts

· Status of County, City and State Emergency Proclamations.

· Status of Federal Disaster Declarations. 

· Challenges to intelligence-gathering

· AC Center hours of operation and briefing schedule.

· Anticipated timeline for demobilization

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

· Develop ESF 8 Intelligence priorities for the current operational period 

· Ensure the Section is staffed appropriately to meet the needs of the event and develop a staffing schedule for at least a 3-day period covering the hours of operation.

· Get acquainted with AC General Staff, Planning staff and technical advisors

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

· Ensure an AC Center planning clock is established and distributed specifying the times for issuing Situation Reports, Incident Action Plans, and AC briefings. Ensure planning clock deadlines are followed

· Follow appropriate ESF 8 emergency response plans and procedures

During Shift

· Carry out the EOC operational objectives.  Coordinate with the Area Commander and Operations Section Chief regarding any changes needed to department priorities. Remember, Plans must predict the need for Ops.

· Facilitate planning meetings with appropriate Area Command staff and external partners as needed. Implement the Planning P.
· Update intelligence priorities as circumstances change

· Ensure intelligence information is continually collected and updated in the Area Command Center

· Prepare and brief the operations chief with accurate up-to-date info.

· Review, approve and distribute EOC Situation Reports and Incident Action Plans in accordance with the AC Center planning clock

· Review, approve and distribute long-range planning reports and the demobilization plan (not all shifts)

· Inform Section staff of unexpected or significant issues relating to the incident and significant information needs of local, state, or federal agencies

· Inform the Area Commander of Section actions, status of implementing the operational objectives, and future concerns, including predictions on incident potential

· When a technical specialist reports to the Plans Section, verify check-in status and assign to requestor

· Follow appropriate ESF 8 emergency response plans and procedures 

· Ensure the Section Chief station is continually staffed or that the responsibilities for the Section are passed to the Area 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 to and assist the Area Commander as needed.

End of Shift

· Brief the in-coming Planning Section Chief and Area Commander (follow criteria stated under Beginning Shift).

· Highlight the AC Center planning clock and explain the current Intelligence Strategy.

· Ensure out-going Unit Leaders brief their in-coming counterparts.

· Submit all documentation to Documentation Unit. 

Demobilization

· Coordinate with the Area Commander and the Operations Section Chief regarding an ESF 8 demobilization plan 

· Inform Section staff of the demobilization plan and changes to the EOC operational hours and staffing patterns.

· Request Planning Section staff develop after action items for future discussion 

· Conduct or support incident debriefings and development of After Action Report

PLANNING SECTION CHIEF CHECKLIST– alternate HICS-format 
All activation levels

Mission:
Oversee all incident-related data gathering and analysis regarding incident operations and assigned resources, develop alternatives for tactical operations, conduct planning meetings, and prepare the Incident Action Plan (IAP) for each operational period.

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


Position Reports to:  Area Commander
Signature: 

RMRC Location: 
  Telephone: 


Fax: 
  Other Contact Info: 
  Radio Title: 



	Immediate (Operational Period 0-2 Hours) Items in red are during full activations only.
	Time
	Initial

	Receive appointment and briefing from the Incident Commander.  Obtain packet containing Planning Section 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.
	
	

	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 Planning Section Unit Leaders and Managers on current situation and incident objectives; develop response strategy and tactics; outline Section action plan and designate time for next briefing.
	
	

	Distribute the Section Personnel Time Sheet (HICS Form 252) to Planning Section personnel and ensure time is recorded appropriately.  Submit the Section Personnel Time Sheet to the Finance/Administration Section’s Time Unit Leader at the completion of a shift or at the end of each operational period.  
	
	

	In consultation with the Incident Commander, establish the incident objectives and operational period.  Initiate the Incident Objectives Form (HICS Form 202) and distribute to all activated RMRC positions.
	
	

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

	Establish and maintain communications with Logistics Section Chief to ensure the accurate tracking of personnel and resources by the Personal Tracking and Materiel Tracking Managers.
	
	

	Facilitate and conduct incident action planning meetings with Command Staff, Section Chiefs and other key positions to plan for the next operational period.  Coordinate preparation and documentation of the Incident Action Plan and distribute copies to the Incident Commander and all Section Chiefs.
	
	

	Ensure the Situation Unit Leader and staff regularly update and document status reports from all Section Chiefs and Unit Leaders.  
	
	

	Ensure Planning Section personnel comply with safety policies and procedures.
	
	

	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.
	
	

	Create a room in Command Center (KCHealthTrac) where Planning Section staff can communicate.
	
	


	Intermediate (Operational Period 2-12 Hours) Items in red are during full activations only.
	Time
	Initial

	Meet regularly with the Incident Commander to brief on the status of the Planning Section and the Incident Action Plan.
	
	

	Initiate the Resource Accounting Record (HICS Form 257) to track equipment used in the RMRC during the response.
	
	

	Attend command briefings and meetings.  
	
	

	Continue to conduct regular planning meetings with Planning Section Unit Leaders, Section Chiefs, Command Staff, and the Incident Commander for continued update and development of the Incident Action Plan.
	
	

	Ensure that the Planning Section is adequately staffed and supplied.
	
	


	Extended (Operational Period Beyond 12 Hours) Items in red are during full activations only.
	Time
	Initial

	Continue to monitor Planning Section personnel’s ability to meet workload demands, staff health and safety, resource needs, and documentation practices.
	
	

	Conduct regular situation briefings with Planning Section.
	
	

	Continue to receive projected activity reports from Section Chiefs and Planning Section Unit Leaders at designated intervals to prepare HCC status reports and update the Incident Action Plan.
	
	

	Continue to maintain the Resource Accounting Record (HICS Form 257) to track equipment used in the RMRC during the response.
	
	

	Ensure the Demobilization Unit Leader assesses ability to deactivate positions, as appropriate, in collaboration with Section Chiefs and develops and implements a demobilization plan.  
	
	

	Ensure the Documentation Unit Leader is receiving and organizing all RMRC documentation, including Operational Logs (HICS Form 214) and Incident Message Forms (HICS Form 213).  
	
	

	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.  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 Items in red are during full activations only.
	Time
	Initial

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

	Continue to meet with Command Staff, Section Chiefs and Planning Section Unit Leaders to evaluate facility and personnel, review the demobilization plan and update the Incident Action Plan.
	
	

	Ensure collection of all RMRC documentation and Operational logs from Command and Sections as positions are deactivated and sections demobilized.  
	
	

	Coordinate final reporting of situation-status information with external agencies through Liaison Officer and Public Information Officer.
	
	

	Work with Planning and Finance/Administration Sections to complete cost data information.
	
	

	Begin development of the Incident After-Action Report and Improvement Plan and assign staff to complete portions/sections of the report.  
	
	

	Debrief staff on lessons learned and procedural/equipment changes needed.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs (HICS Form 214) are completed and collected, or are submitted to the Documentation Unit during a full-scale activation.
	
	

	Upon deactivation, brief the Incident Commander on current problems, outstanding issues, and follow-up requirements.
	
	

	Submit comments to the Incident Commander for discussion and possible inclusion in an 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

	· Planning “P” Guidelines

· Hospital Emergency Operations Plan

· Incident Action Plan

· HICS Form 202 – Incident Objectives Form

· HICS Form 204 – Branch Assignment List

· HICS Form 207 – Incident Management Team Chart

· HICS Form 213 – Incident Message Form

· HICS Form 214 – Operational Log

· HICS Form 257 – Resource Accounting Record

· HICS Form 254 – Disaster Victim/Patient Tracking Form
· HICS Form 252 – Section Personnel Time Sheet
· HICS Form 257 – Resource Accounting Record
· Hospital organization chart

· Hospital telephone directory

· Radio/satellite phone


Action Planning Unit Leader Checklist
Mission

The Action Planning Unit Leader coordinates short and long range planning efforts with Area Command personnel through the facilitation of planning meetings and the development of action plans and reports

Responsibilities

· Implements, facilitates the Planning P

· Develops and distributes the Incident Action Plan (IAP)

· Develops a staffing plan and requests personnel to staff the Action Planning Unit

· Coordinates with the Area Commander and the Operations Section Chief regarding the need for operational planning meetings;  facilitates meetings as necessary

· Gathers information on MAC decisions from MAC Coordinator and applies to action planning

· Coordinates with the Area Commander to develop the Area Command operational objectives and the incident action plan for each operational period

· Ensures the AC Center planning clock contains the times for distributing ESF 8 Incident Action Plans

· Assembles information on alternative strategies for accomplishing operational objectives

· Incorporates Communications Plans and other supporting materials into the IAP.
· Develops reports outlining long-term planning issues that may impact AC Center operations 

· Supervises Unit Staff

· Demobilize unit

Direct Supervisor

Planning Section Chief 

Supervisory Responsibilities

Action Planning Specialist

Duties

Beginning Shift

· Obtain a situational briefing from the current Planning 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.

· Immediate and forecasted risks to life and property.

· ESF-8 and Public Health response actions currently underway and planned.

· Relevant information regarding public health threats.

· Health, Medical, and Mortuary resource availability.

· Trends and issues that could impact future response and recovery efforts

· Status of County, City and State Emergency Proclamations.

· Status of Federal Disaster Declarations .

·  AC Center hours of operation and briefing schedule

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

· Receive a briefing from the Planning Section Chief on the AC Center planning clock and be aware of Incident Action Plan and Long Range Report times

· Receive a briefing from the Operations Section Chief regarding major operational issues underway or anticipated 

· Follow appropriate ESF 8 emergency response plans and procedures
During Shift

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

· Generate alternative ways to achieve objectives in the current operational period, if circumstances change (weather, structural stability, resource availability, etc.)

· Recommend to the Operations Section Chief potential issues that may require advance planning and / or planning meetings
· Inform Section Chief of unexpected or significant issues relating to action planning

· Facilitate planning meetings with ESF 8 response personnel to resolve operational issues, develop the ESF 8 Incident Action Plan and collect information for long range planning reports

· Develop Action Plans and long range reports for Planning Section Chief approval.

· Disseminate finalized action plans and long range reports to all appropriate parties

· Provide recommendations to and assist the Planning Section Chief as needed.

· Follow appropriate ESF 8 emergency response plans and procedures 

· Ensure the Unit Leader station is continually staffed or that the responsibilities for the Section are passed to the Planning Section Chief

· Maintain a written log of all significant actions and decisions made by the Action Planning Unit

End of Shift

· Brief the in-coming Action Planning Unit Leader and Planning Section Chief (follow criteria stated under Beginning Shift)

· Ensure scheduled Action Plans and Long Range Reports have been disseminated appropriately.

· Submit all documentation to Documentation Unit. 

Demobilization

· Coordinate with the Planning Section Chief regarding the ESF 8 demobilization plan

· Ensure ongoing response and recovery issues are addressed in a final ESF 8 long range planning report
· Develop after action items for future discussion
Short Term and Long Term Planning Lead Checklist

Mission

Develop contingency plans for current operational period, project priorities and plans for next operational period, and anticipate long range planning and recovery capabilities needed to support future operational objectives.

Responsibilities

· Assess how changing circumstances will impact the emergency response and ability to achieve operational objectives in the current and future operational periods (i.e. weather, power, road conditions, school closures, resource availability)
· Brief planning section staff and others on potential impacts as directed
· Assess impact of current and prospective response actions on staffing and resource availability
· Project priorities for next operational period (based on status of meeting current objectives) and analyze ability to meet them given resource constraints and situational dynamics
· Establish recovery priorities
· Stay in contact with State ESF 8 desk for situational intelligence, response actions, and operational or policy issues from across the state
Direct Supervisor

· Action Planning Unit Leader
Supervisory Responsibilities

· None
Duties

Beginning Shift

· Obtain a situational briefing from the current Action Planning Unit Leader.  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.

· ESF-8 and Public Health response actions currently underway and planned.

· Relevant information regarding public health threats.

· Health, Medical, and Mortuary resource availability.

· Trends and issues that could impact future response and recovery efforts

· Status of County, City and State Emergency Proclamations.

· Status of Federal Disaster Declarations .

·  AC Center hours of operation and briefing schedule

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

During Shift
· Follow appropriate emergency response plans and procedures

· Maintain awareness of current incident information including impacts, response actions, and policy decisions
· Maintain a written log of all significant actions and decisions 
· Assist Action Planning Unit Leader with developing and disseminating Action Plans and long range reports
End of Shift

· Brief the incoming Short & Long Term Planning Lead and Action Planning Unit Leader
· Submit all documentation to the Documentation Unit 
Demobilization
· Coordinate with the Planning Section Chief regarding the demobilization plan 

· Develop a final ESF 8 long range planning report with input from AC and field command staff
· Develop after action items for future discussion
· Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to the Documentation Unit
Situation Status Unit Leader Checklist
Mission

The Situation Status Unit Leader collects incident information and ensures critical data are recorded and relayed to ESF 8 response personnel and regional response partners. 

Direct Supervisor

Planning Section Chief

Supervision Responsibilities

Supervision Status Specialist

EOC Telephone Operator/Message Router

 Responsibilities

· Develops a staffing plan and requests personnel to staff the Situation Status Unit

· Coordinates with the Planning Section Chief to ensure the ESF 8 Intelligence Strategy identifies the types of incident information to be collected

· Coordinates with all ESF 8 response personnel and regional response partners to collect critical, accurate, and current incident information on an established schedule

· Ensures that AC Center display boards and maps contain the most current incident information 

· Directly informs the Planning Section Chief of incident information that has significant life / safety impacts or will drastically affect the status of response efforts

· Establishes specialized data collection systems as necessary (e.g., weather).  

· Supervises unit staff

· Demobilizes unit

Duties

Beginning Shift

· Obtain a situational briefing from the current Planning 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.

· Immediate and forecasted risks to life and property.

· ESF-8 and Public Health response actions currently underway and planned.

· Relevant information regarding public health threats.

· Health, Medical, and Mortuary resource availability.
· Trends and issues that could impact future response and recovery efforts

· Status of County, City and State Emergency Proclamations.

· Status of Federal Disaster Declarations .

·  AC Center hours of operation and briefing schedule.

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

· Receive a briefing from the Planning Section Chief on the ESF 8 Intelligence Strategy 

· Review the current status of AC Center displays 

During Shift

· Utilize pre-developed templates to collect and display critical incident information

· Coordinate with appropriate ESF 8 response personnel to ensure the most current information is maintained on display boards and maps

· Review collected information and clarify inconsistencies before information is displayed

· Monitor the AC Center fax machine for incoming information from external partners; route or display received information appropriately

· Directly inform the Planning Section Chief of critical or time-sensitive incident information

· Ensure the Situation Status Unit Leader station is continually staffed or that the responsibilities for the position are passed to the Planning Section Chief 

· Maintain a written log of all significant actions and decisions made by the Intelligence unit 

· Provide recommendations to and assist the Planning Section Chief as needed
· Follow appropriate ESF 8 emergency response plans and procedures 
· Ensure WATrac remains up-to-date with current status information.
· Maintain a Command Center room to collect/disseminate situation-status information.
End of Shift

· Brief the in-coming Situation Status Unit Leader and Planning Section Chief (follow criteria stated under Beginning Shift)

· Ensure the Area Command Intelligence Strategy for the outgoing shift has been accomplished

· Ensure the Area Command Center display boards contain the most current incident information 

· Submit all documentation to Documentation Unit. 

Demobilization

· Coordinate with the Planning Section Chief regarding the Area Command deactivation plan 

· Inform the Planning Section Chief of the status of Area Command Center display boards

· Develop after action items for future discussion

 AC Center Telephone Operator / Message Router checklist
Responsibilities

Staff the main EOC telephone line and coordinate the transfer of calls and delivery of messages to appropriate parties

Direct Supervisor

Situation Status Unit Leader

Duties

Beginning Shift

· Obtain a situational briefing from the current Situation Status Unit Chief and Telephone Operator.  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.

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

· Information regarding public health threats.

· Public Health response actions currently underway and planned.

· AC Center hours of operation and briefing schedule.

· Read the current ESF 8 Operational Objectives, Incident Action Plan, and Situation Report.

During Shift
· Receive incoming calls to the main AC Center number and transfer them within the AC Center and to ESF 8 response staff elsewhere in King County, as appropriate.

· Provide information to callers regarding the AC Center hours of operation and contact telephone numbers for Public Health functions.

· Document requests for information, as appropriate, on AC Center message forms and relay to appropriate parties.

· Immediately relay all time sensitive or critical information to the Situation Status Unit Leader

· Continually assess the need to expand the capacity of the main AC Center number to handle incoming calls.

· Coordinate telephone operator staffing issues with the Situation Status Unit Leader.

· Maintain a log of telephone calls received and made

End Shift

· Brief in-coming telephone operators on relevant communications issues. 

· Submit all documentation to Documentation Unit. 

Community Outreach / VPAT Lead Checklist
Mission

Coordinate with community partners to collect and disseminate event specific information. Ensures critical resource needs of community partners are identified and communicated to the Logistics Section or local EOCs.

Responsibilities

· Liaison with Public Information Officer regarding messaging to partners
· Activate CCN via WATrac
· Advocate for the non-medical resource needs of community partners with local EOCs
· Coordinate with PIO for message translations
· Document event information collected from community partners
Direct Supervisor

· Situation Status Unit Leader
Supervisory Responsibilities

· None
Duties

Beginning Shift

· Obtain a situational briefing from the current Situation Status Unit Leader.  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.

· ESF-8 and Public Health response actions currently underway and planned.

· Relevant information regarding public health threats.

· Health, Medical, and Mortuary resource availability.

· Trends and issues that could impact future response and recovery efforts

· Status of County, City and State Emergency Proclamations.

· Status of Federal Disaster Declarations .

·  AC Center hours of operation and briefing schedule

· Read the current ESF 8 Operational Objectives, Incident Action Plan, Situation Report, and any long range planning reports
· Read this entire Job Action Sheet and review incident management team chart.  Put on position identification.

· Notify your usual supervisor of your response assignment

· Receive briefing from outgoing Community Outreach/VPAT lead if appropriate

· Review available situation-status information already collected regarding community impacts

· Obtain a copy of the community assessment form from the Situation Unit Leader

· Identify and establish contact with appropriate community partners, in accordance with the intelligence strategy

· Determine with Situation Status Leader an appropriate briefing schedule for community entities providing human impact information

· Develop a strategy for collecting community impact information to contribute to the broader ESF-8 Situation-Status Report
· Immediately notify the Situation Unit Leader of any imminent threats that would prompt evacuation of a facility
During Shift
· Follow appropriate emergency response plans and procedures

· Maintain awareness of current incident information including impacts, response actions, and policy decisions
· Maintain a written log of all significant actions and decisions 

· Continue collecting community impact information to contribute to the broader ESF-8 Situation-Status Report
· Immediately notify the Situation Unit Leader of any imminent threats that would prompt evacuation of a facility
End of Shift

· Develop final report of community impact information collected during shift
· Brief the incoming Community Outreach/VPAT Lead and Situation Status Unit Leader
· Communicate details of shift transition with community contacts, as appropriate
· Submit all documentation to the Documentation Unit 
Demobilization
· Coordinate with the Situation Status Leader regarding the demobilization plan 

· Develop after action items for future discussion

· Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to the Documentation Unit

Health and Disease Status Lead Checklist

Mission

Collects and communicates health and disease status information. Ensures critical resource needs of entities tracking health/disease status are identified and communicated to the Logistics Section.

Responsibilities

· Determine appropriate contact and maintain communication with PHSKC CD-epi section and other sources as determined by the Intelligence Strategy
· Document epidemiological and other health information (e.g. hospitalizations, deaths, injuries, demographics, impact/burden of disease, impacted locations
· Identify trends and anticipate resource needs as determined by trends (e.g. personnel, PPE)
Direct Supervisor

· Situation Status Unit Leader
Supervisory Responsibilities

· None
Duties

Beginning Shift

· Obtain a situational briefing from the current Situation Status Unit Leader.  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.

· ESF-8 and Public Health response actions currently underway and planned.

· Relevant information regarding public health threats.

· Health, Medical, and Mortuary resource availability.

· Trends and issues that could impact future response and recovery efforts

· Status of County, City and State Emergency Proclamations.

· Status of Federal Disaster Declarations .

·  AC Center hours of operation and briefing schedule

· Read the current ESF 8 Operational Objectives, Incident Action Plan, Situation Report, and any long range planning reports
· Read this entire Job Action Sheet and review incident management team chart.  Put on position identification.

· Notify your usual supervisor of your response assignment.
· Receive briefing from previous health / disease status lead if appropriate

· Review available situation-status information already collected regarding healthcare system status
· Identify and establish contact with CD-Epi liaison and other health/disease status intelligence sources

· Determine with Situation Status Leader an appropriate briefing schedule with PHSKC CD-Epi and other entities providing health/disease status information

· Develop a strategy for collecting health and disease status to contribute to the broader ESF-8 Situation-Status Report.
During Shift
· Follow appropriate emergency response plans and procedures

· Maintain awareness of current incident information including impacts, response actions, and policy decisions
· Maintain a written log of all significant actions and decisions 
· Continue collecting health and disease status to contribute to the broader ESF-8 Situation-Status Report
End of Shift

· Develop final report of health and disease status information collected during shift
· Brief the incoming Health / Disease Status Lead and Situation Status Unit Leader
· Communicate details of shift transition with PHSKC CD-Epi and other health/disease status intelligence contacts
· Submit all documentation to the Documentation Unit 
Demobilization
· Coordinate with the Situation Status Leader regarding the demobilization plan 

· Develop after action items for future discussion
· Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to the Documentation Unit
Healthcare System Status Lead Checklist
Mission

The Healthcare System Status Lead coordinates with all King County healthcare facilities to identify impacts and needs.  Serves as a primary interface for healthcare organizations with the broader ESF-8 response, and mobilizes resources with the support of the appropriate ICS positions to support health system operations.  Advocates for resource requests originating from the healthcare system.
	Date: 
  Start: 
  End: 
  Position Assigned to: 
  Initial: 


Position Reports to:  Situation Unit Leader
Signature: 

ESF-8 Location: 
  Telephone: 


Fax: 
  Other Contact Info: 
  Radio Title: 



Supervision Responsibilities

· None

	Beginning Shift
	Time
	Initial

	Obtain a situational briefing from the Situation Unit Leader.  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

· Relevant information regarding public health threats

· Public Health response actions currently underway and planned

· Current hospital system status

· Currently unmet resource needs identified by King County hospitals

· Status of County, City and State Emergency Proclamations

· Status of Federal Disaster Declarations 

· ACC hours of operation and briefing schedule
	
	

	Read the current Operational Objectives, Incident Action Plan, Situation Report, and any Long Term Planning reports
	
	

	Read this entire Job Action Sheet and review incident management organizational chart.  Put on position identification.
	
	

	Notify your usual supervisor of your response assignment.
	
	

	Review available healthcare system status information already collected 
	
	

	Obtain a copy of the site assessment form from the Situation Unit Leader.
	
	

	Develop a strategy for collecting information from the healthcare system to contribute to the broader ESF-8 Situation-Status Report.
	
	

	Immediately notify the Situation Unit Leader of any imminent threats that would prompt evacuation of a healthcare facility.
	
	


	During Shift
	Time
	Initial

	Follow appropriate emergency response plans and procedures
	
	

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

	Continue to collect situation-status information from the healthcare system on an interval determined in collaboration with the Situation Unit Leader and Planning Section Chief.
	
	

	Coordinate with the Section Chief on a regular basis regarding policy issues and future logistical concerns that may affect health system functions.
	
	

	Immediately notify the Situation Unit Leader of any imminent threats that would prompt evacuation of a healthcare facility.
	
	

	Route resource requests for healthcare organizations to the Supply Unit Leader (within Logistics Section).
	
	

	Participate in action planning meetings as appropriate.
	
	

	Participate in operational meetings and conference calls with other EOC staff, appropriate jurisdictions, and hospitals to address and resolve critical issues, coordinate decisions regarding courses of action, and identify future concerns.
	
	

	Document all key activities, actions, and decisions in an Operational Log.
	
	

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


	End Shift
	Time
	Initial

	Brief the incoming Short & Long Term Planning Lead and Action Planning Unit Leader
	
	

	Submit all documentation to the Documentation Unit 
	
	


	Demobilization
	Time
	Initial

	Assist the Planning Section Chief with other duties as assigned.
	
	

	Develop after action items for future discussion
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to the Documentation Unit
	
	


	Documents/Tools 

	HICS 213 – Message Form

HICS 214 – Operational Log

Completed Site Assessment Forms




Documentation Unit Leader Checklist
Mission

The Documentation Unit Leader develops and disseminates ESF 8 Situation Reports, maintains the AC Center planning clock and compiles information for AC Center white boards.

Direct Supervisor

Planning Section Chief

Supervision Responsibilities

Documentation Specialist

WATrac Specialist

 Responsibilities

· Develops a staffing plan and requests personnel to staff the Documentation Unit

· Maintains the ESF 8 Response AC Center planning clock.

· Ensures the AC Center planning clock contains the times for distributing ESF 8 Situation Reports.

· Coordinates with the Planning Section Chief to develop ESF 8 Situation Reports 

· Ensures all Area Command Situation Reports are disseminated on schedule

· Maintain distribution lists for Area Command Communications

· Supports the Situation Status Unit by compiling information for Area Command Center display boards and maps 

· Maintains accurate and complete incident files
· Provides duplication services to incident personnel
· Packs and stores incident files for legal, analytical, and historical purposes 

· Assigns duties to and supervises Documentation Unit staff

Duties

Beginning Shift

· Obtain a situational briefing from the current Planning 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.

· Immediate and forecasted risks to life and property.

· ESF-8 and Public Health response actions currently underway and planned.

· Relevant information regarding public health threats.

· Health, Medical, and Mortuary resource availability.

· Trends and issues that could impact future response and recovery efforts

· Status of County, City and State Emergency Proclamations.

· Status of Federal Disaster Declarations .

·  AC Center hours of operation and briefing schedule.

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

· Receive a briefing from the Planning Section Chief on the AC Center planning clock and synchronize workplan with Situation Report times

· Review the current status of AC Center displays 

During Shift

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

· Collect information necessary for inclusion in ESF 8 Situation Reports from all appropriate sections

· Develop and provide a draft of the ESF 8 Situation Reports to the Planning Section Chief at least 30 minutes in advance of due time

· Ensure the finalized Situation Report is disseminated to all appropriate parties

· Continually monitor and update the AC Center planning clock based on input from the Planning Section Chief

· Directly inform the Planning Section Chief of critical or time-sensitive incident information

· Ensure the Documentation Unit Leader station is continually staffed or that the responsibilities for the position are passed to the Planning Section Chief 

· Maintain a written log of all significant actions and decisions made by the Documentation Unit 

· Provide recommendations to and assist the Planning Section Chief as needed

· Follow appropriate ESF 8 emergency response plans and procedures
End of Shift

· Brief the in-coming Documentation Unit Leader and Planning Section Chief (follow criteria stated under Beginning Shift)

· Ensure the appropriate documents and information have been saved

· Ensure the AC Center planning clock is up to date

Demobilization

· Coordinate with the Planning Section Chief regarding the ESF 8 deactivation plan and status of ESF 8 Situation Reports 

· Develop after action items for future discussion

WaTrac specialist job card/checklist  - To be developed
Resource Tracking Unit Leader Checklist
Mission: 

Establish all incident check-in activities, prepare resource status information; maintain displays, charts and lists that reflect the current status and location of resources, transportation, and support vehicles; and to maintain a master check-in list of resources assigned to the incident

Direct Supervisor

Planning Section Chief

Supervision Responsibilities

Resource Tracking Specialist

Check-in Recorders

Responsibilities

· Develops a staffing plan and requests personnel to staff the Resource Tracking Unit

· Obtains and maintains status of resources devoted to incident response through all phases of response, including demobilization

· Prepares Organization Assignment List and Organization Chart 

· Supports Operations Section decision-making through analysis and providing information about projected requirements, acquisition, deployment, and use of resources in the operation 

· Provides resource information to the Situation Tracking Unit for situational awareness and planning

· Gathers, posts, maintains, and responds to requests for information regarding incident resource status

· Gathers resource information from field operations sites.

· Establishes check-in function at incident locations

· Maintains master roster of all resources checked in at the incident

· Cross checks orders with Logistics Section to verify that resources ordered were checked in

· Creates and maintains AC Center displays of command structure and resource availability 

· Provides information on resources for development and implementation of demobilization plan.

· Acts as Demobilization Unit Leader if assigned by Area Commander.

· Maintains required incident documentation

· Assigns duties to and supervises Unit personnel

· Demobilizes unit

Duties

Beginning Shift

· Obtain a situational briefing from the current Planning 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.

· Immediate and forecasted risks to life and property.

· ESF-8 and Public Health response actions currently underway and planned.

· Relevant information regarding public health threats.

· Health, Medical, and Mortuary resource availability.

· Trends and issues that could impact future response and recovery efforts

· Status of County, City and State Emergency Proclamations.

· Status of Federal Disaster Declarations .

·  AC Center hours of operation and briefing schedule.

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

· Receive a briefing from the Planning Section Chief on the AC Center planning clock and synchronize workplan with report and briefing times

· Review the current status of AC Center displays 

During Shift

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

· Collect information necessary for inclusion in ESF 8 Situation Reports and report to Action Planning Unit Leader in advance of due time

· Continually monitor and update the AC Center planning clock based on input from the Planning Section Chief

· Directly inform the Planning Section Chief of critical or time-sensitive incident information

· Ensure the Resource Tracking Unit Leader station is continually staffed or that the responsibilities for the position are passed to the Planning Section Chief 

· Maintain a written log of all significant actions and decisions made by the Resource Tracking Unit 

· Provide recommendations to and assist the Planning Section Chief as needed

· Oversee displays of command structure and resource availability 

· Maintain Organization Assignment List and Organization Chart 

· Maintain AC Center displays of command structure and resource availability 

· Ensure effectiveness of check-in function at incident locations, and maintain master roster of all resources checked in at the incident

· Cross check resource roster with Logistics Section to verify that resources ordered were checked in

End of Shift

· Brief the in-coming Resource Tracking Unit Leader and Planning Section Chief (follow criteria stated under Beginning Shift)

· Ensure the AC Center display boards contain the most current incident information 

· Ensure master resource roster is up to date

· Submit all documentation to Documentation Unit (check-in sheets, resource orders, r unit tracking log, etc.)

Demobilization

· Coordinate with the Planning Section Chief regarding the ESF 8 Demobilizaztion Plan 

· Inform the Planning Section Chief of the status of resources

· Develop after action items for future discussion

Demobilization Unit Leader Checklist
Mission

The Demobilization Unit Leader develops and implements an ESF 8 Demobilization Plan to ensure a smooth transition of the emergency response back to normal operations.  The Unit also facilitates the response debrief process including production of the After Action Report.

Direct Supervisor

Planning Section Chief

Supervision Responsibilities

Demobilization Specialist

 Responsibilities

· Develops the ESF 8 Incident Demobilization Plan with Command and General Staff, and advises Planning Section Chief on a strategy for communicating it. 

· Develops and implements a Resumption Plan to transition Business Continuity operations back to normal operations

· Ensures that all personnel are debriefed following demobilization and Supervisor is notified of return to routine job duties.

· Facilitates response debrief process, including collection and recording of response participant evaluations, and production of the After Action Report. 

· Supervises demobilization unit staff

· Demobilizes unit

Duties

Beginning Shift

· Obtain a situational briefing from the current Planning 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.

· Immediate and forecasted risks to life and property.

· ESF-8 and Public Health response actions currently underway and planned.

· Relevant information regarding public health threats.

· Health, Medical, and Mortuary resource availability.

· Trends and issues that could impact future response and recovery efforts

· Status of County, City and State Emergency Proclamations.

· Status of Federal Disaster Declarations .

·  AC Center hours of operation and briefing schedule.

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

· Receive a briefing from the Planning Section Chief on the ESF 8 Intelligence Strategy 

· Review the current status of AC Center displays 

During Shift

· Develop demobilization plan using the ESF 8 Situation Status Reports, Resource Status Reports, and other supporting documents.

· Directly inform the Planning Section Chief of critical or time-sensitive incident information

· Ensure the Demobilization Unit Leader station is continually staffed or that the responsibilities for the position are passed to the Planning Section Chief

· Maintain a written log of all significant actions and decisions made by the Demobilization Unit 

· Provide recommendations to and assist the Planning Section Chief as needed.
End of Shift

· Brief the in-coming Demobilization Unit Leader and Planning Section Chief (follow criteria stated under Beginning Shift)

· Ensure the appropriate documents and information have been saved

· Ensure the EOC display boards contain the most current incident information 

· Submit all documentation to Documentation Unit

Demobilization

· Coordinate with the Planning Section Chief regarding the Area Command deactivation plan 

· Develop after action items for future discussion

· Facilitate post-event briefings, response participant evaluation process, and development of the After Action Report
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