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Contact list for Public Health Emergency Command Staff
	1st List of contacts
	Name
	Cell
	Landline
	Radio

	Incident Commander
	 
	
	
	 

	Public Information/Liaison Officer
	 
	 
	 
	 

	Safety Officer
	 
	 
	 
	 

	Planning Officer
	 
	 
	 
	 

	Finance and Administration
	 
	 
	 
	 

	Medical Director
	 
	 
	 
	 

	Staffing Coordinator
	 
	 
	 
	 

	Logistics  Officer
	 
	 
	 
	 

	Clinical Unit Leader
	
	
	
	

	Clerical Unit Leader
	 
	 
	 
	 

	2nd List of contacts
	Name
	Cell
	Landline
	Radio

	Incident Commander
	 
	 
	 
	 

	Public Information/Liaison Officer
	 
	 
	 
	 

	Safety Officer
	 
	 
	 
	 

	Planning Officer
	 
	 
	 
	 

	Finance and Administration
	 
	 
	 
	 

	Medical Director
	 
	 
	 
	 

	Staffing Coordinator
	 
	 
	 
	 

	Logistics  Officer
	 
	 
	 
	 

	Clinical Unit Leader
	
	
	
	

	Clerical Unit Leader
	 
	 
	 
	 

	3rd List of contacts
	Name
	Cell
	Landline
	Radio

	Incident Commander
	 
	 
	 
	 

	Public Information/Liaison Officer
	 
	 
	 
	 

	Safety Officer
	 
	 
	 
	 

	Planning Officer
	 
	 
	 
	 

	Finance and Administration
	 
	 
	 
	 

	Medical Director
	 
	 
	 
	 

	Staffing Coordinator
	 
	 
	 
	 

	Logistics  Officer
	 
	 
	 
	 

	Clinical Unit Leader
	 
	 
	 
	 

	Clerical Unit Leader
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Title

Incident Commander

Operations

Shelter Manager

Health Department

MRC

MRC/CERT Leader

Planning Officer

Public Information 

Officer

Safety Officer

Clinical Unit Leader

First Aid/ DispencingMental Health

Triage/ Medical 

Screener

Site Manager

DormitoryFood ServicesRegistration

Staffing Coordinator

Discharge

Discharge

Finance/Admin

Clerical Unit Leader

Logistics


Summary of Job Action Sheets
Job Action Sheets:
· Incident Commander: in charge of the response
· Public Information Officer/Liaison Officer: Communicates with the media and point of contact for all outside groups
· Safety Officer: Responsible for overall safety at the incident
· Planning Officer: Organize and direct all aspects of Planning Section operations
· Finance / Administration Officer: pays the bills
· Medical Director: Medical Care planning, medical Unit operations, logistics
· Staffing Coordinator: coordinates staffing needs
· Logistics Officer: provides Ops supplies to do job
· Incident Commander/Public Health Incident Commander:
· Responsible for all aspects of incident response

· Coordinates all activities of the Command and General Staff (Section Chiefs)

· Approves the Incident Action Plan
· Incident Commander/Shelter Manager
· Responsible for providing supervision and administrative support for actions within the shelter. 
· Ensures that the needs of shelter occupants are being met. 

· Supervise a work unit composed of service associates by assuming accountability for the assigned workers within the activity as well as being able to answer common questions on a day-to-day basis. 
· Public Information Officer/Liaison Officer
· Reports to Incident Commander
· Communicates with the media
· Develops press releases
· Conducts TV/radio interviews
· Point of contact for all outside groups
· At clinic site, manages camera-people, photographers, newscasters
· Coordinates response with partner organizations and agencies
· Safety Officer
· Reports to Incident Commander

· Responsible for overall safety at the incident

· Primary focus on incident responders

· Identifies and assesses hazards

· Advises Incident Commander on safety issues

· Uses emergency authority to halt unsafe actions (supersedes Incident Commander)
· Planning Officer
· Develops Action Plan to accomplish the objectives
· Plans alternate responses if situation expands or current response is ineffective
· Collects and evaluates information
· Anticipates and maintains needed resources
· Finance / Administration Officer Section
· Provides financial management and accountability
· Authorizes expenditures
· Maintains records
· Tracks cost associated with incident
Summary of Job Action Sheets - continued
· Medical Director
· Medical Care planning 

· Medical Unit operations, logistics

· Oversee medical staff/volunteers 

· Oversee non-medical staff/volunteers if using MRC volunteers for support staff

· Logistics Officer
· Provides resources and supplies needed to support the response
· Staffing Coordinator: 
· Responsible for coordinating volunteer staffing for the event
· Medical Staffing: 
· Clinical Unit Leader: Responsible for all medical care and staffing coordination
· Mental Health staff: provides Mental health care for staff and occupants
· Medical Screener: To assess clients needing special assistance, identify clients with complex medical conditions, and fill out a shelter special needs form.
· First Aid: To dispense or administer appropriate medication according to existing protocols in the medical standing order(s).
· Discharge: Ensure that all medical needs are met and that documentation is correct
· Clerical staff:
· Clerical Unit Leader: Ensure that all shelter/clinic occupants are registered upon arrival. Manage the system of record keeping for shelter registrations.
· Registration: To assure collection of clear, complete, and accurate client information
· Documentation: To assure that forms are accurate, complete, and legible.
· Orientation: To inform incoming clients about the Shelter Operations process, provide necessary paperwork, and assist clientele in completing paperwork.
· Dormitory: Provides living space for occupants
· Food Services: Provides Food for occupants

	Incident Commander

	

	Mission: 
	The Incident Commander is responsible for overall management of Incident 


	Activation (Phase I & II)

	· Initiate Emergency Incident Command System by assuming role of Commander.

· Read this entire Job Action Sheet.

· Put on position identification vest.

· Appoint all Section Chiefs and distribute the section packets that contain the following:

· Job Action Sheets for each position

· Identification vest for each position

· Forms pertinent to section and positions

· Appoint a PIO/Liaison Officer and Health and Safety Officer; distribute Job Action Sheets.  (May be pre-established.)

· Meet with all the preselected Section Chiefs and critical staff. Direct each Section Chief to establish his/her section according to procedures established in this document and under the direction of the Commander.

· Establish communications with the region’s Emergency Operations Center (EOC/MACE)

· Announce a schedule of status/Action Plan meetings of all Section Directors and Unit Leaders.

· Receive status reports and discuss an initial Action Plan with Section Directors and Unit Leaders as the Site is physically established.  Determine appropriate level of service to be provided in the Site based on planning guidance from the Plan.

· Obtain patient census and status from State EOC/MACE. Emphasize the necessity of proactive actions from the Command Center and the Functional Units within the Planning Section.  Call for a region-wide projection report for 4, 8, 24, and 48 hours from time of initial opening of the Site. Adjust projections as necessary.

· Coordinate with the Operations Section Chief to authorize a patient prioritization assessment to allow for designating appropriate early discharge if additional beds are needed. 

· Ensure that contact and resource information has been established with outside agencies through the PIO/Liaison Officer.




Continued

	Incident Commander - continued

	Operation (Phase III)

	· Authorize resources as needed or requested by Section Directors. 

· Establish routine briefings with Section Chiefs to receive status reports and update the Action Plan regarding the continuance and termination of the Action Plan. 

· Communicate status of the ACC (e.g. bed availability, staffing, etc.) to the MCC. Consult with Section Chiefs on needs for staff, physician, and volunteer responder food and shelter.  Consider needs for dependents.  Authorize plan of action
· Approve media releases submitted by PIO/Liaison Officer. 

· Observe all staff, volunteers, and patients for signs of stress, fatigue, and inappropriate behavior.  Provide for staff rest periods and relief. 

· Other concerns:



	Deactivation (Phase IV)


	


	Shelter Manager

	Supervisor: Incident Commander 

	Mission: 
	The Shelter Manager is responsible for providing supervision and administrative support for actions within the shelter. This person ensures that the needs of shelter occupants are being met. They supervise a work unit composed of service associates by assuming accountability for the assigned workers within the activity as well as being able to answer common questions on a day-to-day basis. 



	Activation (Phase I & II)

	· Establish contact with facility representatives and activate the building when ready. 

· Ensure the general condition of the facility has been assessed and any pre-existing damage is noted. 

· Establish and maintain contact with Incident Command. 

· Project staffing and other support requirements for the next 48 hours. 



	Operation (Phase III)



	· Organize and brief staff. Ensure that all needed positions are staffed. 

· Ensure local affiliated and non-affiliated workers are used to the fullest extent by providing support, training, evaluation and inclusion with the visiting workforce. 

· Order start-up supplies and equipment and request any support needed through Department of Health, MRC or other designated representative. 

· Assess feeding options and discuss recommended solution with Incident Commander and Logistics. 

· Establish a shelter log. 
· Ensure proper shelter identification both inside and outside of the shelter.  
· Ensure Department of Health Services has staff at shelter. 

· Develop a schedule for feeding, lights out, shelter rules and information board for all residents to view. 

· Request additional personnel with the staffing coordinator if needed.
· Encourage the involvement of shelter residents as workers.
· Resolve staff conflicts and/or recognize when a conflict must be referred to a higher level. 

· Organize and facilitate staff meetings as appropriate. 

· Follow and implement requests and direction received from supervisor. 

· Support and implement decisions made by disaster operations management. 

· Monitor and support the quality of service delivery and morale of the workforce in order to achieve the mission statement of disaster services. 

· Ensure clear and concise communication flow between the Incident Commander and the workforce. 



	Shelter Manager - continued

	Deactivation (Phase IV)

	· Oversee the closing and clean-up of the site

· Oversee the appropriate return of supplies

· Ensure the completion and collection of all required documentation

· Participate in recovery activities as directed by the Operations Section Chief 


	Public Information/Liaison Officer

	Supervisor: Incident Commander

	Mission: 
	Organize and coordinate internal and external communications; act as custodian of all logged and documented communications. Function as incident contact person for representatives from other agencies. 


	Activation (Phase I & II)


	


continued
	Public Information/Liaison Officer -  continued

	Operation (Phase III)

	· Establish mechanism to alert emergency services (fire, ambulance) to respond to internal patient and/or physical emergencies (i.e., cardiac arrest, fires, etc.).

· Request assistance and information as needed through the regional EOC/MACE.

· Respond to requests and complaints from incident personnel regarding interorganization problems. 

· Relay any special information obtained to appropriate personnel in the receiving facility (i.e., information regarding toxic decontamination or any special emergency conditions). 

· Observe all staff, volunteers, and patients for signs of stress, fatigue, and inappropriate behavior.  Provide for staff rest periods and relief. 

· Assist the Operations Section Chief and Labor Pool Unit Leader in soliciting physicians and other ACC personnel from the regional EOC/MACE.

· Inventory any material resources that may be sent upon official request. 

· Supply casualty data to the appropriate authorities; prepare the following minimum data:

· Number of casualties received and types of injuries treated

· Number admitted and number discharged to home or other facilities

· Number dead 

· Individual casualty data: name or physical description, sex, age, address, seriousness of injury or condition 

· Observe all staff, volunteers, and patients for signs of stress, fatigue, and inappropriate behavior.  Provide for staff rest periods and relief.



	Deactivation (Phase IV)

	· Coordinate with Planning Section Chief plans for demobilization.

· Assist with restoring facility to pre-event conditions.

· When relieved, hand-in all documents, including Job Action Sheet with feedback, to the person you report to.

· Participate in scheduled debriefing at shift change or closing of facility.

· Return to Labor Pool.

· Return identification (vest, id badge, etc.).

· Sign-in equipment.

· Pick up exit materials, as appropriate.

· Sign-out.

· Promptly leave the site.




	Safety Officer

	Supervisor: Incident Commander

	Mission: 
	Ensure the safety of staff, patients, and visitors including implementing strict infection control procedures and ensuring maintenance of sanitary conditions. Organize and enforce facility protection and traffic security.


	Activation (Phase I & II)

	· Receive appointment from the Commander. 

· Read this entire Job Action Sheet and review the organizational chart. 

· Put on position identification vest. 

· Obtain a briefing from the Commander.   

· Implement the facility’s disaster plan emergency lockdown policy and personnel identification policy. 

· Establish Security Command Post. 

· Remove unauthorized persons from restricted areas. 

· Establish ambulance entry and exit routes. 

· Secure the Command Center, Admissions Area, patient care units, morgue, and other sensitive or strategic areas from unauthorized access. 



	Operation (Phase III)


	· Establish routine briefings with Health and Safety staff. 

· Observe all staff, volunteers, and patients for signs of stress, fatigue, and inappropriate behavior.  Provide for staff rest periods and relief. 




continued

	Safety Officer - continued

	Deactivation (Phase IV)

	· When relieved, hand-in all documents, including Job Action Sheet with feedback, to the person you report to.

· Participate in scheduled debriefing at shift change or closing of facility.

· Return to Labor Pool.

· Return identification (vest, id badge, etc.).

· Sign-in equipment.

· Pick up exit materials, as appropriate.

· Sign-out.

· Promptly leave the site.




	Planning Officer

	Supervisor: Incident Commander

	Mission: 
	Organize and direct all aspects of Planning Section operations.  Ensure the distribution of critical information and data.  Compile scenario and resource projections from all section chiefs and effect long-range planning.  Document and distribute facility Action Plan.  



	Activation (Phase I & II)

	· Receive appointment from Commander. 
· Obtain packet containing Section’s Job Action Sheets. 

· Read this entire Job Action Sheet and review the organizational chart. 

· Put on position identification vest. 

· Attend briefing with Commander and other Section Chiefs. 

· Recruit a documentation aide from the Labor Pool. 

· Brief Unit Leaders after meeting with Commander. 

· Provide for a Planning Center. 

· Ensure the formulation and documentation of an incident-specific facility Action Plan.  Distribute copies to Commander and all Section Chiefs. 

· Call for projection reports (Action Plan) from all Unit Leaders and Section Chiefs for Scenarios 4, 8, 24, and 48 hours from time of facility opening. Adjust time for receiving projection reports as necessary. 

· Appoint individual to document/update status reports from all Section Chiefs and Unit Leaders for use in decision making and for reference in post-BW evaluation and recovery assistance applications. 



	Operation (Phase III)

	· Obtain briefings and updates as appropriate. Continue to update and distribute the facility Action Plan. 

· Schedule planning meetings to include Planning Unit Leaders. Then brief other Section Chiefs and the ACC Commander on continued update of the facility Action Plan. 

· Continue to receive projected activity reports from Section Chiefs and Planning Unit Leaders at appropriate intervals. 

· Observe all staff, volunteers, and patients for signs of stress, fatigue, and inappropriate behavior.  Provide for staff rest periods and relief. 




continued

	Planning Officer - continued

	Deactivation (Phase IV)

	· Coordinate with Planning Section Chief plans for demobilization.

· Assist with restoring facility to pre-event conditions.

· When relieved, hand-in all documents, including Job Action Sheet with feedback, to the person you report to.

· Participate in scheduled debriefing at shift change or closing of facility.

· Return to Labor Pool.

· Return identification (vest, id badge, etc.).

· Sign-in equipment.

· Pick up exit materials, as appropriate.

· Sign-out.

· Promptly leave the site.




	Medical Director

	Supervisor: Incident Commander

	Mission: 
	The Medical Director is responsible for overall management of Medical Emergency operations with support from the Operations, Logistics, and Planning Sections of the Command and General Staff.  The Medical Director has executive responsibility for directing all aspects of deployment, operation and maintenance, and deactivation of the Site.



	Activation (Phase I & II)

	· Meet with Operations Section Chief. Receive the following information:

· Site location

· Response objectives for the Medical Emergency Operations

· Medical Staffing organization chart

· Job action sheets

· Guidelines regarding the frequency of updates to Operations Section Chief

· The media policy

· Report to Emergency Medical location and identify immediate resource needs

· Appoint and orient Medical staff

· Set time that stations will be ready for pre-opening review

· Review all Medical stations prior to opening and make necessary changes for

                  smooth operation



	Operation (Phase III)

	· Oversee training and orientation of staff members with delegated roles

· Identify leaders in each area to provide focus and coaching

· Assess staff and supplies at the start and end of each shift

· Communicate additional staff and supply needs to the Operations Section Chief

· Monitor performance and make necessary changes to ensure smooth operation 
                  of the Site

· Submit shift reports to Operations Section Chief 

· Refer all media inquiries to the Public Information Officer

	Deactivation (Phase IV)

	· Oversee the closing and clean-up of the site

· Oversee the appropriate return of supplies

· Ensure the completion and collection of all required documentation

· Participate in recovery activities as directed by the Operations Section Chief 
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	Logistics Officer

	Supervisor: Medical Director/Incident Commander

	Mission: 
	To ensure that the facility and support needs are met, including: staffing, supply and re-supply of Medical and no-medical areas with equipment and other relevant materials, physical plant support, communications, IT support, and food and water for staff/volunteers.



	Activation (Phase I & II)

	· Report to Medical Director/Incident Commander 

· Identify immediate resource needs such as computer, phone, plan, and other 

                  reference documents

· Set up Logistics work area

· Assign and orient Logistics staff

· Establish simple protocols for requesting and acquiring supplies and staffing

· Establish and maintain system for tracking supply requests and expenditures

· Establish and maintain system for receiving and distributing site supplies

· Ensure that appropriate personnel, equipment, and supplies are available, 

                  including maps, status boards, vendor references, and other resource directories

· Establish and maintain effective communication system within the Medical and to 

                  Incident Command 

· Determine resource needs for the including computers, phones, plans, and other 

                  reference documents

· Work with Medical Director to determine hours of operation and staff needs

· Develop plan for on-going staffing as needed

· Oversee initial receipt and distribution of supplies within the Site

	Operation (Phase III)

	· Participate in regular situation briefing meetings with the Medical 
                  Director/Incident Commander
· Assess staff and supplies at the start and end of each shift 

· Monitor staff and supply needs

· Assess performance and make changes as necessary

· Ensure coordination with Finance and Administration Officer

· Ensure that transportation requirements are met

· Ensure that requests for facilities and facility support are addressed

	Deactivation (Phase IV)

	· Repackage unused supplies

· Oversee the return of supplies to appropriate authority or organization

· Ensure safe disposal of medical and biohazard waste

· Close and clean-up workstation

· Complete all required documentation

· Submit all required documentation to Medical Director

· Participate in recovery activities as directed by the Medical Director
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	Staffing Coordinator

	Supervisor: Medical Director or Incident Commander

	Mission: 
	Collect and inventory available staff and volunteers at a central point. Receive requests and assign available staff as needed.  Maintain adequate numbers of both medical and nonmedical personnel.  Assist in maintenance of staff morale. 

	Activation (Phase I & II)

	· Receive appointment from Medical Director or Incident Commander.

· Read this entire Job Action Sheet and review the organizational chart.

· Put on position identification vest.

· Obtain briefing from the Medical Director or Incident Commander.

· Establish labor pool area and communicate operational status to Medical Director or Incident commander.

· Inventory the number and classify staff presently available by skill set. 

· Establish a registration and credentialing desk for volunteers.

· Obtain assistance Safety Officer in screening and identifying volunteer staff.



	Operation (Phase III)

	· Meet with Section Chiefs and Unit Leaders to coordinate long-term staffing needs.

· Provide assigned staff with identification vests, job action sheets, and badges.

· Ensure that all staff receives incident-specific just in time training.

· Maintain log of all assignments.

· Maintain a message center in labor pool area.

· Ensure shift overlap at shift changes

· Brief Medical Director or Incident Commander as frequently as necessary on the status of labor pool numbers and composition.

· Develop staff rest and nutritional areas. Document actions and decisions on a continual basis.

· Observe all staff, volunteers, and patients for signs of stress, fatigue, and inappropriate behavior.  Provide for staff rest periods and relief.



	Deactivation (Phase IV)

	· Coordinate with Medical Director or Incident Commander Plans for demobilization.

· Assist with restoring facility to pre-event conditions.

· When relieved, hand-in all documents, including Job Action Sheet with feedback, to the person you report to.

· Participate in scheduled debriefing at shift change or closing of facility.

· Return to Labor Pool.

· Return identification (vest, id badge, etc.).

· Sign-in equipment.

· Pick up exit materials, as appropriate.

· Sign-out.

· Promptly leave the site.
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	Finance & Administration Officer

	Supervisor: Medical Director

	Mission: 
	To monitor and document Medical and Non-medical resource expenditures including staffing, supplies, equipment, and pharmaceuticals.



	Activation (Phase I & II)

	· Report to Medical Director

· Identify immediate resource needs

· Establish and maintain a position log to record actions during your shift

· Determine your resource needs, such as computer, phone, plan, and other

                  reference documents

· Assign and orient Finance and Administration staff to duties 

· Identify additional staffing and supply needs and communicate to Logistics

                  Officer



	Operation (Phase III)

	· Oversee orientation of financial and administrative staff

· Assess staff and supplies at the start and end of each shift 

· Communicate additional supply needs to Logistics Officer

· Track and document Medical staff/volunteer time

· Track and document medical and non-medical supplies, equipment, and   

                   pharmaceuticals

· Assess performance and make necessary changes

	Deactivation (Phase IV)

	· Complete all required documentation

· Submit all required documentation to Medical Director

· Close and clean-up workstation

· Return unused supplies to Logistics Officer

· Participate in recovery activities as directed by the Medical Director
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	Clinical Unit Supervisor

	Supervisor: Medical Director

	Mission: 
	To ensure that clinical staff are familiar with their responsibilities and the clients are treated professionally throughout the Emergency Medical Site.



	Activation (Phase I & II)

	· Report to Medical Director 

· Identify immediate resource needs

· Appoint and orient staff to clinical roles

· Oversee the set up clinical unit workstations

· Identify additional staffing and supply needs and communicate to Logistics

                  Officer

· Appoint leaders in each area

· Ensure coordination with clerical unit workstations

	Operation (Phase III)

	· Oversee training and orientation of staff

· Ensure that required supplies are available to clinical unit staff

· Assess staff and supplies at the end of each shift

· Communicate additional staff and supply needs to the Logistics Officer

· Monitor client flow through the Emergency Medical Site

· Assess Clinical Unit performance and make changes as necessary



	Deactivation (Phase IV)

	· Close out logs when authorized by the Medical Director

· Oversee closing and clean-up of Clinical Unit stations

· Return supplies to Logistics Officer

· Ensure safe disposal of medical and biohazard waste in coordination with Logistics

      Officer

· Complete all required documentation 

· Submit all required documentation to the Medical Director

· Participate in recovery activities as directed by the Medical Director
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	Triage/ Medical Screener

	Supervisor: Clinical Unit Supervisor

	Mission: 
	To assess clients with complex medical conditions for contraindications to the medication or vaccine and for risk of disease or infection, and to review treatment risks and benefits with clients.

	Activation (Phase I & II)

	· Report to Clinical Unit Supervisor and obtain identification

· Attend staff briefing

· Receive assignment from Clinical Unit Supervisor

· Set up private screening area for clients with complex medical conditions

· Review screening forms

· Review educational materials on health threat and medications to be dispensed

                  or administered

· Identify additional supply needs and communicate to Clinical Unit Supervisor

· Familiarize self with clinic layout and personnel

	Operation (Phase III)

	· Interview clients with complex questions or contraindications

(1) Review medical record

(2) Make a recommendation concerning prophylaxis or treatment

(3) Clarify and confirm client’s decision regarding prophylaxis or treatment

· Provide fact sheets for contraindications and ensure client understands the risks

                 and benefits

· Ensure that the client has signed necessary consent form

· Sign and date the medication order

· Direct clients to area depending on whether they will be receiving medication or

                  Vaccine.

	Deactivation (Phase IV

	· Clean-up workstation

· Pack and return unused supplies to Logistics Officer

· Assist in the clean-up of the Site

· Complete all required documentation

· Submit all required documentation to Clinical Unit Supervisor
· Participate in recovery activities as designated by the Clinical Unit Supervisor
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	First Aid/Dispensing Provider

	Supervisor: Clinical Unit Supervisor

	Mission:
	To dispense or administer appropriate medication/vaccine/treatment according to existing protocols in the medical standing order(s).

	 Qualifications:
	Must be a licensed health care provider (e.g., RN, NP, PA, DVM, DDS, or MD).

	Activation (Phase I & II)

	· Report to Clinical Unit Supervisor and obtain identification

· Attend staff briefing

· Receive assignments from Clinical Unit Supervisor

· Review educational materials on medications to be dispensed or administered

· Review the medical standing order

· Set up dispensing station

· Identify additional supply needs and communicate to Clinical Unit Supervisor

· Review clinic layout and flow

	Operation (Phase III)

	· Ensure that the client understands why they are receiving the medication/vaccine

· Confirm that the client is not contraindicated for the medication/vaccine 

· Ensure that the client understands how to use the medication

· Confirm client’s informed consent

· Properly dispense or administer medication or vaccine

· Log the lot and dose administered to each client on the appropriate form

· Sign and date client’s form

· Practice universal precautions

· Maintain medication logs

	Deactivation (Phase IV)

	· Clean-up service area

· Dispose of waste properly and in coordination with Logistics Officer

· Pack unused supplies and return to Logistics Officer

· Complete all required documentation

· Submit all required documentation to Clinical Unit Supervisor

· Participate in recovery activities as directed by the Clinical Unit Supervisor
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	Mental Health Counselor

	Supervisor: Clinical Unit Supervisor

	Mission:
	To serve as a brief counseling resource, provide assessment and crisis intervention, and refer clients to existing community resources as appropriate.

	 Qualifications:
	Must be a mental health care professional (e.g., M.S.W., Ph.D., and PsyD, MD).

	Activation (Phase I & II)

	· Report to Clinical Unit Supervisor and obtain identification

· Attend staff briefing

· Receive assignment from Clinical Unit Supervisor

· Set up Mental Health station

· Identify additional supply needs and communicate to Clinical Unit Supervisor

· Familiarize self with Site layout and personnel

· Review educational materials on health threat and medications to be dispensed

                  or administered

	Operation (Phase III)

	· Collaborate with Clinical Unit Staff to create a safe and comfortable environment

                  for clients

· Manage clients with acute mental health issues 

· Report activities and recommendations to the Clinical Unit Supervisor

· Work with security staff if clients become disruptive or unruly

· Refer clients to mental health services outside of the Site when necessary

· Complete appropriate paperwork for each client

	Deactivation (Phase IV)

	· Clean-up workstation

· Pack and return unused supplies to Logistics Officer

· Assist in the clean-up of the Site

· Complete all required documentation

· Submit all required documentation to Clinical Unit Supervisor

· Participate in recovery activities as directed by the Clinical Unit Supervisor
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	Clerical Unit Leader

	Supervisor: Medical Director or Incident Commander

	Mission: 
	Maintain occupant registration records. Maintain a control register identifying occupants admitted


	Activation (Phase I & II)

	· Report to Medical Director/Incident Commander/Shelter Manager to obtain

· identification

· Attend staff briefing

· Receive assignment

· Set up Registration area

· Establish and maintain registration log and registration procedures

· Identify additional supply needs

· Familiarize self with Site layout and personnel

	Operation (Phase III)

	· Prepare documents in compliance with the proper jurisdictions and/or EOC policies as assigned by the Planning Section Chief. This may include:

· Client data entry into the appropriate database.

· Agency specific records and summaries.

· Unit log/status report compilation.

· Maintain security of documents and records.

· Ensure that all records are current and complete prior to demobilization.

· Report disruptions and changes to Planning Section Chief.

· Release reports to Finance and Administration Section Chief as requested. 

· Provide routine progress and/or status reports to Planning Section Chief.

· Monitor colleagues and clients for signs of fatigue or stress. Notify the person you report to as appropriate.

· Perform other duties as assigned and approved by the person you report to.

· Refer all media inquiries to PIO/Liaison Officer.



	Deactivation (Phase IV)

	· Clean-up Registration area

· Repackage and return unused supplies to Logistics Officer

· Complete all required documentation

· Submit all documentation 

· Participate in recovery activities if needed

· Leave site
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	Registration

	Supervisor: Clerical Unit Leader

	Mission: 
	To assure collection of complete and accurate client information.

	Activation (Phase I & II)

	· Report to Clerical Unit Leader and obtain identification

· Attend staff briefing

· Receive assignment from Clerical Unit Leader

· Set up Registration area

· Establish and maintain registration log and registration procedures

· Identify additional supply needs and communicate to Clerical Unit Leader

· Familiarize self with Site layout and personnel

	Operation (Phase III)

	· Review client paper work for legibility and completeness

· Assist clients to correct errors or omissions in paperwork

· Notify Clinic Flow staff if clients appear to have special needs that have not been

                  addressed

· Direct clients to the appropriate next station or area

	Deactivation (Phase IV)

	· Clean-up Registration area

· Repackage and return unused supplies to Logistics Officer

· Complete all required documentation

· Submit all documentation to Clerical Unit Leader

· Participate in recovery activities as directed by the Clerical Unit Leader
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	DORMITORY 

	Supervisor: Shelter Manager/Incident Commander

	Mission:
	Dormitory management includes setting up sleeping areas in dormitory style, assigning sleeping areas, and coordination with the Logistics staff or Shelter Managers for cots, blankets, comfort kits -- if appropriate and if available.

	Activation (Phase I & II)

	· When designating space within the dormitory/sleeping area; consider allocating separate space for families with small children, the elderly and those with special needs.

· Consider any unique specifics due to the particular incident, i.e., in hurricanes, consider that shelter residents may be placed into confined areas of less than 10 square feet per person until the storm is over.

· Ensure that planning includes access to and movement within the building for persons with disabilities.

· Discuss with the Logistics worker or the Shelter Manager the procurement of cots and blankets.



	Operation (Phase III)

	· Close the dormitory only after all equipment is properly disposed of, and the area is cleaned and returned to pre-disaster condition.

· Participate in end of shift meetings to reduce secondary traumatic stress and to provide peer support



	Deactivation (Phase IV)

	· Clean-up dormitory area

· Repackage and return unused supplies to Logistics Officer

· Complete all required documentation

· Submit all documentation 

· Participate in recovery activities if needed

· Leave site
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	Food Services

	Supervisor: Shelter Manager/Incident Commander

	Mission:
	Supervise on-site food preparation and service for shelter residents and workers. Advise Logistics supervisor or Shelter Manager of food and supplies that are needed. Prepare and monitor the food service staff work schedule. Keep accurate records of food and supplies received and expended. If requested, record the hours of personnel.



	Activation (Phase I & II)

	· Discuss the following with your shelter manager:

· Meal Schedules

· Menus

· Procedures for obtaining food and supplies

· Establish a beverage and snack canteen service as soon as possible.

· Determine when the first meal will be needed

· Quickly inventory facility's food and supplies, i.e., paper towels, plastic and paper utensils, coffee, etc. Keep list in order for Red Cross to restock upon closure of shelter.

· Plan menus based on several considerations: availability of food, convenience of procurement, age of clients, cultural, health condition of shelter occupants, cost, etc.

· Locate dining area near the serving area. Arrange to have tables and chairs set up to accommodate the maximum number of persons expected to be served.

· Constantly evaluate staffing needs in order for meal service to function in a timely, efficient manner. If more food helpers are needed, talk with the Shelter Manager.

· Consider the following food service staffing positions:

· Kitchen and Logistics Supervisor, Cook and Helpers, Food Preparation Workers,

· Dish Washers and Clean-Up Crew.



	Operation (Phase III)

	· Establish a work schedule and, as necessary, assign shifts

· Ensure that your staff are assigned to and briefed on their specific duties.

· Keep your menus simple.

· Ensure that there is enough food for everyone, that food is not wasted, and that families are not taking more food that they actually need.

· Ensure that all food is eaten in the Food Service area and is not taken out into other areas of the facility.

· Be open to comments from the shelter occupants.

· Preferably, serve food in accordance with the weather conditions: If it's hot, serve cold or chilled food, etc.

· Keep records of all food and supplies obtained; keep receipts of all expenses incurred. Record any breakage of the facilities equipment.

· Ensure that food areas are kept clean and sanitary.

· Keep the shelter manager informed as to the status of your food operation, report problems or needs, etc.




	Food Services - continued

	Shift change or Deactivation (Phase IV)

	· Determine when the last meal will be served.

· Discuss with the shelter manager how excess food and supplies will be handled.

· Ensure that the kitchen and food service area is clean and restored to pre-disaster status.

· Participate in end of shift meetings to reduce secondary traumatic stress and to provide peer support



	Discharge

	Supervisor: Clerical Unit Leader

	Mission:
	To assure that forms are accurate, complete, and legible.

	Activation (Phase I & II)

	· Report to Clerical Unit Leader and obtain identification

· Attend staff briefing

· Receive assignment from Clerical Unit Leader

· Set up Discharge area

· Identify additional supply needs and communicate to Clerical Unit Leader

· Review educational materials on health threat and medications to be dispensed

                  or administered 

· Familiarize self with Site layout and personnel

	Operation (Phase III)

	· Ensure that all forms are accurate, complete, and legible

· Instruct clients to keep the informational materials and forms they have received

· Address any remaining questions from clients

	Deactivation (Phase IV)


	· Clean-up Discharge area

· Pack and return unused supplies to Logistics Officer

· Complete all required documentation

· Submit all required documentation to Clerical Unit Leader
· Assist in clean-up of the Site
· Participate in recovery activities as directed by the Clerical Unit Leader
· 


	Mobilization and Demobilization Unit Supervisor

	Supervisor: Incident Commander 

	Mission: 
	The Mobilization unit is responsible for providing logistical support for actions to activate the shelter. This person ensures that the supplies of shelter are delivered and set up. They supervise a mobilization unit composed of staff to obtain, deliver and set up all requested sheltering supplies. 



	Activation (Phase I & II)

	· Establish contact with facility representatives and activate the building when ready. 

· Ensure the general condition of the facility has been assessed and any pre-existing damage is noted. 

· Establish and maintain contact with Incident Command. 

· Project staffing and other support requirements for the next 48 hours. 



	Operation (Phase III)



	· Organize and brief staff. 

· Ensure local affiliated and non-affiliated workers are used to the fullest extent by providing support, training, evaluation and inclusion with the visiting workforce. 

· Order start-up supplies and equipment and request any support needed through Department of Health, MRC or other designated representative. 

· Establish a shelter equipment log 
· Check in with Shelter Manager each shift to get a list of needed supplies
· Request additional personnel with the staffing coordinator if needed.
· Encourage the involvement of shelter residents as workers.
· Follow and implement requests and direction received from Shelter Manager and Incident Commander. 



	Deactivation (Phase IV)


	· Oversee the closing and clean-up of the site

· Oversee the appropriate return of supplies

· Ensure the completion and collection of all required documentation

· Participate in recovery activities as directed by the Operations Section Chief


	Communications Supervisor

	Supervisor: Shelter Manager and Incident Commander

	Mission:
	The COML/TECH is responsible for developing plans for the effective use of incident communications and technology equipment and facilities; installing and testing of equipment; supervision of communications center; distribution and tracking of communications and technology equipment and personnel; maintenance and repair/replacement of communications equipment. 



	Activation (Phase I & II)

	· Read this entire Job Action Sheet (JAS).

· Obtain briefing from Logistics Section Chief. 

· Review Incident Action Plan (IAP) and Section Action Plan (SAP) 

· Assess current status and inventory of the internal and external communication resources (e.g., telephone, Nextel, internet, blackberries, fax machines, beepers, wireless laptops, radios, ISDN lines for video conferencing) and make a list of work to be done.

· Establish or maintain the system for receiving communication from external agencies. 

· Determine unit personnel needs 

· Prepare and implement the communications plan (205) 

· Assign tactical channels to units Intermediate: 



	Operation (Phase III)

	· Maintain a log of all communication requests received and forward all new requests to Logistics Section Chief. 

· Immediately report to the Logistics Section Chief issues that cannot be resolved by your unit with current resources. 

· Work with IT to facilitate hardware, equipment and software installation. 

· Ensure there are adequate supplies, equipment and materials to produce communication and technology services. 

· Recover equipment from released units 

· Report lost, broken or stolen equipment to the finance section Extended: 

· Brief Logistics Section Chief about status of computers, communication requirements and prepare report for on coming unit leader. 



	Deactivation (Phase IV)



	· Recover all communications equipment

· Check functionality of equipment

· Document all broken equipment

· Package 

· Complete all required documentation

· Return to Logistics Officer

· Assist in clean-up of the Site

· Participate in recovery activities as directed by the Clerical Unit Leader




	Runner

	Supervisor: All unit leaders

	Mission:
	To assure the requested equipment and supplies, internal messages are delivered to destination in shelter. To escort shelter occupants to assigned stations

	Activation (Phase I & II)

	· Report to Clerical Unit Leader and obtain identification

· Attend staff briefing

· Receive assignment from Clerical Unit Leader

· Set up staging area

· Check in with unit leaders additional supply needs and record 

· Move between stations to see if there are any needs

· After shift give a record of all transactions during shift

	Operation (Phase III)

	· Report to Clerical Unit Leader and obtain identification

· Attend staff briefing

· Receive assignment from Clerical Unit Leader

· Set up staging area

· Check in with unit leaders additional supply needs and record 

· Move between stations to see if there are any needs

· After shift give a record of all transactions during shift

	Deactivation (Phase IV)



	· Clean-up Discharge area

· Pack and return unused supplies to Logistics Officer

· Complete all required documentation

· Submit all required documentation to Clerical Unit Leader

· Assist in clean-up of the Site

· Participate in recovery activities as directed by the Clerical Unit Leader




	Animal Shelter Team

	Supervisor: Incident Commander

	Mission:
	Manage the entire Animal emergency sheltering operation, responsible for the operation of the facility, insure that all animals are properly cared for and housed safety. All safety of staff, volunteers and public in and around the shelter while handling the animals


	Activation (Phase I & II)

	· Secure 3-4 square feet floor space/crate and an access aisle 3-4 feet wide

· Operational water, sewer, power

· Adequate lighting and ventilation

· Preferably separate HVAC from the human shelter

· Unobstructed entrance and exit, emergency exits

· Functional restroom

· Non-carpeted floors

· Secure perimeter

· Separation from human shelter adequate to control allergies, noise, and pathogens
· Staffing for the shelter to care for the animals


	Operation (Phase III)

	· Close the Shelter only after all animals are claimed or placed 

· Equipment is properly disposed of, and the area is cleaned and returned to pre-disaster condition.

· Participate in end of shift meetings to reduce secondary traumatic stress and to provide peer support



	Deactivation (Phase IV)

	· Clean-up Animal Shelter area

· Repackage and return unused supplies to Logistics Officer

· Complete all required documentation

· Submit all documentation 

· Participate in recovery activities if needed

· Leave site
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