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This Concept of Operations (CONOP) Standard Operating Guide (SOG) provides a framework and operational guidance when the Illinois-Indiana-Wisconsin (IL-IN-WI) Combined Statistical Area (CSA) or a local jurisdiction requires establishment of a Regional Hub Reception Center (RHRC) to manage displaced individuals.  The operational framework mirrors the National Incident Management System (NIMS), including elements of the Incident Command System (ICS).  Specifically, it coordinates representatives of {insert Facility name}, {insert jurisdiction}’s government officials, and non-governmental organizations that have been tasked with the roles and responsibilities of managing a RHRC—a temporary site within the evacuation and shelter continuum to facilitate movement of individuals to a location more capable of meeting their needs outside the impacted area.
This SOG, when used during exercises and emergencies, will ensure critical response actions are not inadvertently overlooked under the pressures of implementing appropriate emergency mass care actions.  Documentation of pre-described actions in a checklist format promotes consistent, region-wide, mass care support in responses to all hazards.  That said, the dynamic nature of emergency management requires flexibility to adapt to each situation.  Supplementing the guidance in this SOG may be necessary during an incident in order to respond to unforeseen conditions.  The information in this SOG should be regarded as flexible response guidelines rather than as rigid procedures.
The RHRC is a regional Facility where displaced disaster victims can go to receive assistance in identifying the most appropriate shelter location for their needs.  Reception centers are not sheltering facilities, but are short-term mass care centers where victims can have their immediate needs met while awaiting assignment to a spoke shelter or other appropriate Facility.  At a minimum, the {insert Facility name} RHRC needs to provide a central location for evacuee tracking, mass care and emergency assistance, shelter assignment, transportation coordination, family reunification, and provision of individual assistance.  The RHRC is the first point in the continuum where incident clients can expect to receive comprehensive mass care services (food, shelter, medical, psychological, pet sheltering, reunification).
To accomplish this mission, the RHRC’s Command staff, General staff, and Just-In-Time staff must continuously prepare and train for catastrophic incidents that will challenge the Region’s ability to respond and recover.  All personnel must maintain a thorough understanding of the RHRC’s technology and delegated responsibilities.  This effort requires commitment from all levels of the local jurisdiction, {insert Facility name}, the IL-IN-WI CSA, {insert State} Emergency Management Agency, and non-governmental organizations charged with implementing the CSA’s Mass Care and Sheltering Annex.  {insert jurisdiction’s sponsoring organization} will maintain this document, and will host training and exercise opportunities to hone representatives’ skills, confidence, efficiency, and effectiveness so they can function in a manner that will facilitate a cohesive RHRC.  The just-in-time training developed by the by IL-IN-WI CSA Regional Catastrophic Planning Team should provide to professionals and volunteers the tools necessary to activate the RHRC’s core functions.


How to Use this Standard Operating Guide
While no plan can replace the common sense and good judgment of personnel required to manage an emergency, this SOG provides a system to manage activities required to establish a RHRC; complete core RHRC operational components associated with evacuee tracking, mass care and emergency assistance, shelter assignment, transportation coordination, family reunification, and provision of individual assistance; and eventually close out the RHRC’s role in the incident.  The SOG is divided into two sections:
Section One – Administrative Overview
This section provides the following background information:  RHRC organizational structure and position descriptions; general RHRC business practices; incident management, documentation, and planning; resource commitment and tracking; use of technological and manual systems; and information flow.
Section Two – RHRC Management and Operations Staff
This section provides guidance to representatives reporting to the RHRC who will constitute the management staff and the function-specific staff providing the RHRC’s various services.  Information is included regarding station setup, roles, and responsibilities to support the mission; data collection and management; and internal and external communication.
Development and Maintenance 
The {insert Facility name} RHRC SOG was developed by the {insert jurisdiction’s sponsoring organization} with assistance from the IL-IN-WI CSA Regional Catastrophic Planning Team, Mass Care Subcommittee.  During development of the SOG, various local, state, and federal government agencies, Facility management, and non-governmental organizations were interviewed to discuss their roles, responsibilities, and needs in an emergency.  This SOG draws on their input.  Review and concurrence of this SOG occur as follows:  (1) each named government agency and/or private organization reviews the SOG; and (2) each entity communicates its recommended changes or concurrence in writing to {insert jurisdiction’s sponsoring organization} until all entities approve the SOG.  This SOG is updated in response to deficiencies identified through drills and exercises, changes in government structure, technological changes, and actual operations.  {insert jurisdiction’s sponsoring organization} initiates a bi- annual review of this SOG by all stakeholders.  Government officials or private organizations may recommend changes or provide information at any time.  The {insert jurisdiction’s sponsoring organization} Director ensures that necessary revisions to the SOG are prepared, coordinated, published, and distributed.  The Director provides a copy of plan revisions to all organizations assigned responsibility within the SOG.  
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Base Plan
Purpose
This standard operating guide (SOG) provides a flexible framework and operational guidance for activities at the {insert Facility name}, which has been designated as a potential Regional Hub Reception Center (RHRC) during a disaster.  The SOG serves to coordinate representatives reporting to the RHRC when activated at the request of the local government or at the request of other jurisdictions within the Illinois-Indiana-Wisconsin (IL-IN-WI) Combined Statistical Area (CSA) during time of emergency.  This all-hazards plan:
Provides policy and guidance for temporary local mass care operations, specifically detailing:
Capabilities
Concept of operations
Incident management actions, roles, and responsibilities
Establishment of mutual understanding among the Facility management; local, state, and federal governments; and other public-sector and non-governmental organizations 
Promotes effective use of government (local, state, and federal) and private-sector resources within the IL-IN-WI CSA during disasters 
Coordinates, administers, and integrates emergency management plans and programs across the IL-IN-WI CSA.
Scope and Applicability
Coordinating evacuation and mass care following a catastrophic event within the IL-IN-WI CSA will involve numerous response agencies and jurisdictions.  Consistent with the Whole Community methodology built upon a foundation of a meta-scenario that draws from the largest planning factors contained within and challenges across a range of scenarios, each level of government must understand its risks, capabilities, and limitations.  A synchronized effort across the jurisdictions within the 16 counties in the IL-IN-WI-CSA, the City of Chicago, and three states (Illinois, Indiana, and Wisconsin) will be crucial.  The local Emergency Management Director, working with the Illinois Emergency Management Agency (IEMA), Indiana Department of Homeland Security (IDHS), Wisconsin Emergency Management (WEM), and the Federal Emergency Management Agency (FEMA), will determine the need for and implement a regional mass care sheltering initiative.  When combined with private-sector and survivor capabilities, the approach presented in this planning guide seeks to improve preparedness and reduce response lag times by promoting continuous collaboration among all members of the community.  This concept is consistent with, and expands upon, existing emergency preparedness and response systems and doctrine such as the National Response Framework (NRF) and National Incident Management System (NIMS).
The IL-IN-WI CSA Regional Evacuation Annex was developed to coordinate with the IL-IN-WI CSA Regional Mass Care and Sheltering Annex to ensure provision of transportation to individuals away from dangerous conditions.  A catastrophic incident is any natural or manmade incident that results in extraordinary levels of casualties, damage, or disruption which severely affects the population, infrastructure, environment, economy, national morale, or government functions.  Assumedly, a regional catastrophic incident in the IL-IN-WI CSA would displace large numbers of individuals.  These individuals may become displaced from their home jurisdiction and may not be aware of locations where they can find shelter and care.  A large-scale regional evacuation could be induced by several different hazardous conditions.  Regardless of the origin, affected individuals may require assistance along the movement continuum from the affected area to a viable shelter option.  Up to an estimated 100,000 individuals in the IL-IN-WI CSA may seek some form of care and sheltering in the aftermath of a catastrophic incident.  The IL-IN-WI CSA intends to connect clients with available shelter space through a coordinated network of RHRCs.  At maximum capacity, the {insert Facility name} RHRC is designed to manage approximately {insert #} thousand clients in a 24-hour period.  
Conversely, a RHRC can also be used to support local evacuation and sheltering emergencies that do not require involvement of the Region’s resources.  Thus this document is flexible enough to accommodate larger regional and smaller localized disasters.  
This document is to serve as a companion to the IL-IN-WI CSA Regional Catastrophic Incident Coordination Plan, Regional Mass Care and Sheltering and Evacuation Annexes.  It will guide local emergency management, facility management, social services, and non-governmental organizations in providing the services necessary to meet the needs of the local community and the Region.  This document does not supersede any existing doctrine, policy, or procedure.  It is intended to augment existing guidelines, as applicable.  This guidance document is not a shelter management plan.
Concept of Operations
While the fundamental concepts described in this document are scalable and can be implemented in response to incidents of various types and sizes, the assumed trigger for implementation, in concurrence with the IL-IN-WI CSA Regional Evacuation Annex, is a catastrophic incident.  The IL-IN-WI CSA Mass Care and Sheltering Annex outlines a RHRC model in which a centralized location is established to coordinate placement of individuals in shelters operated at a local level throughout the unaffected areas of the IL-IN-WI CSA.  A RHRC is a short-term facility for processing individuals in order to move them to a more permanent shelter or temporary housing solution within 24 hours of the time they enter the facility.  Feeding into the RHRC will be Evacuation Assembly Points (EAP), where basic triage and routing assignments will be coordinated.  In rare, extremely catastrophic incidents, the RHRC will be used to begin processing individuals to shelters outside the CSA.  The RHRC will be used to provide mass care and emergency assistance, shelter assignment, transportation coordination, family reunification, and provision of individual assistance.  The RHRC is the first point in the continuum where people affected by the incident can expect to receive comprehensive mass care services (food, shelter, medical, psychological, pet sheltering, reunification).
Once a shelter assignment is made, individuals will relocate to their shelter location or other destination.  This support system is designed to meet the operations and resource needs of Emergency Support Function (ESF)-6 (Mass Care) including an achievable transportation model for clients.  This also considers limited ESF-1 (Transportation) and ESF-8 (Health and Medical) functions ancillary to evacuation and shelter functions.  Based on the incident size and duration, one or more RHRCs may be established.
This document does not supersede existing emergency operations plan, but rather supplements the all-hazards concept of operations described in the Illinois, Indiana, and Wisconsin state emergency operations plans and the emergency operations plans for local jurisdictions.
Facility Layout
The {insert Facility name} RHRC has been established to enhance {insert jurisdictions name]’s ability to manage mass care and sheltering efforts.  The Facility offers a centralized location and systematic means to provide for evacuee tracking, mass care and emergency assistance, shelter assignment, transportation coordination, family reunification, and provision of individual assistance.  The RHRC layout has been physically designed to facilitate flow of individuals as they receive registration support, mass care and emergency assistance, shelter assignment, transportation coordination, family reunification, and provision of individual assistance.  The RHRC layout accommodates mass care services associated with feeding, shelter, limited medical care, psychological, pet sheltering, and family reunification.  By completing tasks assigned to each functional section, the {insert Facility name} RHRC will operate in a manner consistent with the Region’s concept of operations.  
Once an incident has been declared and RHRCs are needed to manage incoming clients, the {insert Facility name} RHRC should be physically set up according to the following schematic (Figure 1):  
Figure 1 – {insert RHRC name} Facility Layout Map 
{insert Facility map}


Organization and Management
The organizational structure of a RHRC can impact the efficiency and effectiveness of overall RHRC operations, including staffing and resource decisions.  This organizational structure follows the ICS.  Using ICS as the core organizational framework, the RHRC Manager can establish Sections, Branches, Groups, Units, and Strike Teams based on incident demands.  Each of these functional divisions should be managed by a Chief, Director, Supervisor, or Leader.  The management span of control for any one individual should not be less than three or exceed seven direct reports.  Using this collaborative methodology, the framework for interoperability and compatibility will be established at the RHRC.  
The following functional sections are essential to the base RHRC organizational and management structure:  Command, Operations, Planning, Logistics, and Finance.  Key to RHRC Operations are the mass care and emergency assistance functional areas of decontamination, registration, health services, child services, pet services, shelter assignment, transportation coordination, feeding, temporary shelter, communications, and security.  Logistics support will be needed from facilities management, staff services, and volunteer management.   In keeping with ICS principles, any function not staffed is rolled up into the responsibility of the next higher level of management.  The base organizational structure is illustrated on Figure 2.

Figure 2 – {insert Facility name} RHRC Coordination Chart



 Regional Coordination
Responsibility for activating a RHRC resides with a local government agency and {insert Facility name}.   Regional activities will be supported through the regional coordination structure via the interstate coordination process (ICP).  {Insert additional text on method} Once the RHRC has been established, coordination with the ICP will be necessary to manage the inflow of evacuees and requesting resources.  The RHRC will generally communicate indirectly with the ICP through the {insert jurisdiction name} Emergency Operation Center (EOC) as described below.
Local Coordination with the {insert jurisdiction name} Emergency Operation Center
The responsibility for supporting the RHRC resides with the {insert jurisdiction name} EOC.   {Insert additional text on method}
RHRC Activation Requirements
Assumedly, activation of a regional evacuation will occur as a result of an incident of a significant size; however, this does not have to be the case, as the system is flexible and can be utilized for all-hazards.  When the {insert Facility name} is needed, {insert partners} will manage the activation process.  Refer to the Activation Checklist and Resource Requirements to manage the Facility activation and pre-condition assessment in preparation to receive supplies and to prepare for client arrival.  

	Activation Tools	Series of sample key documents needed to initiate RHRC operations includes activation checklists and Facility walkthrough.

Communications
Effective internal (within the RHRC) and external (to the ICS, other agencies, and the media) communication is essential during an incident response.  External messages are the Operation Section’s responsibility, including receiving, recording, and initially routing calls from the ICP or local shelters.  Importantly, all representatives within the RHRC share responsibility for timely information flow and prioritization of response actions involving their respective functions.  Messages traffic between {insert jurisdiction name} EOC, the ICP, and other entities and the RHRC is logged in {Insert System Name}.  
{Insert System Name} serves as the primary system to transfer messages.  If the system becomes non-operational, messages that cannot be transmitted via phone and/or radio are transferred to hard copy by using the General Message Form (ICS Form-213).  This form is forwarded to the {Insert System Name}, where it is logged in the master message log and issued a control number for future tracking.  The message form is then distributed by RHRC Runners to the appropriate individuals.  Reply messages are distributed to appropriate individual(s) and/or Functional Sections.  

	Communication Tools	General Message Form (ICS-213)	Incident Communications Plan (ICS-205)

Internal Communications
The primary means of communication among staff within the {insert Facility name} RHRC will be via {insert method}.  {Insert text regarding access to communications systems and reporting failures}.  The Operations Section plays a vital role in controlling the flow of information within the RHRC.   Internal messages between representatives within the RHRC are the responsibility of the message sender.   
External Communications
Effective external communication with other agencies is important to share accurate and timely information about the RHRC operations and communicate resource needs.  For communication with the ICP and external agencies, the RHRC will use {Insert additional text on method}.
Situational Reporting
The Planning Section will maintain situational awareness of jurisdictions requesting the RHRC’s assistance.  Jurisdiction Liaison Officers serve as a single point of contact for resource requests, critical incident updates, and general message flow between jurisdictions’ representatives and the RHRC.  The Planning Section will also post incident-specific data around the RHRC to inform clients about the disaster.  {Insert additional text}

	{Insert System Name}Tools	{insert description}


The {insert Facility name} RHRC, in conjunction with the {Insert Jurisdiction} Local Emergency Operations Center (LEOC), is responsible for providing essential elements of information to the ICP so the ICP can produce regional situation reports (SITREP).  Submitted information will also be forwarded to the appropriate state EOC (SEOC) for greater dissemination.   The following essential elements of information are required:
Number of shelters open/population
Potential shelter requirements
Number of pet shelters open/population
Potential pet shelter requirements
Status of local government operations (including police, fire services and Emergency Medical Services [EMS])
Status of major/primary roads serving the RHRC
Status of evacuation routes
Accessibility concerns
Debris issues
Status of public transit systems servicing the RHRC
Potential requirement for  telephone, radio, or satellite communications capability
Status of LEOCs
Potential for other hazards
Status of public water supply systems
Status of public wastewater systems
Status of electrical power generation 
Status of Acute Medical Care Facilities
Actual or potential resource (material and human) shortages; priorities:  water, food, power, medical, heat, and communications
Which Voluntary Agencies are actively involved in operations?
Other critical issues?
Is personal protective equipment (PPE) needed?  
What are the safety hazards in conducting operations?
What support is being received from other states under Emergency Management Assistance Compacts (EMAC)?
What followup actions are planned or underway?

The ICP will determine reporting times for situational awareness data.  
Timeline
Staff shifts should be limited to a 12-hour Operational Cycle requiring proper handoff and communication at handoff time and during the 12-hour cycle.  Proper communication and documentation will promote the continuity required to operate effectively.  The following is a list of typical time points through a standard 12‑hour cycle.  
Day Operations
0630 – Management Meeting
0645 - Staff receive tactical assignments
0700 – RHRC work begins for Shift 1 
1200 – Lunch served
1800 – Dinner served
1945 – Position briefing to next operation period personnel 
Night Operations
1830 – Management Meeting
1845 - Staff receive tactical assignments
1900 – RHRC work begins for Shift 1 
2400 – Mid-ration served
0600 – Breakfast served
0645 – Position briefing to next operation period personnel 
Staff should ensure that they arrive at the RHRC for their shifts in sufficient time to overlap with outgoing staff for the shift debrief.  Upon arrival, staff should sign in and record their time worked on a timesheet.  
Planning Meeting
Each 12-hour Operational Cycle should include a RHRC Command Staff Planning Meeting designed to maintain a uniform understanding and methodology for the RHRC response.  Mirroring the Incident Action Plan (IAP) development process, at a minimum, the following topics should be discussed by the appropriate individuals:
Conduct briefing on situation/resource status (Planning and Operations Section Chiefs)
Set/confirm RHRC objectives (Incident Commander [IC])
Specify safety issues (Safety Officer)
Specify tactics for each Function (Operations Section Chief)
Specify resources needed for each Function (Operations and Planning Section Chiefs)
Specify Facility requirements (Operations, Planning, and Logistics Section Chiefs)
Develop resource order (Logistics Section Chief) 
Update communications plans (Operations Section Chief) 
Update transportation plans (Logistics and Planning Section Chiefs) 
Discuss information issues (Area Public Information Officer [PIO])
Finalize/approve/implement plan (Command and General Staff).
Concerns stemming from the planning meeting should be conveyed to the local emergency operation center to include in the next IAP.
Mission Assignment
Because incoming RHRC personnel will be composed of representatives from across the Region and beyond, upon arrival at the RHRC, representatives will check in at the designated check-in location {insert location} and receive or conduct the following:
Receive briefing from immediate supervisor.
Acquire work materials.
Participate in RHRC meetings and briefings as appropriate.
Ensure compliance with all safety practices and procedures.  Report unsafe conditions to the RHRC Safety Officer.
For Supervisors, maintain accountability for your assigned personnel with regard to exact locations and personal safety and welfare at all times, especially when working in or around incident operations.
Organize and brief subordinates.
Know your assigned communication methods and procedures for your area of responsibility, and ensure that communication equipment is operating properly.
Complete forms and reports required of the assigned position and ensure proper disposition of incident documentation as directed by the Documentation Unit.
Ensure all equipment is operational prior to each work period.
Report any signs/symptoms of extended incident stress, injury, fatigue, or illness for yourself or co-workers to your supervisor.
Brief shift replacement on ongoing operations when relieved at operational periods or rotation out.
Respond to demobilization orders and brief subordinates regarding demobilization.
Carry out all assignments as directed.
Staff Training; Just-in-Time
Just-in-time training for RHRC positions is located at {insert location}.  The rapid training courses were designed to familiarize staff with processes and operations.  The general and position-specific training covers the operations and administration of the RHRC, as well as directions on using the RHRC’s systems, equipment, and other materials.  
Credentialing and Personnel Verification for Staff
{Insert additional text on method}.
Documentation
Personnel conducting {insert Facility name} RHRC operations must maintain the appropriate incident documentation for reimbursement eligibility and liability reduction.   Documentation should be coordinated closely with {insert jurisdiction emergency management agency’s} established process for documentation, finance, and administration.  The following Sections highlight documentation requirement for all RHRC staff.  
Incident Management System
The {insert Facility name} RHRC must be prepared to operate manually if technological systems fail.  Because of the variety of systems used for emergency management—including computers (email and {Insert System Name}); communications devices (phone [land line, cellular, and satellite], fax, email, radio); information (television, radio, and internet); and electricity—the RHRC may be forced to use alternate emergency management methods.   Verbal communications would be required to compensate for the loss of electronic connectivity via email, and so on.  All reports generated or logged onto {Insert System Name} would have to be paper-based.  Runners would be employed to transmit those reports to the various internal Functions.  The following Federal Emergency Management Agency (FEMA) ICS Forms are included in Appendix A of this SOG:
Incident Action Plan Cover (ICS-200)
Initial Incident Briefing (ICS-201)
Incident Objectives (ICS-202)
Organization Assignment List (ICS-203)	
Division/Group Assignment List (ICS-204)
Incident Radio Communication Plan (ICS-205)
Medical Plan (ICS-206)
Organizational Chart (ICS-207)
Incident Status Summary (ICS-209) 
Check-in List (ICS-211)
General Message Form (ICS-213)
Resource Request Form (ICS-213RR) 
Unit Log (ICS-214) 
Operational Planning Worksheet (ICS-215)
Radio Requirements Worksheet (ICS-216)
Radio Frequency Assign Work Sheet (ICS-217)
Support Vehicle Inventory (ICS-218)
Air Operations Summary (ICS-220)
Demobilization Checkout (ICS-221)
Health and Safety Message (ICS-208).
  Incident Action Plan 
The {insert Facility name} RHRC should develop a local IAP and support the regional plan.  To promote regional consistency, the following plan template has been adopted by the RCPT.
{Insert RCPT IAP template}.
NMETS
{Insert additional text on method}.
Resources Ordering
The resources needed to operate the {insert Facility name} RHRC will be managed by Logistics.  Logistics’ Resource Support facilitates provision of personnel, services, facilities, equipment, materials, and supplies needed for RHRC operations—from governmental, private, or volunteer sources.  The RHRC will work closely with the {insert jurisdiction} EOC and the ICP to address requests that cannot be satisfied locally.  Subsequent reassignments of unfulfilled resource requests then follow the State and federal resource request routing process.  To streamline the resource request process within the RHRC, all requests will be processed on {insert system} or by submitting ICS Form 213RR.  The request requires the following information:
Characterization of resource request
Date and time of resource request
Location of resource need
Requester identity
Suggested shipment of resource (identity of originator, as well as date and time).

When a resource is identified, the Logistics Section will deliver the resource and identify the recipient, as well as the date and time.  Once the resource request is logged, the RHRC Logistics Section will attempt to identify potential sources to satisfy the request.  This process is designed to identify the holder of the resource, and to task that holder for delivery of the resource to the requesting entity.  The Logistics Section will monitor the resource commitment to confirm request resolution, resource status, and opportunities for reassignment.
Regardless of where the resource is obtained, local governments should be informed early in the resource identification process if any cost sharing will be involved.  Obtaining the following information is recommended to track resource identification, allocation, and consumption prior to Logistics Section’s commitment of resources:
Solution to address resource shortfall
Projected duration of resource assignment
Anticipated results of resource assignment
Projected delivery of resource assignment
Summary of any actions already taken
Any special instructions.
Safety
While the RHRC is activated, safety is primarily the responsibility of the safety officer.  However, all staff need to be vigilant for monitoring and reporting hazardous and unsafe situations.  The RHRC is a complex operation and thus the safety officer is not always immediately available.  If extreme danger is eminent, staff are authorized to stop or prevent unsafe acts when immediate action is required.  As soon as possible, report the condition and/or mitigation to correct the unsafe condition through the line of authority.  This will allow the Safety Officer to examine and further prevent reoccurrence through modification of procedures and increasing awareness through future safety messaging.  
Demobilization
When the RHRC is no longer needed regionally/locally, the RHRC Manager will initiate demobilization to close the RHRC and cease operation.  Coordination with various response partners will be required to return clients to pre-incident conditions and properly restore the RHRC site.  Once all clients can be safely discharged or transported, the RHRC can be closed.  The following tasks should be considered when planning for closure of a RHRC:
Arrange for transfer of records and/or establishment of storage procedures and location to ensure future availability of records and documentation.
Terminate ongoing contracts or arrangements.
Identify resources and equipment no longer needed.
Coordinate pickup and transportation of supplies.
Ensure that all areas of the center are restored to pre-RHRC conditions.
Prepare an after action report (AAR) and conduct an assessment of efforts, resources, actions, leadership, coordination, and communication in order to improve future operations. 
The local {insert jurisdiction name} emergency management agency (EMA), in conjunction with the {insert State Emergency Management Agency (SEMA)} will assist with close-out documentation and Facility restoration.  Further instructions will be provided at that time.  
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Command staff provides integrated communication and planning by establishing a manageable span of control.  Specifically, the RHRC Unified Command Staff is responsible for all aspects of RHRC Operations including:
· Evacuee tracking
· Mass care and emergency assistance (food, shelter, medical, psychological, pet sheltering, reunification)
· Shelter assignment
· Transportation coordination
· Family reunification
· Provision of individual assistance. 
Within the initial stages of an event requiring activation of a RHRC, the RHRC Facility Manager shall initiate establishment of the RHRC.  Once the RHRC is established, it will operate as a unified command (UC) under the direction of the RHRC Facility Manager.  Individual responsibilities of the RHRC staff are broken out for the RHRC Facility Manager, RHRC Safety Officer, RHRC Liaison Officer, and RHRC Public Information Officer (PIO.  Responsibilities of these individuals and their corresponding checklists are included in this Attachment.  Responsibilities of the General Staff (Planning, Logistics, Operations, and Finance/Administrative Chiefs) are specified within their respective Sections of this document.  
NIMS Management Structure 
The RHRC is managed by the RHRC Facility Manager and the General Staff.  As in any incident, the Command and General staff will be established and will implement the ICS command and control structure.

{Insert Facility Name} RHRC Incident Command Structure
[image: ]
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[image: ]Part III –Regional Hub Reception Center 
Concept of Operations Toolkit	15

[bookmark: _Toc320897278][bookmark: _Toc320899742][bookmark: _Toc161197765]Regional Hub Reception Center Facility Manager
Roles and Responsibilities
[bookmark: _Toc319333539][bookmark: _Toc320897279][bookmark: _Toc320899743]Position Information
Station Name:		RHRC Facility Manager
ICS Section:			Command Staff
[bookmark: _Toc319333540][bookmark: _Toc320897280][bookmark: _Toc320899744]NIMS Management Structure
Reports to:			{insert Jurisdiction Emergency Manager}
Direct Reports:		RHRC Operations Section Chief
RHRC Planning Section Chief
RHRC Logistics Section Chief
RHRC Finance and Administration Section Chief
RHRC Safety Officer
RHRC Public Affairs Officer
RHRC Liaison Officer
[bookmark: _Toc319333541][bookmark: _Toc320897281][bookmark: _Toc320899745]Deliverable
Forms Prepared:		Initial Incident Briefing (ICS Form 201)
Incident Objectives (ICS Form 202)
Organization Assignment List (ICS Form 203)
Organization Chart (ICS Form 207)
Facility SITREP
Resource Requests
Forms Reviewed:		Incident Action Plan
				Resource Requests
Facility SITREP
Forms Approved:		Incident Action Plan Cover (ICS Form 200)
Incident Action Plan (ICS Forms 202 through 206)
Operational Planning Work Sheet (ICS Form 215 and 215a)
Facility SITREP
[bookmark: _Toc319333542][bookmark: _Toc320897282][bookmark: _Toc320899746]Equipment
Equipment Assigned:	

Responsibilities
The {Insert Name} RHRC Manager is responsible for managing the overall operation of the RHRC 24 hours a day with the support of the Command and General Staff.  As the IC/Facility Manager, this individual is responsible for ensuring all management activities proceed through the RHRC command structure.  Utilization of this structure will facilitate integration of all RHRC staff into a single IAP.  This coordination of effort will result in optimum care for clients.  Lines of succession should be established for each of these key roles during the planning process.  The RHRC Manager is ultimately responsible for all activities at the RHRC site.  Specifically, the RHRC Manager is responsible for: 
· {Insert summary of major responsibilities not covered below}
· Evacuee tracking
· Mass care and emergency assistance (food, shelter, medical, psychological, pet sheltering, reunification)
· Shelter assignment
· Transportation coordination
· Family reunification
· Pet Sheltering
· Provision of individual assistance
· Communication with the ESF-6 and ESF-11 Incident Command Center and EOC as necessary. 
Ensuring the health and welfare of the staff providing services to RHRC clients is an important consideration in RHRC management.  While the overall mission remains focused on the client, the RHRC manager must also account for staff well-being.  The RHRC Manager is responsible for ensuring that all staff (including the command and general staff) receive adequate breaks for meals and rests, including adequate time for a daily sleep shift.   
Concept of Operations
Note to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here


   
Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Command and General Staff as appropriate.

	[bookmark: _Toc320897283][bookmark: _Toc320899747]FACILITY MANAGER
[bookmark: _Toc320897284][bookmark: _Toc320899748]POSITION TASK CHECKLIST
[bookmark: _Toc320897285][bookmark: _Toc320899749]SHEET NO. 1
	[bookmark: _Toc320897286][bookmark: _Toc320899750]NAME:

	
	[bookmark: _Toc320897287][bookmark: _Toc320899751]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Collaborate with Regional Coordination Structure

	Identify physical location to be activated for RHRC operations
	☐	
	

	
	Request information on the expected number of clients and number of injured or special needs personnel to identify suitable Facility and order adequate staff and resources  
	☐	
	

	Request a local emergency proclamation
	Ensure regional EOC has requested a local emergency proclamation  
	☐	
	

	Post Incident Site Assessment
	Site Operator/Site Representative should accompany the RHRC manager to complete the assessment.  The assessment should document the condition of the Facility and any Facility equipment that will be used  
	☐	
	

	Assign key positions
	Ensure key positions of the command structure are staffed and supported to meet the needs of the RHRC operations
	☐	
	

	
	Complete Organization Assignment List (ICS Form 203) and Organization Chart (ICS-207)
	☐	
	

	Hold a briefing session with direct reports:
	Review the chain of command and outline general performance guidelines
	☐	
	

	
	Direct reports should report to and take instructions from the RHRC Manager ONLY
	☐	
	

	
	Work with other staff as outlined in the RHRC plans
	☐	
	

	
	Issues, questions, problems, or incidents should be reported to RHRC Manager
	☐	
	

	
	Inform your direct reports to only make decisions that are outlined in the associated Position Task Sheet. All other issues should be brought directly to the RHRC Manager. This is crucial to maintaining a standardized and consistent flow of information during RHRC operations
	☐	
	

	Distribute Position Task Sheets
	Position Task sheets assist in determining initial activation steps for each position
	☐	
	

	Develop an incident action plan (IAP)
	Confer with command staff and section chiefs to develop an IAP for each defined period to establish priorities.  
Form:  ICS-200:  Incident Action Plan Cover
	☐	
	

	Logistics
	Coordinate with Logistics Section Chief to establish connectivity to/communication with the EOC, spoke shelters, and (if activated) other RHRC
	☐	
	

	RHRC Staff
	Coordinate with Logistics Section Chief to call down RHRC staff
	☐	
	

	RHRC Resources
	Coordinate with Logistics Section Chief to acquire RHRC resources
	☐	
	

	Security
	Coordinate with Logistics Section Chief to establish security for the Facility
	☐	
	

	Logistics
	Coordinate with Logistics Section Chief to set up dormitory and transportation services
	☐	
	

	Operations
	Coordinate with Operations Section Chief to set up:
· Registration
· Pet services
· Health services 
· Shelter assignment services.
	☐	
	

	Safety
	Coordinate with Safety Officer to ensure the safety of the Facility and staff
	□
	
	

	Outside Coordination
	Requests or establish Liaison Officers with organizations requiring additional coordination
	□
	
	

	Public Information Communications
	Coordinate with public affairs staff to devise and implement the communications portion of the RHRC operational plan for the Facility
Ensure that contact has been established and resource information shared with all internal and external agencies identified in the RHRC Facility operational plan
	□
	
	

	Signage
	Ensure that signage internal and external to the RHRC is set up in accordance with RHRC Facility operational plan
	□
	
	

	Staff Assignments and Shift Change Procedures
	Prepare staff assignments and work schedules
	□
	
	

	
	Establish shift transition procedures
	□
	
	

	
	Confirm that direct reports are adequately capable and mentally prepared to perform the duties of their assignments
	□
	
	

	Briefing Statement
	Develop a briefing statement that will be given during scheduled staff briefing sessions to include:
· Overview of operations
· Patient flow
· Station assignments
· Supply maintenance
· Schedule of reports
· Staffing and equipment issues.
	☐	
	

	operational period
	
	

	EOC Communication
	Maintain communication with EOC Manager or IC and other relevant agencies
	☐	
	

	Resource Authorization
	Authorize resources as needed or requested by section chiefs, through the finance/administration section chief
	☐	
	

	Staff Briefings
	Schedule routine briefings/staff meetings with section chiefs to receive status reports and update the IAP
	☐	
	

	Registration/Shelter Assignment
	Work with staff to monitor and adjust processes as necessary to ensure clients in the RHRC are assigned/moved into spoke sheltering locations as soon as possible
	☐	
	

	Public Relations
	Approve media releases generated by public affairs staff
	☐	
	

	Staff Assessment
	Observe all staff for status and signs of stress.
Provide rest periods for staff
	☐	
	

	prior to shift change
	
	

	Replacement Brief
	Briefing of replacement should include:
· An assessment of the current situation
· Progress towards incident objectives
· Any modified processes, or updates from section managers
· A review of any relevant issues or occurrences from the past shift
· Submittal of all reports and documentation to the necessary section managers or {insert name} emergency operation center.
· Ensure that a designated individual is left in charge while briefing the replacement RHRC Manager
	☐	
	

	End of shift Report
	Prepare end of shift report and share with EOC and others as appropriate
	☐	
	

	deactivation/close out
	
	

	Confirm closing approval
	Confirm closing approval to begin safe release of patients
	☐	
	

	Deactivation Plan
	Ensure that section chiefs develop a coordinated plan for releasing staff and returning/disposing of supplies and equipment
	☐	
	

	Rehabilitate Facility
	Ensure that Facility is returned to its pre-disaster condition (as appropriate)
	☐	
	

	Administrative documents
	Coordinate with administration/Finance and Administration Section Chief and Logistics Section Chief to ensure that all receipts and other financial paperwork are forwarded to the appropriate EOC staff
	☐	
	

	Debriefing from section chiefs
	Obtain debrief from:
· Command section staff
· Operations Section Chief
· Logistics Section Chief
· Planning Section Chief,
· Finance and Administration Section Chief
	☐	
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[bookmark: _Toc320897288][bookmark: _Toc320899752]RHRC Administrative Assistant 
Roles and Responsibilities
Position Information
Station Name:		RHRC Administrative Assistant
ICS Section:			Command Staff
[bookmark: _Toc319333548][bookmark: _Toc320897289][bookmark: _Toc320899753]NIMS Management Structure
Reports to:			{insert Facility Name} RHRC Manager
Direct Reports:		Not Applicable
[bookmark: _Toc319333549][bookmark: _Toc320897290][bookmark: _Toc320899754]Deliverable
Forms Prepared:		Check-In List (ICS Form 211)
				General Message Form (IS-213)
Forms Reviewed:		Incident Action Plan Cover (ICS Form 200)
				Initial Incident Briefing (ICS Form 201)
Incident Action Plan (ICS Forms 202 through 206)
Organization Chart (ICS Form 207)
				Facility Situation Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333550][bookmark: _Toc320897291][bookmark: _Toc320899755]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Administrative Assistant is responsible for assisting supervisory staff with administrative tasks.  The Administrative Assistant will also support other administrative needs throughout the RHRC, as appropriate.  Specifically, the RHRC Administrative Assistant must: 
· {Insert summary of major responsibilities not covered below}
· Assist supervisory staff with administrative tasks
· Support other administrative needs throughout the RHRC, as appropriate.  
Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



Position Checklist
Regional Hub Reception Center	Illinois - Indiana - Wisconsin 
Operational Guidance	Combined Statistical Area
DRAFT

The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Command and General Staff as appropriate.
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	[bookmark: _Toc320897292][bookmark: _Toc320899756]RHRC ADMINISTRATIVE ASSISTANT
[bookmark: _Toc319333553][bookmark: _Toc320897293][bookmark: _Toc320899757]POSITION TASK CHECKLIST
[bookmark: _Toc319333554][bookmark: _Toc320897294][bookmark: _Toc320899758]SHEET NO. 2
	[bookmark: _Toc320897295][bookmark: _Toc320899759]NAME:

	
	[bookmark: _Toc320897296][bookmark: _Toc320899760]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Incident Briefing
	Report to RHRC Manager upon your arrival at the RHRC and receive incident briefing
	☐	
	

	Establish a Staff Check In Sheet
	Use ICS-211:  Incident Check List to register staff arrivals 
	☐	
	

	Position Assignments
	Assist RHRC Manager with getting section managers assigned.
	☐	
	

	
	Ensure key positions of the command structure are staffed and supported to meet the needs of the RHRC operations.
	☐	
	

	
	Complete form ICS-203
	☐	
	

	Incident Briefing
	Attend briefing sessions held by RHRC Manager
	☐	
	

	RHRC Documentation
	Develop a system for organizing and ensuring the completion of proper documentation (FEMA 502-2 ICS Forms) for RHRC operations
	☐	
	

	Work Station Setup
	Establish location for receiving communications and providing clerical assistance in proximity of reception center manager
	☐	
	

	Administrative and clerical support
	Provide clerical support for reception center manager and RHRC command staff as appropriate
	☐	
	

	operational period
	
	

	Administrative and clerical support
	Carry out all clerical duties and any support tasks requested by RHRC Manager
	☐	
	

	Forms and supplies distribution
	Confirm that each section leader has a supply of the appropriate forms and any other supplies needed to carry out duties
	☐	
	

	Filing
	Assist in collection and filing of all documentation
	☐	
	

	Communications
	Triage phone calls, visitors, and staff requests to see reception center manager in order to maximize reception center manager productivity in a busy environment
	☐	
	

	Meeting coordination
	Coordinate setup of meetings as appropriate
	☐	
	

	prior to shift change
	
	

	Replacement Brief
	Briefing of replacement should include:
· Any pertinent information
· Established processes
· Deviations in patient flow
· The status of any documentation
	☐	
	

	End of shift Report
	Prepare end of shift report and share with EOC and others as appropriate
	☐	
	

	deactivation/close out
	
	

	Records and report submittal
	Ensure all records and reports are submitted to RHRC Manager
	☐	
	

	Supply repackaging
	Assist in the breakdown and re-packaging of any supplies, as requested
	☐	
	

	Debriefing
	Participate in debriefing with RHRC Manager
	☐	
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[bookmark: _Toc320897297][bookmark: _Toc320899761]Public Affairs Officer
Roles and Responsibilities
[bookmark: _Toc319333556][bookmark: _Toc320897298][bookmark: _Toc320899762]Position Information
Station Name:		RHRC Public Affairs Officer 
ICS Section:			Command Staff
[bookmark: _Toc319333557][bookmark: _Toc320897299][bookmark: _Toc320899763]NIMS Management Structure
Reports to:			{insert Facility Name} RHRC Manager
Direct Reports:		Not Applicable
[bookmark: _Toc319333558][bookmark: _Toc320897300][bookmark: _Toc320899764]Deliverable
Forms Prepared:		Not Applicable
Forms Reviewed:		Incident Action Plan Cover (ICS Form 200)
				Initial Incident Briefing (ICS Form 201)
Incident Action Plan (ICS Forms 202 through 206)
				Facility Situation Reports/Incident Status Summary (ICS Form 209)
Forms Approved:		Not Applicable
[bookmark: _Toc319333559][bookmark: _Toc320897301][bookmark: _Toc320899765]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Public Affairs Officer is responsible for working closely with the PIO to coordinate any members of the media who arrive at the RHRC.  The Public Affairs Officer makes it possible to tell the public the story, while ensuring that individuals being processed at the RHRC who do not want to be filmed, photographed, or interviewed are allowed their privacy.  Specifically, the RHRC Public Affairs Officer must: 
· {Insert summary of major responsibilities not covered below}
· Coordinate any members of the media who arrive at the RHRC  
· Maintain privacy of clients 
· Coordinate with pet services, Public Information Officer, command staff, and additional reception center staff to ensure proper messaging is disseminated both internally and externally.
[bookmark: _Toc319333560][bookmark: _Toc320897302][bookmark: _Toc320899766]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc319333561][bookmark: _Toc320897303][bookmark: _Toc320899767]Position Checklist
Regional Hub Reception Center	Illinois - Indiana - Wisconsin 
Operational Guidance	Combined Statistical Area
DRAFT

The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Command and General Staff as appropriate.
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	[bookmark: _Toc320897304][bookmark: _Toc320899768]RHRC PUBLIC AFFAIRS OFFICER
[bookmark: _Toc320897305][bookmark: _Toc320899769]POSITION TASK CHECKLIST
[bookmark: _Toc320897306][bookmark: _Toc320899770]SHEET NO. 3
	[bookmark: _Toc320897307][bookmark: _Toc320899771]NAME:

	
	[bookmark: _Toc320897308][bookmark: _Toc320899772]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Report and Incident Brief
	Report to RHRC Manager, receive assignment, and obtain briefing
	☐	
	

	Station Setup
	Establish a public affairs area away from command staff and other RHRC activities 
	☐	
	

	IAP Planning Meetings
	Participate in planning meetings to formulate and evaluate the RHRC IAP
	☐	
	

	Information Services Coordination
	Coordinate with information services staff to disseminate internal communications to clients and staff
	☐	
	

	Pet Services Coordination
	Coordinate with Pet Services Supervisor to ensure proper messaging regarding pets at the RHRC
	☐	
	

	Media Coordination
	Coordinate any media who are on-site at the RHRC
	☐	
	

	operational period
	
	

	Information Dissemination 
	Coordinate with RHRC Manager regarding all internal and external public affairs messaging.
	☐	
	

	
	Approve initial messaging regarding RHRC for interviews, hotlines, and Web sites. 
	☐	
	

	
	Ensure that staff members stay informed and receive all information passed from RHRC Manager.
	☐	
	

	
	Ensure the families of Shelter patients stay informed. 
	☐	
	

	
	Contact other on-scene agencies to coordinate release of information through RHRC staff.
	☐	
	

	
	Direct ongoing evaluation of message contents. 
	☐	
	

	
	Serve as PIO regarding RHRC issues with media at the request of the Joint Information Center (JIC)/EOC
	☐	
	

	Initial Information Report
	Issue an initial incident information report to the EOC/reception center manager
	☐	
	

	News Release Approval
	Ensure that all news releases generated by the RHRC have the approval of the JIC/EOC PIO
	☐	
	

	Manage On-Site Media
	Inform on-site media of the manner in which they may access individuals at the RHRC willing to speak to the media
	☐	
	

	
	Coordinate all on-site media interviews to ensure that victims who do not want to be photographed are not photographed
	☐	
	

	External Communication
	Coordinate with incident PIO, JIC, and/or EOC on all external communications
	☐	
	

	Progress Report Reviews
	Review progress reports from section chiefs as appropriate
	☐	
	

	prior to shift change
	
	

	Replacement Brief
	Ensure RHRC Manager’s awareness of personnel change
	☐	
	

	End of shift Report
	Inform replacement of any outstanding or pending issues regarding your post 
	☐	
	

	
	Submit all documentation to the Finance and Administration Section Chief.
	☐	
	

	deactivation/close out
	
	

	Deactivation Media Release
	Release RHRC closing information to the media with at least 6 hours notice  (24 hours notice if the center has been open more than 2 days)
	☐	
	

	
	Provide debrief to RHRC Manager and incident PIO, JIC, and/or EOC
	☐	
	

	Deactivation Follow Up
	Document any potential issues or items that will need followup, and provide to incident PIO, JIC, and/or EOC as appropriate
	☐	
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[bookmark: _Toc320897309][bookmark: _Toc320899773]Safety Officer
Roles and Responsibilities
Position Information
Station Name:		RHRC Safety Officer 
ICS Section:			Command Staff
NIMS Management Structure
Reports to:			{insert Facility Name} RHRC Manager
Direct Reports:		Not Applicable
[bookmark: _Toc319333566][bookmark: _Toc320897310][bookmark: _Toc320899774]Deliverable
Forms Prepared:		Operational Planning Worksheet (ICS Form 215A)
Health and Safety Message (ICS Form 208) 
Medical Plan (ICS Form 206)
Incident Action Plan Safety Analysis (ICS Form 215A)
Site Safety Assessment Checklist
Forms Reviewed:		Incident Action Plan Cover (ICS Form 200)
				Initial Incident Briefing (ICS Form 201)
Incident Action Plan (ICS Forms 202 through 206)
				Facility Situation Reports/Incident Status Summary (ICS Form 209)
Forms Approved:		Not Applicable
[bookmark: _Toc319333567][bookmark: _Toc320897311][bookmark: _Toc320899775]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Safety Officer is responsible for ensuring the safety of staff and the RHRC.  Specifically, the RHRC Safety Officer must: 
· {Insert summary of major responsibilities not covered below}
· Coordinate health and safety for the RHRC
· Identify, monitor, and assess hazardous and unsafe situations
· Develop measures to ensure personnel safety
· Correct unsafe acts or conditions through the regular line of authority
· Exercise authority to stop or prevent unsafe acts when immediate action is required
· Participate in RHRC Planning Meeting and review IAP 
· Investigate accidents that have occurred within the RHRC.
[bookmark: _Toc320897312][bookmark: _Toc320899776]Concept of Operations
· Note to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here

· 
·    
[bookmark: _Toc320897313][bookmark: _Toc320899777]Position Checklist
Regional Hub Reception Center	Illinois - Indiana - Wisconsin 
Operational Guidance	Combined Statistical Area
DRAFT

The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Command and General Staff as appropriate.
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	[bookmark: _Toc320897314][bookmark: _Toc320899778]RHRC SAFETY OFFICER
[bookmark: _Toc320897315][bookmark: _Toc320899779]POSITION TASK CHECKLIST
[bookmark: _Toc320897316][bookmark: _Toc320899780]SHEET NO. 4
	[bookmark: _Toc320897317][bookmark: _Toc320899781]NAME:

	
	[bookmark: _Toc320897318][bookmark: _Toc320899782]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Report and Incident Brief
	Report to RHRC Manager, receive assignment and obtain briefing
	☐	
	

	Inspect Center for Safety Hazards

	Obtain blueprints of Facility to develop RHRC safety protection plan
	☐	
	

	
	Coordinate with Security Supervisor to plan for emergency evacuation, identify emergency exits and fire extinguishers, and determine signage 
	☐	
	

	
	Conduct a walk-through with Security Supervisor within and outside the Reception Center using the Site Safety Assessment Checklist  
	☐	
	

	
	Ensure all safety measures are in place  
	☐	
	

	Safety Orientation
	Provide an orientation to RHRC Manager, command staff, and section chiefs (and other staff as appropriate) on all safety issues and concerns for the RHRC
	☐	
	

	operational period

	Safety Monitoring
	Ensure that everyone (staff, clients, and visitors) follow health and safety practices; Pause operations if necessary to ensure the safety of workers, victims, and visitors
	☐	
	

	Sanitation Monitoring
	Review sanitation issues as these arise, and coordinate with appropriate staff to address them
	☐	
	

	Staff meetings
	Participate in staff meeting/shift changes to get feedback on potential safety issues
	☐	
	

	Incident Reporting
	Ensure incident/injury reports are written and documented, and that accidents are investigated
	☐	
	

	prior to shift change

	Replacement Brief
	Ensure RHRC Manager’s awareness of the personnel change
	☐	
	

	End of shift Report
	Brief replacement on any potential hazards and any pertinent occurrences
	☐	
	

	
	Ensure all documentation is submitted to the Administrative Assistant
	☐	
	

	
deactivation/close out

	Safety Deactivation
	Oversee the safety of the RHRC cleanup and breakdown 
	☐	
	

	
	Ensure the safety of the building before final closure of the RHRC 
	☐	
	

	
	Confirm status of the Facility upon closure and note any damages or safety problems
	☐	
	

	Debrief
	Identify issues for debriefing report.   Debrief reception center manager, command staff, and section chiefs as appropriate
	☐	
	

	Information Transfer
	Transfer information and reports to appropriate EOC staff
	☐	
	

	Follow Up Issues
	Ensure that any issues that still require followup are passed on to the appropriate staff member and documented
	☐	
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[bookmark: _Toc320897319][bookmark: _Toc320899783]Liaison Officer
Roles and Responsibilities
Position Information
Station Name:		RHRC Liaison 
ICS Section:			Command Staff
NIMS Management Structure
Reports to:			{insert Facility Name} RHRC Manager
Direct Reports:		Not Applicable
[bookmark: _Toc320897320][bookmark: _Toc320899784]Deliverable
Forms Prepared:		Not Applicable
Forms Reviewed:		Incident Action Plan Cover (ICS Form 200)
				Initial Incident Briefing (ICS Form 201)
Incident Action Plan (ICS Forms 202 through 206)
				Facility Situation Reports/Incident Status Summary (ICS Form 209)
Forms Approved:		Not Applicable
[bookmark: _Toc320897321][bookmark: _Toc320899785]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Liaison Officer is responsible for engaging with assisting/cooperating entity representatives supporting the RHRC.  Specifically, the RHRC Liaison Officer must: 
· {Insert summary of major responsibilities not covered below}
· Provide a point of contact for assisting/cooperating government representatives
· Respond to requests from incident personnel for inter-organization contacts
· Monitor incident operations to identify current or potential inter-organizational problems.
[bookmark: _Toc320897322][bookmark: _Toc320899786]Concept of Operations
· Note to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here

· 
·    
[bookmark: _Toc320897323][bookmark: _Toc320899787]Position Checklist
Regional Hub Reception Center	Illinois - Indiana - Wisconsin 
Operational Guidance	Combined Statistical Area
DRAFT

The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  
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	[bookmark: _Toc320897324][bookmark: _Toc320899788]RHRC LIAISON OFFICER
[bookmark: _Toc320897325][bookmark: _Toc320899789]POSITION TASK CHECKLIST
[bookmark: _Toc320897326][bookmark: _Toc320899790]SHEET NO. 5
	[bookmark: _Toc320897327][bookmark: _Toc320899791]NAME:

	
	[bookmark: _Toc320897328][bookmark: _Toc320899792]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Report and Incident Brief
	Report to RHRC Manager, receive assignment and obtain briefing
	☐	
	

	
	Obtain summary of incident organization (ICS Forms 201 and 203)
	☐	
	

	Coordination
	Determine companies/agencies/non-governmental organizations already involved in RHRC operation, and whether they are assisting (have tactical equipment and/or personnel assigned to the organization) or cooperating (operating in a support mode outside the organization)
	☐	
	

	operational period
	
	

	Connectivity
	Obtain cooperating and assisting agency information, including:
· Contact persons
· Radio frequencies
· Phone numbers
· Cooperative agreements
· Resource type
· Number of personnel
· Condition of personnel and equipment
· Constraints/limitations
	☐	
	

	
	Contact and brief assisting/cooperating agency representatives and mutual aid cooperators
	☐	
	

	Accept Agency Liaison
	Establish workspace for Liaison function and notify Agency representatives of location
	☐	
	

	
	Monitor incident operations to identify potential inter-organizational problems.  
· Keep Command appraised of such issues
· Bring complaints pertaining to logistical problems, inadequate communications, and strategic and tactical direction to the attention of the RHRC Manager
	☐	
	

	Resource use
	Interview representatives concerning resources and capabilities, and restrictions on use; provide information at Planning Meetings
	☐	
	

	Information Release
	Work with PIO to coordinate media releases associated with inter-governmental cooperation issues
	☐	
	

	Planning Meetings
	Participate in Planning Meetings
· Discuss interagency liaison issues
	☐	
	

	prior to shift change
	
	

	Replacement Brief
	Ensure RHRC Manager’s awareness of the personnel change
	☐	
	

	End of shift Report
	Brief replacement on any coordination issues and any pertinent occurrences
	☐	
	

	
	Ensure all documentation is submitted to the Administrative Assistant
	☐	
	

	deactivation/close out
	
	

	RHRC Deactivation
	Inform cooperating and assisting agency of intent to close the RHRC
	☐	
	

	Debrief
	Identify issues for debriefing report.   Debrief reception center manager, command staff, and section chiefs as appropriate
	☐	
	

	Information Transfer
	Transfer information and reports to appropriate EOC staff
	☐	
	

	Follow Up Issues
	Ensure that any issues that still require followup are passed on to the appropriate staff member and documented
	☐	
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[bookmark: _Toc320897329][bookmark: _Toc320899793]RHRC Planning Section 
The {Insert Name} RHRC Planning Section provides incident documentation and forecasts anticipated needs of the incident from a Facility perspective.  Specifically, the Section is responsible for:
· Supporting development of the {Insert Name} IAP to document incident strategy
· Relaying information to the {Insert Jurisdiction EOC’s} Planning Section
· Supporting the ICP
· Visually displaying key regional situational statistics and information
· Predicting probable course of incident events
· Preparing alternative strategies.
Individual responsibilities are broken out for the Section Chief and Unit Leaders.  These responsibilities and corresponding checklists are included in this Attachment.  
NIMS Management Structure 
The RHRC Planning Section is managed by the Planning Section Chief.  The Section Chief may establish the units included on the figure below.  As with any incident, the actual positions staffed are incident-specific.  The entire RHRC Planning Section is to observe the ICS command and control structure.

{Insert Facility Name} RHRC Planning Section Structure
[image: ]


[bookmark: _Toc320897330][bookmark: _Toc320899794]Planning Section Chief
Roles and Responsibilities
[bookmark: _Toc319333575][bookmark: _Toc320897331][bookmark: _Toc320899795]Position Information
Station Name:		Planning Section Chief
ICS Section:			Command Staff
NIMS Management Structure
Reports to:			{insert Facility Name} RHRC Manager
Direct Reports:		Not Applicable
[bookmark: _Toc319333576][bookmark: _Toc320897332][bookmark: _Toc320899796]Deliverable
Forms Prepared:		Content for the Situation Report
Content for the Incident Action Plan
Content for {Insert Name} RHRC Situational Awareness Boards
Prepare Organization Assignment List (ICS Form 203)
Prepare Division/Group Assignment Sheets (ICS Form 204)
Operational Planning Work Sheet (ICS Form 215) 
Forms Reviewed:		Incident Action Plan 
Situational Report
Forms Approved:		Content for the Incident Action Plan 
Content for the Situational Report
Organization Assignment List (ICS Form 203)
Group Assignment List (ICS Form 204) 
Incident Map (ICS Form 225)
[bookmark: _Toc319333577][bookmark: _Toc320897333][bookmark: _Toc320899797]Equipment
Equipment Assigned:	
Responsibilities
The Planning Section Chief coordinates all activities supervised by the planning section.  The Planning Section Chief sets staff schedules for the upcoming operational period and coordinates with other section chiefs to ensure adequate staffing levels.  The Planning Section Chief also ensures that services for staff are coordinated, and that on-site volunteers are coordinated.  Finally, the Planning Section Chief develops the SITREPs for each operational period and ensures that RHRC staff and external coordination partners receive these.  Specifically, the Section Chief is to: 
· {Insert summary of major responsibilities not covered below}
· Activate Section including various Branches and Units based on incident demands 
· Facilitate Planning Meetings
· Supporting development of the {Insert Name} Incident Action Plan (IAP) to document incident strategy
· Establish planning cycle schedule for supporting RHRC’s responsibilities for IAP development 
· Distribute IAP to appropriate units after receipt
· Conduct planning cycle meetings (i.e., incident objectives, tactics, planning, operation shift briefing) 
· Relaying information to the {Insert Jurisdiction Emergency Operation Center’s (EOC) Planning Section
· Support the Interstate Coordination Process (ICP)
· Visually displaying key regional situational statistics and information
· Predict probable course of incident events
· Prepare alternative strategies
· Monitor resources availability; with assistance from Logistics and Resources Section, predict shortfalls during future operation periods
· Assemble information on alternative strategies
· Identify need for use of specialized resources
· Maintain situational awareness including status boards, televisions, and other visual displays
· Coordinate Planning Section activities with peer at the {Insert Jurisdiction} EOC and/or ICP.
[bookmark: _Toc319333578][bookmark: _Toc320897334][bookmark: _Toc320899798]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here




[bookmark: _Toc319333579][bookmark: _Toc320897335][bookmark: _Toc320899799]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Command and General Staff as appropriate.
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	[bookmark: _Toc320897336][bookmark: _Toc320899800]PLANNING SECTION CHIEF
[bookmark: _Toc320897337][bookmark: _Toc320899801]POSITION TASK CHECKLIST
[bookmark: _Toc320897338][bookmark: _Toc320899802]SHEET NO. 6
	[bookmark: _Toc320897339][bookmark: _Toc320899803]NAME:

	
	[bookmark: _Toc320897340][bookmark: _Toc320899804]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Establish check-in protocol
	Supervise check-in of personnel reporting to the RHRC
	☐	
	

	
	Confirm arrival of resources including those assigned to the RHRC.  Establish Resource Unit if needed to manage resource tracking
	☐	
	

	
	Log positions activated on the internal check-in list (ICS Form 211)
	☐	
	

	Establish a common operating picture
	Coordinate with the Interstate Coordination Process, SEOC, and LEOCs to develop situational awareness content standards and reporting times
	☐	
	

	Establish Planning Section
	Establish functionality of Section including assigned units.  Consider the need for a Documentation or Situational Awareness Unit Leader
	☐	
	

	Receive Planning Expectations
	Determine current situation status/intelligence (ICS Form 201)
	☐	
	

	
	Determine current incident objectives and strategy
	☐	
	

	
	Determine RHRC 12/24-hour planning cycle
	☐	
	

	
	Determine time and location of first RHRC Planning Meeting
	☐	
	

	
	Determine desired contingency plans
	☐	
	

	Facility Setup
	Determine common operation picture tools/displays available
	☐	
	

	
	Locate planning room and prepare for Planning Meeting
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during RHRC operations are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Facilitate Planning Meeting
	Meet with RHRC Manager and/or Operations Section Chief prior to Planning Meetings to discuss proposed strategy and tactics, and diagram incident organization and resource location
	☐	
	

	
	Conduct Planning Meeting agenda included in Base Plan, Section 1.2
	☐	
	

	
	Deliver briefing on resource status
	☐	
	

	
	Deliver briefing on transportation plans
	☐	
	

	Maintain Incident Documentation
	Establish and maintain ICS Forms
	☐	
	

	Situational Awareness
	Advise RHRC Manager and Command staff of any significant changes in incident status
	☐	
	

	
	Liaise with Jurisdiction Liaison Officers to gather vital statistics
	☐	
	

	
	Provide periodic predictions of incident potential including clients and vehicles.  Refer to Base Plan Section 1.10 for a complete list
	☐	
	

	
	Monitor weather’s impact on current and future operational periods
	☐	
	

	Public Awareness
	Post materials in common areas for the general public to maintain their situational awareness
	☐	
	

	
	Use the appropriate language formats based on clientele
	☐	
	

	
	Liaise with the Public Information Officer to ensure message consistency
	☐	
	

	Contingency Planning
	Coordinate preparation of contingency plans
	☐	
	

	
	Review current and projected incident and resource status
	☐	
	

	
	Develop alternative strategies
	☐	
	

	
	Identify resources required to implement contingency plan
	☐	
	

	
	Document alternatives for presentation to RHRC Manager and Operation Section Chief, and for inclusion in the IAP
	☐	
	

	Incident Reports and Actions 
	Supervise local preparation and distribution of the IAP.  Minimum distribution is to all Command Staff, General Staff, and Operations positions down to the Group Supervisor level
	☐	
	

	
	Prepare Organization Chart (ICS Form 207) and post in Command Center
	☐	
	

	
	Assist in preparing the Operational Planning Worksheet (ICS Form 215)
	☐	
	

	
	Prepare Organization Assignment List (ICS Form 203)
	☐	
	

	
	Prepare Division/Group Assignment Sheets (ICS Form 204)
	☐	
	

	
	Establish information requirements and reporting schedules for use in preparing the IAP
	☐	
	

	
	Ensure material is compiled and transferred to local EOC/SEOC Planning Section
	☐	
	

	
	Verify that all support and resource needs are coordinated with Logistics and Resources Section prior to release of the IAP
	☐	
	

	
	Include RHRC fiscal documentation forms in written IAP as requested by the local EOC/SEOC Finance/Administration Section
	☐	
	

	
	Coordinate IAP changes with General Staff personnel and distribute written changes, as appropriate
	☐	
	

	Support Ad-hoc Groups with ICS Plans
	Support Incident Traffic Plan with the Operations Section and Ground Support Unit
	☐	
	

	
	Coordinate Safety Message with Safety Officer 
	☐	
	

	
	Support RHRC-specific Communications Plan with the Logistics and Resources Section; forward information to local EOC/SEOC for inclusion in the Incident Communications Plan
	☐	
	

	Demobilization Planning
	Support local EOC/SEOC Planning Section preparation of demobilization plan when appropriate (Demobilization Unit)
	☐	
	

	
	Prepare Demobilization Plan (ICS Form 221) when appropriate:
· General – Discussion of demobilization procedure
· Responsibilities – Specific implementation responsibilities and activities
· Release Priorities – According to agency and kind/type of resource
· Release Procedures – Detailed steps and processes to be followed 
· Logistical support needs of released resources (rehab, transportation, equipment replacement, etc.)
· Directories – Maps, telephone numbers, instructions, and other necessary elements
· Designation to whom outstanding paperwork must be submitted
· RHRC deactivation.  In general, RHRC representatives will not be released until:
· Incident activity and work load are at the level local shelters can reasonably manage 
· RHRC is reduced or being shut down
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to supervisor
	☐	
	

	
	Submit all Section documentation to Documentation Unit
	☐	
	

	
	Ensure resource ordering and logistical support needs are passed to Logistics and Resources Section in a timely fashion; enforce ordering process
	☐	
	

	
	Notify Logistics Section of communications problems
	☐	
	

	
	Keep Planning Section up to date on resource and situation status
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Initiate recommendation for release of resources
	Work with the Logistics Section on release or transfer of excess resources
	☐	
	

	Administrative Duties
	Ensure all records are in order
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the RHRC Manager
	☐	
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[bookmark: _Toc320897341][bookmark: _Toc320899805]Operations Section
The {Insert Name} RHRC Operations Section coordinates the RHRC and the other Sections providing mass care efforts.  Activities include all aspects of RHRC Operations including:
· Providing direction and control for RHRC operations
· Maintaining RHRC functionality
· Implementing the Incident Action Plan (IAP) and the incident strategies contained within
· Directing management of incident tactical activities including:
· Evacuee tracking
· Security
· Decontamination Services 
· Mass care and emergency assistance (food, shelter, medical, psychological, pet sheltering, reunification)
· Shelter assignment
· Family reunification
· Provision of individual assistance. 
· Assisting with formulation of IAP
Individual responsibilities are broken out for the Section Chief, Branch Directors, and, as appropriate, Unit Leaders.  These responsibilities and corresponding checklist are included at the conclusion of this Appendix.
Once the RHRC is established, it will operate as a unified command under the direction of the RHRC Facility Manager.  The Operation Section is responsible for all operational decisions within the RHRC.  Individual responsibilities of the Operations staff are broken out for the aforementioned operational elements.  The responsibilities of these individuals and their corresponding checklists are included in this Attachment.  
NIMS Management Structure 
The Operation Section is managed by the Operation Section Chief.  The Section Chief is considered part of the RHRC Facility Manager’s General Staff.  As in any incident, the Operations staff will observe the Incident Command System (ICS) command and control structure.


Operations Section Command Structure
[image: ]

[bookmark: _Toc320897342][bookmark: _Toc320899806]Operation Section Chief
Roles and Responsibilities
Position Information
Station Name:		Operation Section Chief
ICS Section:			Operations
NIMS Management Structure
Reports to:			RHRC Facility Manager
Direct Reports:		Registration Supervisor/Evacuee Tracking
Social Services Supervisor
Health Care Services Supervisor
Security Supervisor
Pet Services Supervisor
Decontamination Supervisor
Section Staff as Assigned
Deliverable
Forms Prepared:		Group Assignment List (ICS Form 204)
Communications Plan (ICS Form 205)
Operational Planning Work Sheet (ICS Form 215)
Forms Reviewed:		Initial Incident Briefing (ICS Form 201)
Incident Objectives (ICS Form 202)
Communication Plan (ICS Form 205)
Medical Plan (ICS Form 206)
Communications Requirements Work Sheet (ICS Form216)
Air Operations Summary (ICS Form 220)
Incident Action Plan
Facility Situational Reports
Forms Approved:		Operational Planning Work Sheet (ICS Form 215 and 215a)
Equipment
Equipment Assigned:	


Responsibilities
The {Insert Name} RHRC Operation Section Chief is responsible for managing Section personnel and ensuring roles and responsibilities assigned to the Section are completed.  Specifically, the Section Chief needs to: 
· {Insert summary of major responsibilities not covered below}
· Activate Operation Section, Branches, and Units; determine what modules should be activated, placed on stand-by, or demobilized
· Coordinate RHRC operations directly applicable to implementation of primary missions outlined in the IAP
· Maintain RHRC operational functionality
· Establish and maintain mass care and emergency assistance (food, shelter, medical, psychological, pet sheltering, reunification)
· Manage evacuee tracking
· Manage shelter assignment
· Manage site security
· Manage family reunification
· Manage provision of individual assistance
· Control resource tasking and allocation
· Determine need for additional resources in accordance with IAP
· Manage and allocate human resources (strike teams) and non-personnel resources
· Initiate recommendation for release of resources
· Coordinate missions assigned to aviation resources
· Conduct Tactics Meeting.
Concept of Operations
Note to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc319333583][bookmark: _Toc320897343][bookmark: _Toc320899807]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Operations Section Staff as appropriate.
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	[bookmark: _Toc320897344][bookmark: _Toc320899808]OPERATION SECTION CHIEF
[bookmark: _Toc320897345][bookmark: _Toc320899809]POSITION TASK CHECKLIST
[bookmark: _Toc320897346][bookmark: _Toc320899810]SHEET NO. 7
	[bookmark: _Toc320897347][bookmark: _Toc320899811]NAME:

	
	[bookmark: _Toc320897348][bookmark: _Toc320899812]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Assess incident situation
	Review the current situation status and initial incident objectives  
	☐	
	

	
	Maintain current situational awareness to make informed decisions
	☐	
	

	Establish connectivity with the EOC
	Establish communications links via phone (landline, cellular, or satellite), internet, HAM radio, or other means.
Receive updated status report from SEOC
	☐	
	

	Establish Operations Section
	Establish functionality of Section including assigned units and branches
	☐	
	

	
	Establish the Operations Section.  Determine short-term and long-term needs of staff Registration Supervisor/Evacuee Tracking; Social Services Supervisor; Health Care Services Supervisor; Security Supervisor; Pet Services Supervisor; and Decontamination Supervisor
	☐	
	

	Briefing and Assignment
	Determine status of current support assignments
	☐	
	

	
	Establish parameters for resource requests and releases
	☐	
	

	
	Maximize operations of resources assigned to RHRC
	☐	
	

	
	Request additional resources through the appropriate channels
	☐	
	

	
	Identify current organization, location of resources, and assignments
	☐	
	

	Facility Setup
	Learn the Facility layout and operational systems
	☐	
	

	
	Ensure RHRC is ready to receive clients and provide mass care and emergency assistance (food, shelter, medical, psychological, pet sheltering, reunification)
	☐	
	

	
	Coordinate with evacuee tracking units requiring assistance with setup.  Assist and assign team staff to assist with setup as necessary
	☐	
	

	
	Coordinate with shelter assignment units requiring assistance with setup.  Assist and assign team staff to assist with setup as necessary
	☐	
	

	
	Coordinate with evacuee tracking units requiring assistance with setup.  Assist and assign team staff to assist with setup as necessary
	☐	
	

	
	Coordinate with site security units requiring assistance with setup.  Assist and assign team staff to assist with setup as necessary
	☐	
	

	
	Coordinate with family reunification and individual assistance units requiring assistance with setup.  Assist and assign team staff to assist with setup as necessary
	☐	
	

	
	Coordinate with decontamination units requiring assistance with setup.  Assist and assign team staff to assist with setup as necessary
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during RHRC operations are made and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Conduct Operations Briefing 
	Assign Operations personnel in accordance with the IAP
	☐	
	

	
	Brief RHRC personnel on assignments and ordering process  
	☐	
	

	
	Brief tactical elements (Branches, Divisions/Groups, Single Resource/Task Force/Strike Team Leaders) on support assignments, ordering process, and protective equipment
	☐	
	

	Incident Reports and Actions
	Write RHRC Operations portion of the RHRC
	☐	
	

	
	Identify assignments within the RHRC
	☐	
	

	
	Identify specific support assignments
	☐	
	

	
	Identify resources needed to accomplish assignments
	☐	
	

	
	Ensure Communications Plan (ICS Form 205) is prepared
	☐	
	

	Coordinate RHRC operations outlined in the IAP
	Develop and manage RHRC-level support operations to meet incident objectives
	☐	
	

	
	Determine need for additional resources in accordance with IAP
	☐	
	

	
	Manage and allocate human resources (strike teams) and non-personnel resources
	☐	
	

	
	Coordinate missions assigned to aviation resources
	☐	
	

	Maintain RHRC operational functionality
	Maintain RHRC capacity to receive clients and provide mass care and emergency assistance (food, shelter, medical, psychological, pet sheltering, reunification)
	☐	
	

	Manage evacuee tracking
	Coordinate with evacuee tracking units and the ICP to manage the flow and tracking of incoming clients
	☐	
	

	Manage shelter assignment
	Coordinate with shelter assignment units and the National Shelter System/American Red Cross (ARC) to manage the transfer of RHRC clients
	☐	
	

	Manage site security
	Maintain appropriate security presence 
	☐	
	

	Manage family reunification 
	Coordinate with the evacuee tracking unit to assist with family reunification.  Coordinate with Child Services for unaccompanied minors
	☐	
	

	Provision of individual assistance
	Manage support of providing individual assistance if program is established at the RHRC
	☐	
	

	Control resource tasking and allocation
	Coordinate with decontamination units requiring assistance with setup.  Assist and assign team staff to assist with setup as necessary
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to supervisor
	☐	
	

	
	Evaluate progress towards the IAP objectives
	☐	
	

	
	Ensure Operations Section timekeeping, activity logs, and equipment use documents are maintained and passed to EOC, as appropriate
	☐	
	

	
	Ensure resource ordering and logistical support needs are passed to Logistics and Resources Section in a timely fashion; enforce ordering process
	☐	
	

	
	Notify Logistics Section of communications problems
	☐	
	

	
	Keep Planning Section up to date on resource and situation status
	☐	
	

	
	Keep Interstate Coordination Process apprised of status of operational efforts
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Initiate recommendation for release of resources
	Work with the Logistics Section on the release or transfer of excess resources
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221) 
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the RHRC Manager
	☐	
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[bookmark: _Toc320897349][bookmark: _Toc320899813]Social Services Supervisor
Roles and Responsibilities
{Insert information for Position Task sheet; role will be filled by state social services sector}
Position Information
Station Name:		
ICS Section:			
NIMS Management Structure
Reports to:			
Direct Reports:		
Deliverable
Forms Prepared:		
Forms Reviewed:		
Forms Approved:		
Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} Social Services Supervisor is responsible for managing personnel and ensuring roles and responsibilities assigned to the Section are completed.  Specifically, the Section Chief needs to: 
· {Insert summary of major responsibilities not covered }
Concept of Operations
[bookmark: _Toc319333586][bookmark: _Toc320897350][bookmark: _Toc320899814]Note to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc319333587][bookmark: _Toc320897351][bookmark: _Toc320899815]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Operations Section Staff as appropriate.
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	[bookmark: _Toc320897352][bookmark: _Toc320899816]SOCIAL SERVICES SUPERVISOR
[bookmark: _Toc320897353][bookmark: _Toc320899817]POSITION TASK CHECKLIST
[bookmark: _Toc320897354][bookmark: _Toc320899818]SHEET NO. 8
	[bookmark: _Toc320897355][bookmark: _Toc320899819]NAME:

	
	[bookmark: _Toc320897356][bookmark: _Toc320899820]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	
	
	☐	
	

	
	
	☐	
	

	
	
	☐	
	

	OPERATIONAL PERIOD

	
	
	☐	
	

	
	
	☐	
	

	
	
	☐	
	

	PRIOR TO SHIFT CHANGE

	
	
	☐	
	

	
	
	☐	
	

	DEACTIVATION/CLOSE OUT

	
	
	☐	
	

	
	
	☐	
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[bookmark: _Toc320897357][bookmark: _Toc320899821]Decontamination Supervisor
Roles and Responsibilities
[bookmark: _Toc319333590][bookmark: _Toc320897358][bookmark: _Toc320899822]Position Information
Station Name:		Operation Section Chief
ICS Section:			Operations
[bookmark: _Toc319333591][bookmark: _Toc320897359][bookmark: _Toc320899823]NIMS Management Structure
Reports to:			Operations Section Chief
Direct Reports:		Decontamination Staff
[bookmark: _Toc319333592][bookmark: _Toc320897360][bookmark: _Toc320899824]Deliverable
Forms Prepared:		Group Assignment List (ICS Form 204)
Communications Plan (ICS Form 205)
Operational Planning Work Sheet (ICS Form 215)
Forms Reviewed:		Initial Incident Briefing (ICS Form 201)
Incident Objectives (ICS Form 202)
Communication Plan (ICS Form 205)
Medical Plan (ICS Form 206)
Communications Requirements Work Sheet (ICS Form216)
Air Operations Summary (ICS Form 220)
Incident Action Plan
Facility Situational Reports
Forms Approved:		Operational Planning Work Sheet (ICS Form 215 and 215a)
[bookmark: _Toc319333593][bookmark: _Toc320897361][bookmark: _Toc320899825]Equipment
Equipment Assigned:	
Responsibilities
The Decontamination Supervisor ensures coordination of decontamination services at the RHRC.  The Decontamination Supervisor reports to the Operations Section Chief.  The Decontamination Staff coordinates all decontamination efforts at the RHRC should the catastrophic event require decontamination of individuals prior to entering a Facility.  Decontamination staff will be appropriately trained on decontamination procedures and equipment for the contaminant. Decontamination staff report to the Decontamination Supervisor.  Specifically, the Section Chief needs to: 
· {Insert summary of major responsibilities not covered below}
· Determine the need for decontamination services
· Ensure safety of RHRC staff and decontamination staff
· Determine the characteristics of the hazardous material involved in the incident, and reference the Emergency Response Guide (ERG)
· Determine the appropriate level of personal protective equipment required
· Ensure that the decontamination staff has appropriate level of training to operate within the environment
· Conduct decontamination operations at a safe location, in a fashion compliant with the legal and regulatory requirements
· Ensure control of waste, waste water, and other contaminated items
[bookmark: _Toc319333594][bookmark: _Toc320897362][bookmark: _Toc320899826]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc319333595][bookmark: _Toc320897363][bookmark: _Toc320899827]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Operations Section Staff as appropriate.
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	[bookmark: _Toc320897364][bookmark: _Toc320899828]DECONTAMINATION SUPERVISOR
[bookmark: _Toc320897365][bookmark: _Toc320899829]POSITION TASK CHECKLIST
[bookmark: _Toc320897366][bookmark: _Toc320899830]SHEET NO. 9
	[bookmark: _Toc320897367][bookmark: _Toc320899831]NAME:

	
	[bookmark: _Toc320897368][bookmark: _Toc320899832]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Operations Section Chief 
	☐	
	

	
	Understand Facility rules and unit policies and procedures
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond.  Ensure understanding of equipment operation.  Review communication methods (hand signals) 
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems; determine appropriate location for decontamination operations
	☐	
	

	Safety Coordination and Roles
	Understand roles and responsibility in control of hazardous waste, for disposal of contaminated items, and when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Establish and set up the decontamination area; ensure considerations compliant with appropriate local, state, and federal rules, regulations, and legislation 
	☐	
	

	
	Obtain appropriate personal protective equipment (PPE). 
	☐	
	

	
	Coordinate with fire department or other hazardous materials (Hazmat) response teams 
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during RHRC operations are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to Operations Section Chief
	☐	
	

	Decontamination Operations
	Oversee decontamination of clients arriving at the RHRC in accordance with appropriate process and the RHRC Operations Section Chief’s direction
	☐	
	

	
	Ensure safety at all times. Monitor yourself and other colleagues for signs and symptoms of stress, contamination, or fatigue 
	☐	
	

	
	Continually monitor and evacuate waste water used in decontamination efforts.  Attempt to control, if possible 
	☐	
	

	
	Evaluate and monitor effectiveness of the decontamination operations 
	☐	
	

	
	Brief RHRC Operations Section Chief on decontamination efforts
	☐	
	

	Animal Decontamination
	Assess the need for animal decontamination; coordinate response with household pet RHRC 
	☐	
	

	Immediate ‘Life Saving’ Medical Needs
	If medical needs become evident during decontamination operations, do best to meet needs. Coordinate with medical personnel 
	☐	
	

	Administrative Duties
	Ensure regular reporting of decontamination activities
	☐	
	

	
	Report any exposure or contamination
	☐	
	

	
	Monitor vital signs of decontamination workers to ensure adequate rest 
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to RHRC Operations Section Chief
	☐	
	

	
	Prepare decontamination unit SITREP and submit to RHRC Operations Section Chief 
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Decontamination Operations
	Ensure all clients, staff, and equipment are decontaminated
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork
	☐	
	

	Supervisor Debrief
	Provide debrief to the RHRC Operations Section Chief
	☐	
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[bookmark: _Toc320897369][bookmark: _Toc320899833]Security Supervisor
Roles and Responsibilities
Position Information
Station Name:		Security Supervisor
ICS Section:			Operations
NIMS Management Structure
Reports to:			Operations Section Chief
Direct Reports:		Security Staff
				Traffic Control Staff
Deliverable
Forms Prepared:		Not Applicable
Forms Reviewed:		Initial Incident Briefing (ICS Form 201)
Incident Objectives (ICS Form 202)
Communication Plan (ICS Form 205)
Medical Plan (ICS Form 206)
Communications Requirements Work Sheet (ICS Form216)
Incident Action Plan
Facility Situational Reports
Situation Report/Incident Status Summary (ICS Form 209)
Forms Approved:		Not Applicable
Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} Security Supervisor ensures all security needs of the RHRC are met.  The Security Supervisor oversees all security staff and traffic control staff.  The Security Supervisor reports to the Operations Section Chief.  The security staff maintain the safety and security of the RHRC.  The staff work with local law enforcement and emergency medical personnel to maintain a safe environment for the RHRC.  Security staff will also coordinate handling of any known sex offenders who may seek RHRC assignment through a RHRC.  Security staff report to the Security Supervisor. Specifically, the Security Supervisor needs to: 
· {Insert summary of major responsibilities}


Concept of Operations
[bookmark: _Toc319333598][bookmark: _Toc320897370][bookmark: _Toc320899834]Note to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc319333599][bookmark: _Toc320897371][bookmark: _Toc320899835]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Operations Section Staff as appropriate.
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	[bookmark: _Toc320897372][bookmark: _Toc320899836]RHRC SECURITY SUPERVISOR
[bookmark: _Toc320897373][bookmark: _Toc320899837]POSITION TASK CHECKLIST
[bookmark: _Toc320897374][bookmark: _Toc320899838]SHEET NO. 10
	[bookmark: _Toc320897375][bookmark: _Toc320899839]NAME:

	
	[bookmark: _Toc320897376][bookmark: _Toc320899840]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Report and Incident Brief
	Report to Logistics Section Chief, receive assignment and obtain briefing
	☐	
	

	Secure the site and inspect Center for Safety Hazards


	1. Obtain blueprints of Facility to develop RHRC force protection plan 
2. Plan for emergency evacuation, identify emergency exits and fire extinguishers, and determine signage 
3. Identify the need for perimeter control of the RHRC based on physical layout
4. Conduct a walk-through within and outside the Reception Center using the Site Safety Assessment checklist  
5. Ensure all safety measures are in place  
6. Ensure the reception center is secured and monitored to prevent non-authorized entry  
7. Personnel must secure areas not to be used during RHRC operation, and secure exterior doors not being utilized as entrances from outdoor entry
	☐	
	

	Traffic Flow
	Ensure establishment of traffic pattern flow controls and parking areas
	☐	
	

	Security Staffing
	Ensure security services are staffed in an appropriate manner
	☐	
	

	Traffic Control Staffing
	Ensure traffic control services are staffed in an appropriate manner
	☐	
	

	Station Setup
	Establish a work area within the RHRC according to the operational layout
	☐	
	

	operational period
	
	

	Communication
	Establish and maintain direct communications links with police, fire, and EMS
	☐	
	

	Incident Reports and Actions
	Obtain reports from security staff on any unsafe, hazardous or security-related conditions, and implement measures to prevent, mitigate, and remove such conditions
	☐	
	

	Public Safety Screening
	Work with law enforcement officials to identify known sex offenders and relocate them per protocol 
	☐	
	

	
	Ensure areas of the RHRC that may provide opportunity for unknown sex offenders are regularly patrolled
	
	
	

	Continue Monitoring for Security Measures
	Direct the sweep of the Facility to ensure that no unauthorized persons are present
	☐	
	

	
	Identify the need/possibility of RHRC force protection based on the crisis
	
	
	

	Entrance/Exit Control
	Control building exit/entrance points by limiting access/egress or direct/activate lockdown procedures
	☐	
	

	Traffic Flow
	Ensure vehicular traffic outside of Facility is managed and traffic flow patterns are controlled
	☐	
	

	Pedestrian Traffic Flow
	Ensure pedestrian traffic patterns are managed outside of and inside RHRC Facility
	☐	
	

	Administrative Duties
	Ensure records are maintained 
	☐	
	

	
	Maintain documentation of all actions and decisions on a continual basis; forward completed unit activity log to Logistics Section Chief
	
	
	

	Coordination with Command Section Chiefs
	Advise Logistics Section Chief of site safety and security issues 
	☐	
	

	
	Review incident action plan for each operational period and provide input as needed
	
	
	

	Supervisory Duties
	Observe co-workers and staff for signs of stress or fatigue. Report issues to Health Services Supervisor or Logistics Section Chief
	☐	
	

	prior to shift change
	
	

	Replacement Brief
	Briefing of replacement should include:
· An assessment of the current security situation
· Any modified processes, or updates from section managers
· A review of any relevant issues or occurrences from the past shift 
· Submittal of all reports and documentation to the necessary section managers
	☐	
	

	End of shift Report
	Prepare end of shift report and present to oncoming site Security Supervisor
	☐	
	

	deactivation/close out
	
	

	Activity Log
	Provide log of activities to Logistics Section Chief
	☐	
	

	Continued Security 
	Ensure security is provided until the RHRC Facility closes
	☐	
	

	Final Security Check
	Work with material support staff to ensure that the building is secure before signing off duty
	☐	
	

	Staff Debrief
	Obtain briefing from security staff and traffic management staff
	☐	
	

	Logistics Section Chief Debrief
	Provide debrief to Logistics Section Chief
	☐	
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[bookmark: _Toc320897377][bookmark: _Toc320899841]Security Staff
Roles and Responsibilities
Position Information
Station Name:		Security Staff
ICS Section:			Operations
NIMS Management Structure
Reports to:			Security Supervisor
Direct Reports:		No Applicable
Deliverable
Forms Prepared:		Not Applicable
Forms Reviewed:		Initial Incident Briefing (ICS Form 201)
Incident Objectives (ICS Form 202)
Communication Plan (ICS Form 205)
Communications Requirements Work Sheet (ICS Form216)
Incident Action Plan
Facility Situational Reports
Situation Report/Incident Status Summary (ICS Form 209)
Forms Approved:		Not Applicable
Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} Security Staff maintains the safety and security of the RHRC.  They work with local law enforcement and emergency medical personnel to maintain a safe environment for the RHRC.  Security staff will also coordinate the handling of any known sex offenders who may seek RHRC assignment through a RHRC.  Security staff report to the Security Supervisor. Specifically, the Security Staff needs to: 
· {Insert summary of major responsibilities }
[bookmark: _Toc320897378][bookmark: _Toc320899842]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here






Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Operations Section Staff as appropriate.
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	[bookmark: _Toc320897379][bookmark: _Toc320899843]RHRC SECURITY STAFF
[bookmark: _Toc320897380][bookmark: _Toc320899844]POSITION TASK CHECKLIST
[bookmark: _Toc320897381][bookmark: _Toc320899845]SHEET NO. 11
	[bookmark: _Toc320897382][bookmark: _Toc320899846]NAME:

	
	[bookmark: _Toc320897383][bookmark: _Toc320899847]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Security Supervisor 
	☐	
	

	
	Understand policies and procedures 
	☐	
	

	
	Understand and operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems 
	☐	
	

	Perimeter Control
	Establish any perimeter control of the RHRC based on physical layout
	☐	
	

	Facility Sweep
	Sweep the Facility to ensure that no unauthorized persons are present
	☐	
	

	Fire Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or fire protection systems are activated
	☐	
	

	Traffic Control 
	Coordinate with traffic control staff on the institution of control, and manage traffic pattern flows and parking areas.  (This can be accomplished utilizing a combination of signage, traffic control devices or use security.)
	☐	
	

	OPERATIONAL PERIOD
	
	

	Incident Reports and Actions
	Advise the Security Supervisor immediately of any unsafe, hazardous, or security-related conditions, and provide recommendation(s) to prevent, mitigate, and remove such conditions
	☐	
	

	Public Safety Screening
	Work with law enforcement officials to identify known sex offenders and relocate them per protocol 
	☐	
	

	
	Consistently patrol areas of the RHRC that may provide opportunity for unknown sex offenders and immediately report any suspicious behavior
	☐	
	

	Continue Monitoring for Security Measures
	Sweep the RHRC to ensure that no unauthorized persons are present. 
Identify the need/possibility of RHRC force protection based on the crisis
	☐	
	

	Entrance/Exit Control
	Control building exit/entrance points by limiting access/egress or direct/activate lockdown procedures
	☐	
	

	Traffic Flow
	Ensure vehicular traffic outside of Facility is managed and traffic flow patterns controlled
	☐	
	

	Pedestrian Traffic Flow
	Ensure pedestrian traffic patterns are managed outside of and inside RHRC Facility
	☐	
	

	Administrative Duties
	Ensure records are maintained 
	☐	
	

	
	Maintain documentation of all actions and decisions on a continual basis; forward completed unit activity log to Logistics Section Chief
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	Staff Observation
	Observe co-workers and staff for signs of stress or fatigue. Report issues to Security Supervisor
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare end of shift report and present to oncoming site Security Supervisor
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Activity Log
	Complete log of activities and submit to the Security Supervisor
	☐	
	

	Continued Security
	Provide security until the Facility closes
	☐	
	

	Final Security Check
	Work with materiel support staff to ensure that the building is secure before signing off duty
	☐	
	

	Security Supervisor Debrief
	Provide debrief to the Security Supervisor
	☐	
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[bookmark: _Toc320897384][bookmark: _Toc320899848]Traffic Control Staff
Roles and Responsibilities
Position Information
Station Name:		Traffic Control Staff
ICS Section:			Operations
NIMS Management Structure
Reports to:			Security Supervisor
Direct Reports:		Not Applicable
Deliverable
Forms Prepared:		Not Applicable
Forms Reviewed:		Initial Incident Briefing (ICS Form 201)
Incident Objectives (ICS Form 202)
Communication Plan (ICS Form 205)
Communications Requirements Work Sheet (ICS Form216)
Incident Action Plan
Facility Situational Reports
Situation Report/Incident Status Summary (ICS Form 209)
Forms Approved:		Not Applicable
Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} Traffic Control Staff ensure management of persons and vehicles on site at the RHRC.  Traffic control staff report to the Security Supervisor.  Specifically, the Security Staff needs to: 
•	{Insert summary of responsibilities}
[bookmark: _Toc320897385][bookmark: _Toc320899849]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here




Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Operations Section Staff as appropriate.
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	[bookmark: _Toc320897386][bookmark: _Toc320899850]RHRC TRAFFI CONTROL STAFF
[bookmark: _Toc320897387][bookmark: _Toc320899851]POSITION TASK CHECKLIST
[bookmark: _Toc320897388][bookmark: _Toc320899852]SHEET NO. 12
	[bookmark: _Toc320897389][bookmark: _Toc320899853]NAME:

	
	[bookmark: _Toc320897390][bookmark: _Toc320899854]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	1. Obtain brief and receive assignment from Security Supervisor 
2. Understand policies and procedures 
3. Understand and operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Traffic Control
	Coordinate with the Security Supervisor and staff on the institution of control, and manage traffic pattern flows and parking areas.  (This can be accomplished utilizing a combination of signage, traffic control devices, or use of security.)
· Using signage, cones, etc., set up vehicular and pedestrian traffic patterns in accordance with RHRC facility operational plan and policies
· Set up staging areas for emergency vehicles, evacuee buses (arriving and departing from RHRC), media vehicles, and delivery vehicles
· Attempt to control or manage traffic pattern flows and parking areas.  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Vehicle Direction
	Direct vehicles in and out of the parking lot and direct clients into the building
	☐	
	

	Emergency Vehicles Management
	Provide clearance for emergency vehicles as necessary
	☐	
	

	Evacuee Transport Staging
	Coordinate with transportation services staff regarding access and staging areas for vehicles transporting clients from RHRC to spoke shelter locations
	☐	
	

	Incident Report
	Report any issues or problems to the Security Supervisor
	☐	
	

	Staff Observation
	Observe co-workers for signs of stress or fatigue. Report issues to Health Services Supervisor or Security Supervisor
	☐	
	

	Administrative Duties
	Continue to ensure records are maintained
	☐	
	

	
	Review incident action plan for each operational period and provide input as needed
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare end of shift report and present to oncoming site Security Supervisor
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Activity Log
	Complete log of activities and submit to the Security Supervisor
	☐	
	

	Continued Traffic Coordination
	Provide traffic coordination until the Facility closes
	☐	
	

	Security Supervisor Debrief
	Provide debrief to the Security Supervisor
	☐	
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[bookmark: _Toc320897391][bookmark: _Toc320899855]Health Services Supervisor
Roles and Responsibilities
Position Information
Station Name:		Health Services Supervisor
ICS Section:			Operations
NIMS Management Structure
Reports to:			Operations Section Chief
Direct Reports:		Disaster Mental Health Staff
				Emotional/Spiritual Staff
				Paramedic/Emergency Medical Team (EMT)
Deliverable
Forms Prepared:		Not Applicable
Forms Reviewed:		Initial Incident Briefing (ICS Form 201)
Incident Objectives (ICS Form 202)
Communication Plan (ICS Form 205)
Communications Requirements Work Sheet (ICS Form216)
Incident Action Plan
Facility Situational Reports
Situation Report/Incident Status Summary (ICS Form 209)
Forms Approved:		Not Applicable
Equipment
Equipment Assigned:	
Responsibilities
The Health Services Supervisor is responsible for the overall management of health services at the RHRC, and supervises health services staff, disaster mental health staff, emotional/spiritual support staff, medical assessment staff, and paramedics/EMTs.  The Health Services Supervisor reports to the Operations Section Chief.  Specifically, the Health Services Supervisor needs to: 
· {Insert summary of major responsibilities not covered below}
· Overall coordination of all health services rendered at the RHRC
· Ensuring safety of clients and staff
· Establishing areas for medical care
· Ensuring clean practices, compliant with infection control guidelines
· Ensuring availability of medically trained staff at ratios appropriate for clients’ safety
· Ensuring capabilities available to meet level of care required
· Ensuring emergency medical contingencies are readily available for life saving interventions
· Coordinating with transportation resources to ensure protocol is established for emergency medical transport or transfer
· As clients arrive, continually assessing health and medical needs
· Ensuring care is rendered in accordance with appropriate legal and regulatory requirements
· Ensuring staff do not practice outside their scope of licensure
· Evaluating clients for need to transfer to a Facility capable of providing a higher level of care
· Ensuring all functional and access needs are met
· Communicating resource needs/requests to the Logistics Section Chief via the Operations Section Chief
· Ensuring documentation of all care rendered
· Ensuring documentation is transferred with clients to shelter, host-jurisdiction, or medical facility.
Concept of Operations
[bookmark: _Toc319333608][bookmark: _Toc320897392][bookmark: _Toc320899856]Note to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc319333609][bookmark: _Toc320897393][bookmark: _Toc320899857]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Operations Section Staff as appropriate.
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	[bookmark: _Toc320897394][bookmark: _Toc320899858]HEALTH SERVICES SUPERVISOR
[bookmark: _Toc320897395][bookmark: _Toc320899859]POSITION TASK CHECKLIST
[bookmark: _Toc320897396][bookmark: _Toc320899860]SHEET NO. 13
	[bookmark: _Toc320897397][bookmark: _Toc320899861]NAME:

	
	[bookmark: _Toc320897398][bookmark: _Toc320899862]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Operations Section Chief 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond. Seek medical direction or pharmacist as needed in the provision of medical services 
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems; ensure Americans with Disabilities Act (ADA) compliance and ability to meet access and functional needs 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Establish and set up a first aid station near the entrance to the RHRC
	☐	
	

	
	Establish medical support in the emergency respite area of the RHRC, to include mental health 
	☐	
	

	
	Establish access to medications or coordinate establishment of an on-site operation.  Ensure compliance with applicable laws and regulations 
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during RHRC operations are produced and enough copies are available.  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to Operations Section Chief
	☐	
	

	Meeting Immediate Life Safety needs
	Continually assess the overall wellbeing of the clients.  If any individual requires immediate lifesaving care, stabilize him/her, meet immediate needs, and transport via EMS 
	☐	
	

	Health and Medical Operations
	Assess the overall health status of the RHRC operation, and ensure infection control and other safe practices are followed 
	☐	
	

	
	Monitor staff for appropriate use of personal protective equipment, and signs of stress and fatigue 
	☐	
	

	
	Ensure adequate supplies area is available for medical needs
	☐	
	

	
	Ensure staff are adequately trained for the level of care required; if not, identify where additional support is needed and coordinate filling positions
	☐	
	

	
	Assign staff to provide first aid and treat illness and injuries as needed
	☐	
	

	Administrative Duties
	Maintain daily records of the care for each client
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	Unit Resources
	Request unit resources through Pet Services Supervisor
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to Operations Section Chief
	☐	
	

	
	Prepare SITREP and submit to Operations Section Chief.
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the Operations Section Chief
	☐	
	


	
Regional Hub Reception Center	Illinois - Indiana - Wisconsin
Operational Guidance	Combined Statistical Area
DRAFT


[image: ]Part III –Regional Hub Reception Center 
Concept of Operations Toolkit	75

[bookmark: _Toc320897399][bookmark: _Toc320899863]Disaster Mental Health Staff
Roles and Responsibilities
Position Information
Station Name:		Disaster Mental Health Staff
ICS Section:			Operations
NIMS Management Structure
Reports to:			Health Services Supervisor
Direct Reports:		Not Applicable
Deliverable
Forms Prepared:		Not Applicable
Forms Reviewed:		Initial Incident Briefing (ICS Form 201)
Incident Objectives (ICS Form 202)
Communication Plan (ICS Form 205)
Communications Requirements Work Sheet (ICS Form216)
Incident Action Plan
Facility Situational Reports
Situation Report/Incident Status Summary (ICS Form 209)
Forms Approved:		Not Applicable
Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} Disaster Mental Health Staff report to the Health Services Supervisor.  This position will have overall responsibility of coordinating on-site mental health support for clients and staff.  Responsibilities include:
· {Insert summary of major responsibilities not covered below}
· Establish just-in-time training methodologies for RHRC staff for recognition of signs of stress and trauma
· Ensure area is established away from main respite area for quiet and relaxation
· Ensure area is established for mental health care to be rendered
· Ensure appropriate level of staffing of mental health professionals; if staff are not physically present at the RHRC site, ensure they can be reached
· As clients arrive, continually assess the population for signs of wellbeing
· If trauma or signs of distressed are identified, render mental health care services
· Continually assess condition of staff; ensure wellbeing 
· Document all care rendered
· Ensure that all mental health records are transferred with clients to shelter, host-jurisdiction, and/or healthcare Facility
Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here

· [bookmark: _Toc320897400][bookmark: _Toc320899864]
· [bookmark: _Toc320897401][bookmark: _Toc320899865]

Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Operations Section Staff as appropriate.
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	[bookmark: _Toc320897402][bookmark: _Toc320899866]DISASTER MENTAL HEALTH STAFF
[bookmark: _Toc320897403][bookmark: _Toc320899867]POSITION TASK CHECKLIST
[bookmark: _Toc320897404][bookmark: _Toc320899868]SHEET NO. 14
	[bookmark: _Toc320897405][bookmark: _Toc320899869]NAME:

	
	[bookmark: _Toc320897406][bookmark: _Toc320899870]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Health Services Supervisor 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Establish and set up an area for individuals with mental health needs; establish a quiet room for stress relief activities 
	☐	
	

	
	Coordinate with medical staff for integrated operations
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during RHRC operations are made and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Incident Reports and Actions
	Immediately report any safety concerns or security-related conditions to Health Services Supervisor
	☐	
	

	Mental Health Services
	Provide psychological first aid to clients in need of such services
	☐	
	

	Safety and Security
	Notify security if clients act in an aggressive or forceful manner
	☐	
	

	Staff Awareness
	Monitor staff for signs and symptoms of stress and/or fatigue. Provide mental health support as required
	☐	
	

	Administration
	Review incident action plan for each operational period 
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to Health Services Supervisor
	☐	
	

	
	Prepare SITREP and submit to Health Services Supervisor 
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Continued Mental Health Services
	Ensure that any issues that require followup are passed on to the appropriate staff member and documented, and/or are transported with the clients and communicated to host shelter
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the Health Services Supervisor
	☐	
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[bookmark: _Toc320897407][bookmark: _Toc320899871]Spiritual Care Staff
Position Information
Station Name:		Spiritual Care Staff
ICS Section:			Operations
NIMS Management Structure
Reports to:			Health Services Supervisor
Direct Reports:		Not Applicable
Deliverable
Forms Prepared:		Not Applicable
Forms Reviewed:		Initial Incident Briefing (ICS Form 201)
Incident Objectives (ICS Form 202)
Communication Plan (ICS Form 205)
Communications Requirements Work Sheet (ICS Form216)
Incident Action Plan
Facility Situational Reports
Situation Report/Incident Status Summary (ICS Form 209)
Forms Approved:		Not Applicable
Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} Spiritual Care Staff should provide nondenominational spiritual support to RHRC clients and staff as necessary or requested.  They support all clients regardless of religious affiliation. The spiritual care staff report to the Health Services Supervisor and are responsible for the following:
· {Insert summary of responsibilities}
[bookmark: _Toc320897408][bookmark: _Toc320899872]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here




Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  
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	[bookmark: _Toc320897409][bookmark: _Toc320899873]SPIRITUAL CARE STAFF
[bookmark: _Toc320897410][bookmark: _Toc320899874]POSITION TASK CHECKLIST
[bookmark: _Toc320897411][bookmark: _Toc320899875]SHEET NO. 15
	[bookmark: _Toc320897412][bookmark: _Toc320899876]NAME:

	
	[bookmark: _Toc320897413][bookmark: _Toc320899877]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Health Services Supervisor 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Establish and set up an area for individuals with spiritual needs 
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use within during RHRC operations are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Incident Reports and Actions
	Immediately report any safety concerns or security-related conditions to Health Services Supervisor
	☐	
	

	Spiritual Health Services
	Provide clients or staff with spiritual guidance, pastoral comfort, and direction as requested 
	☐	
	

	
	Provide spiritual support to clients identified by staff if requested
	☐	
	

	
	Support mental health support staff as needed or trained 
	☐	
	

	Safety and Security
	Notify security if clients act in an aggressive or forceful manner
	☐	
	

	Staff Awareness
	Monitor staff for signs and symptoms of stress and/or fatigue. Provide mental health support as capable or report to Health Services Supervisor
	☐	
	

	Administration
	Review incident action plan for each operational period 
	☐	
	

	
	Maintain notes and files for document control and possible transition to end-point shelter 
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to Health Services Supervisor
	☐	
	

	
	Prepare SITREP and submit to Health Services Supervisor 
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Continued Mental Health Services
	Ensure that any issues that require followup are passed on to the appropriate staff member and documented, and/or transported with the clients and communicated to host-shelter
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the Health Services Supervisor
	☐	
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[bookmark: _Toc320897414][bookmark: _Toc320899878]Paramedic/Emergency Medical Technician
Roles and Responsibilities
Position Information
Station Name:		Paramedic/Emergency Medical Technician
ICS Section:			Operations
NIMS Management Structure
Reports to:			Health Services Supervisor

Direct Reports:		Not Applicable
Deliverable
Forms Prepared:		Not Applicable
Forms Reviewed:		Initial Incident Briefing (ICS Form 201)
Incident Objectives (ICS Form 202)
Communication Plan (ICS Form 205)
Communications Requirements Work Sheet (ICS Form216)
Incident Action Plan
Facility Situational Reports
Situation Report/Incident Status Summary (ICS Form 209)
Forms Approved:		Not Applicable
Equipment
Equipment Assigned:	
Responsibilities
The Paramedic/Emergency Medical Technician is on hand to assist with healthcare services for individuals who may appear with medical needs. The Paramedic/Emergency Medical Technician may also assist in transporting those individuals to appropriate facilities.  Paramedic/Emergency Medical Technician staff report to the Health Services Supervisor and are responsibilities for the following:
· {Insert summary of major responsibilities not covered below}
· Coordinating health services rendered at the RHRC
· Ensuring safety of clients and staff
· Establishing areas for medical care
· Ensuring clean practices, compliant with infection control guidelines
· Ensuring availability of medically trained staff at ratios appropriate for client safety
· Ensuring capabilities available to meet level of care required
· Ensuring emergency medical contingencies are readily available for life saving interventions
· Coordinating with transportation resources to ensure protocol is established for emergency medical transport or transfer
· As clients arrive, continually assessing health and medical needs
· Rendering emergency medical care
· Ensuring care is rendered in accordance with appropriate legal and regulatory requirements
· Ensuring staff do not practice outside their scope of licensure
· Evaluating clients for need to transfer to a Facility capable of providing a higher level of care
· Ensuring all functional and access needs are met
· Communicating resource needs/requests to the Health Services Supervisor
· Ensuring documentation of all care rendered
· Ensuring documentation is transferred with clients to shelter, host jurisdiction, or medical Facility.
[bookmark: _Toc320897415][bookmark: _Toc320899879]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here




[bookmark: _Toc319333616][bookmark: _Toc320897416][bookmark: _Toc320899880]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Operations Section Staff as appropriate.
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	[bookmark: _Toc320897417]PARAMEDIC/EMERGENCY MEDICAL TECHNICIAN
[bookmark: _Toc320897418][bookmark: _Toc320899881]POSITION TASK CHECKLIST
[bookmark: _Toc320897419][bookmark: _Toc320899882]SHEET NO. 16
	[bookmark: _Toc320897420][bookmark: _Toc320899883]NAME:

	
	[bookmark: _Toc320897421][bookmark: _Toc320899884]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Health Services Supervisor 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond. If greater medical expertise is required, communicate need to Health Services Supervisor 
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems, learn locations of immediate lifesaving supplies (i.e., Automated External Defibrillator)
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Establish and set up appropriate medical treatment areas, and coordinate with registration and intake for placement considerations
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during RHRC operations are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to unit leader
	☐	
	

	Medical Care
	Provide first aid and treat illnesses and injuries to clients in need 
	☐	
	

	
	Continue to assess and refer acute medical conditions and traumas for immediate transfer to a medical facility
	☐	
	

	
	Notify security of any clients acting in an aggressive manner
	☐	
	

	
	Coordinate transport of acutely ill 
	☐	
	

	Unit Resources
	Request unit resources through Health Services Supervisor
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to Health Services Supervisor
	☐	
	

	
	Prepare animal care unit SITREP and submit to Health Services Supervisor
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Continued Animal Care
	Provide medical care until demobilized by Health Services Supervisor
	☐	
	

	Administrative Duties
	Ensure all records are in order.  Clients records should be maintained for all health and medical services rendered
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221) 
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the Health Services Supervisor
	☐	
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[bookmark: _Toc320897422][bookmark: _Toc320899885]Registration Supervisor
Roles and Responsibilities
[bookmark: _Toc319333619][bookmark: _Toc320897423][bookmark: _Toc320899886]Position Information
Station Name:		Registration Supervisor
ICS Section:			Operations
[bookmark: _Toc319333620][bookmark: _Toc320897424][bookmark: _Toc320899887]NIMS Management Structure
Reports to:			Operations Section Chief
Direct Reports:		Registration staff
[bookmark: _Toc319333621][bookmark: _Toc320897425][bookmark: _Toc320899888]Deliverable
Forms Prepared:		ICS 213 General Message (As needed)
ICS 214 Activity Log
				ICS 221 Demobilization Check-out (As needed)
Forms Reviewed:		Not Applicable 
Forms Approved:		Not Applicable
[bookmark: _Toc319333622][bookmark: _Toc320897426][bookmark: _Toc320899889]Equipment
Equipment Assigned:	
Responsibilities
The Registration Supervisor has overall responsibility for registration of clients.  The Registration Supervisor is responsible for supervising registration staff and the functional and access needs liaison.  The Registration Supervisor reports to the Operations Section Chief.   The Registration and Supervisor is responsible for the following: 
· {Insert summary of major responsibilities not covered below}
· Oversee the registration process and ensure proper documentation of clients
· Ensure effective and efficient registration operations.
[bookmark: _Toc319333623][bookmark: _Toc320897427][bookmark: _Toc320899890]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here




[bookmark: _Toc319333624][bookmark: _Toc320897428][bookmark: _Toc320899891]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit support staff as appropriate.
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	[bookmark: _Toc320897429]REGISTRATION SUPERVISOR
[bookmark: _Toc320897430][bookmark: _Toc320899892]POSITION TASK CHECKLIST
[bookmark: _Toc320897431][bookmark: _Toc320899893]SHEET NO. 17
	[bookmark: _Toc320897432][bookmark: _Toc320899894]NAME:

	
	[bookmark: _Toc320897433][bookmark: _Toc320899895]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from the Operations Section Chief 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Establish and set up the registration stations
	☐	
	

	
	Assist the other units to set up and establish RHRC areas as able
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use within the registration unit are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Intake/Registration 
	Oversee all registration operations  
	☐	
	

	
	Ensure intake/registration forms are complete
	☐	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to Operations Section Chief
	☐	
	

	Administrative Duties
	Transfer originals of intake and registration forms to the Operations Section Chief for document control   
	☐	
	

	
	Maintain documentation of all actions and fill out all necessary station forms during shift 
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to Supervisor
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Registration
	Carry out all job functions until demobilized by Operations Section Chief
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to Operations Section Chief
	☐	
	

	Debrief
	Provide debrief to Operations Section Chief
	☐	
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[bookmark: _Toc320897434][bookmark: _Toc320899896]Registration Staff
Roles and Responsibilities
[bookmark: _Toc319333627][bookmark: _Toc320897435][bookmark: _Toc320899897]Position Information
Station Name:		Registration 
ICS Section:			Operations
[bookmark: _Toc319333628][bookmark: _Toc320897436][bookmark: _Toc320899898]NIMS Management Structure
Reports to:			Registration Supervisor
Direct Reports:		NA
[bookmark: _Toc319333629][bookmark: _Toc320897437][bookmark: _Toc320899899]Deliverable
Forms Prepared:		ICS 213 General Message (As needed)
ICS 214 Activity Log	
Forms Reviewed:		Not Applicable 
Forms Approved:		Not Applicable
[bookmark: _Toc319333630][bookmark: _Toc320897438][bookmark: _Toc320899900]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} registration staff is responsible for registering clients as they come into the RHRC, and for coordinating with RHRC assignment staff regarding placement of individuals in local RHRCs as directed by the Registration Supervisor.  Registration staff report to the Registration Supervisor and responsible for the following:
· {Insert major responsibilities here}
[bookmark: _Toc320897439][bookmark: _Toc320899901][bookmark: _Toc319333631]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here




[bookmark: _Toc320897440][bookmark: _Toc320899902]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897441]REGISTRATION STAFF
[bookmark: _Toc320897442][bookmark: _Toc320899903]POSITION TASK CHECKLIST
[bookmark: _Toc320897443][bookmark: _Toc320899904]SHEET NO. 18
	[bookmark: _Toc320897444][bookmark: _Toc320899905]NAME:

	
	[bookmark: _Toc320897445][bookmark: _Toc320899906]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Registration Supervisor 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the RHRC layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Set up the registration station as directed by unit leader
	☐	
	

	
	Assist the other units to set up and establish other RHRC areas as directed by unit leader
	☐	
	

	Forms and Records
	Prepare all unit-specific forms and records for export use during animal RHRC operations as directed by unit leader.  Photocopy as necessary 
	☐	
	

	OPERATIONAL PERIOD
	
	

	Intake/Registration 
	Begin registering clients upon arrival at facility  
	☐	
	

	
	Obtain necessary information for registration
	☐	
	

	
	Assign each client and his/her personal effects with unique ID number according to regional standard operating procedure.  
	☐	
	

	
	Enter identifications (ID) on all registration/intake forms, and supply clients with ID wristbands   
	☐	
	

	
	Complete all necessary intake/registration forms 
	☐	
	

	
	Direct client to other RHRC support areas  
	☐	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to unit leader
	☐	
	

	Administrative Duties
	Copy all intake and registration forms so that one copy is maintained and another accompanies the client  
	☐	
	

	
	Maintain documentation of all actions and fill out all necessary station forms during shift. 
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to unit leader
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Registration
	Carry out all job functions until demobilized by unit leader
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Debrief
	Provide debrief to unit leader
	☐	
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[bookmark: _Toc320897446][bookmark: _Toc320899907]Shelter Assignment Supervisor
Roles and Responsibilities
{Insert information for Position Task sheet; role will be filled by American Red Cross}
[bookmark: _Toc319333634][bookmark: _Toc320897447][bookmark: _Toc320899908]Position Information
Station Name:		
ICS Section:			
[bookmark: _Toc319333635][bookmark: _Toc320897448][bookmark: _Toc320899909]NIMS Management Structure
Reports to:			
Direct Reports:		
[bookmark: _Toc319333636][bookmark: _Toc320897449][bookmark: _Toc320899910]Deliverable
Forms Prepared:		

Forms Reviewed:		

Forms Approved:		

[bookmark: _Toc319333637][bookmark: _Toc320897450][bookmark: _Toc320899911]Responsibilities
The Shelter Assignment Supervisor is responsible for ensuring appropriate RHRC locations are identified for all individuals processing through the RHRC.  The Shelter Assignment Supervisor is also responsible for supervising Shelter assignment staff.  The Shelter Assignment Supervisor reports to the Operations Section Chief and responsible for the following:
· [bookmark: _Toc319333638]{Insert summary of major responsibilities}
[bookmark: _Toc320897451][bookmark: _Toc320899912]Concept of Operations
[bookmark: _Toc319333639][bookmark: _Toc320897452][bookmark: _Toc320899913]Note to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc319333640][bookmark: _Toc320897453][bookmark: _Toc320899914]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Operations Section Staff as appropriate.
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	[bookmark: _Toc320897454]SHELTER ASSIGNMENT SUPERVISOR
[bookmark: _Toc320897455][bookmark: _Toc320899915]POSITION TASK CHECKLIST
[bookmark: _Toc320897456][bookmark: _Toc320899916]SHEET NO. 19
	[bookmark: _Toc320897457][bookmark: _Toc320899917]NAME:

	
	[bookmark: _Toc320897458][bookmark: _Toc320899918]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	
	
	☐	
	

	
	
	☐	
	

	
	
	☐	
	

	
	
	☐	
	

	OPERATIONAL PERIOD
	
	

	
	
	☐	
	

	
	
	☐	
	

	
	
	☐	
	

	
	
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	
	
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	
	
	☐	
	

	
	
	☐	
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[bookmark: _Toc320897459][bookmark: _Toc320899919]Shelter Assignment Staff
Roles and Responsibilities
{Insert information for Position Task sheet; role will be filled by American Red Cross}
[bookmark: _Toc319333643][bookmark: _Toc320897460][bookmark: _Toc320899920]Position Information
Station Name:		
ICS Section:			
[bookmark: _Toc319333644][bookmark: _Toc320897461][bookmark: _Toc320899921]NIMS Management Structure
Reports to:			
Direct Reports:		
[bookmark: _Toc319333645][bookmark: _Toc320897462][bookmark: _Toc320899922]Deliverable
Forms Prepared:		
Forms Reviewed:		
Forms Approved:		
Equipment
Equipment Assigned:	
Responsibilities
Shelter Assignment Staff are responsible for liaising with other agencies and community organizations regarding shelter availability, and for identifying appropriate shelter locations for individuals processed through the RHRC.  Staff members then interact with these individuals to provide them information on the shelter assignment.  Staff members also track shelter assignments for family reunification purposes.  Shelter Assignment Staff report to the Shelter Assignment Supervisor and are responsible for the following:
· [bookmark: _Toc319333646]{Insert summary of major responsibilities}
[bookmark: _Toc320897463][bookmark: _Toc320899923]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here




[bookmark: _Toc320897464][bookmark: _Toc320899924]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Operations Section Staff as appropriate.
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	[bookmark: _Toc320897465][bookmark: _Toc320899925]SHELTER ASSIGNMENT STAFF
[bookmark: _Toc320897466][bookmark: _Toc320899926]POSITION TASK CHECKLIST
[bookmark: _Toc320897467][bookmark: _Toc320899927]SHEET NO. 20
	[bookmark: _Toc320897468][bookmark: _Toc320899928]NAME:

	
	[bookmark: _Toc320897469][bookmark: _Toc320899929]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	
	
	☐	
	

	
	
	☐	
	

	
	
	☐	
	

	OPERATIONAL PERIOD
	
	

	
	
	☐	
	

	
	
	☐	
	

	
	
	☐	
	

	
	
	☐	
	

	
	
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	
	
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	
	
	☐	
	

	
	
	☐	
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RHRC Pet Staffing Position Descriptions
Care (feeding, watering, exercising) of pets in a RHRC will be the responsibility of pet owners while they are in the RHRC.  Pet staffing will operate the pet section of the RHRC—ensuring registration, coordination, care, and temporary housing of pets within the RHRC.  All pet services positions fall within the Operations Section Branch.
*The Animal Decontamination Unit is an incident-specific function and will be activated only if necessary. 
  

[bookmark: _Toc320897470][bookmark: _Toc320899930]Pets Services Supervisor
Roles and Responsibilities
Position Information
Station Name:		Pet Services Supervisor
ICS Section:			Operations
[bookmark: _Toc319333649][bookmark: _Toc320897471][bookmark: _Toc320899931]NIMS Management Structure
Reports to:			Operations Section Chief
Direct Reports:		Animal Care Coordinator
				Animal Medical Care Unit Leader
				Pet Registration and Export Unit Leader
				Animal Decontamination Unit Leader (AS NEEDED)
[bookmark: _Toc319333650][bookmark: _Toc320897472][bookmark: _Toc320899932]Deliverable
Forms Prepared:		ICS 213 General Message (As needed)
ICS 214 Activity Log
				ICS 221 Demobilization Check-out (As needed)
Forms Reviewed:		Not Applicable 
Forms Approved:		Not Applicable
[bookmark: _Toc319333651][bookmark: _Toc320897473][bookmark: _Toc320899933]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Pet Services Supervisor is responsible for ensuring the coordination of all pet services provided at the RHRC including staff mobilization, setup, resource needs, and demobilization of the pet facilities. The Pet Services Supervisor may need to coordinate with the Operations Section Chief to prepare reports regarding animals within the RHRC for the ESF-6 and ESF-11 operations chief at the Incident Command Center.  All animal personnel and animals are under the control of the Pet Services Supervisor.  The Pet Services Supervisor is responsible for the following: 
· {Insert summary of major responsibilities not covered below}
· Activation of the pet RHRC facilities
· Assurance that all animals brought to the RHRC receive proper and timely care
· Appointment of functional coordinators and teams within the animal portion of the RHRC
· Coordination of veterinary relief efforts
· Oversight of animal operational teams
· Preparation of unit situation report for Pet Services Branch
· Briefings with functional coordinators 
· [bookmark: _Toc319333652]Coordination of resource needs.
Concept of Operations
[bookmark: _Toc319333653][bookmark: _Toc320897475][bookmark: _Toc320899935]Note to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc319333654][bookmark: _Toc320897476][bookmark: _Toc320899936]Position Checklist
The following checklist indicates the functions of this position and serves as the job aid for that position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897477]PET SERVICES SUPERVISOR
[bookmark: _Toc320897478]POSITION TASK CHECKLIST
[bookmark: _Toc320897479][bookmark: _Toc320899937]SHEET NO. 21
	[bookmark: _Toc320897480][bookmark: _Toc320899938]NAME:

	
	[bookmark: _Toc320897481][bookmark: _Toc320899939]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Operations Section Chief 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Activate and oversee the setup of animal units within the RHRC
	☐	
	

	
	Assist the other units to set up and establish animal areas as able
	☐	
	

	Forms and Records
	Prepare all unit-specific forms and records for use during animal RHRC operations  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Operational Briefings
	Brief pet services staff during each operational period to communicate objectives and tasks  
	☐	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to unit leader
	☐	
	

	Supply Requisition 
	Submit requisition requests to Operations Section Chief for approval
	☐	
	

	
	Obtain needed supplies, equipment, and materials for animal operations 
	☐	
	

	Operations
	Oversee all animal RHRC operations and ensure staff duties are completed 
	☐	
	

	
	Ensure owner/staff compliance with RHRC rules regarding care and shelter of animals 
	☐	
	

	Veterinary Relief
	Coordinate additional veterinary relief efforts  
	☐	
	

	Disease Transmission
	Implement protocols to control disease transmission and mitigate pest infestation within the animal RHRC 
	☐	
	

	Animal Decontamination
	Coordinate animal decontamination services if necessary  
	☐	
	

	Staffing
	Appoint additional functional units/coordinators as needed for pet services with Operations Section Chief and Incident Commander approval  
	☐	
	

	
	Coordinate and assign volunteer labor for pet services 
	☐	
	

	Records
	Maintain all records received through pet services and ensure completeness   
	☐	
	

	Situation Reports
	Submit situation reports to the Operations Section Chief/EOC during each operational period 
	☐	
	

	Administrative Duties
	Maintain documentation of all actions and fill out all necessary station forms during shift 
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	Demobilization
	Coordinate the decision to reduce or cease operations based on animal RHRC needs and expect needs 
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to Operations Section Chief
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	
	Determine progress towards the IAP objectives
	☐	
	

	Animal Export
	Carry out all job functions until demobilized by Operations Section Chief
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to the Operations Section Chief
	☐	
	

	Debrief
	Provide debrief to Operations Section Chief
	☐	
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[bookmark: _Toc320897482][bookmark: _Toc320899940]Animal Care Coordinator
Roles and Responsibilities
[bookmark: _Toc319333657][bookmark: _Toc320897483][bookmark: _Toc320899941]Position Information
Station Name:		Animal Care Coordinator
ICS Section:			Operations
[bookmark: _Toc319333658][bookmark: _Toc320897484][bookmark: _Toc320899942]NIMS Management Structure
Reports to:			Pet Services Supervisor
Direct Reports:		Animal Care GROUP Personnel
				Kennel Unit
[bookmark: _Toc319333659][bookmark: _Toc320897485][bookmark: _Toc320899943]Deliverable
Forms Prepared:		ICS 213 General Message (As needed)
ICS 214 Activity Log
				ICS 221 Demobilization Check-out (As needed)
Forms Reviewed:		Not Applicable 
Forms Approved:		Not Applicable
[bookmark: _Toc319333660][bookmark: _Toc320897486][bookmark: _Toc320899944]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Animal Care Coordinator has overall responsibility for safe care and handling of the animals within the RHRC.  The person(s) should oversee the unloading and intake of animals into the RHRC, as well as ensure reunification of animals and their owners.   The Animal Care Coordinator should identify the needs for additional staff and resources to complete the functions described within the animal coordination section, and should request resources as necessary.  The Animal Care Coordinator is responsible for the following: 
· {Insert summary of major responsibilities not covered below}
· Supervise unloading and intake of pets
· Ensure that all animals brought to the RHRC receive proper and timely care
· Coordinate transfer of animals requiring additional medical care
· Reunify animals with their owners.
[bookmark: _Toc320897487][bookmark: _Toc320899945][bookmark: _Toc319333661]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc320897488][bookmark: _Toc320899946]Position Checklist
Regional Hub Reception Center 	Illinois - Indiana - Wisconsin
Operational Guidance 	Combined Statistical Area
DRAFT

The following checklist indicates the functions of this position and serves as the job aid for that position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897489]ANIMAL CARE COORDINATOR
[bookmark: _Toc320897490]POSITION TASK CHECKLIST
[bookmark: _Toc320897491][bookmark: _Toc320899947]SHEET NO. 22
	[bookmark: _Toc320897492][bookmark: _Toc320899948]NAME:

	
	[bookmark: _Toc320897493][bookmark: _Toc320899949]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Pet Services Supervisor 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Establish and set up the animal care station 
	☐	
	

	
	Assist Veterinarian In-Charge and Veterinary Staff to set up and establish animal medical unit
	☐	
	

	
	Coordinate with other animal units requiring assistance with setup.  Assist and assign team staff to assist with setup as necessary
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during animal RHRC operations are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to unit leader
	☐	
	

	Animal Unloading and Intake
	Oversee animal unloading and intake operations
	☐	
	

	Animal Care and Handling 
	Oversee the shelter and care of all animals at the RHRC
	☐	
	

	
	Assign animal care givers to rescued animals without owners or owners unable to care for their pets  
	☐	
	

	
	Ensure the owner or designated care-giver is providing food, shelter, water, grooming, and exercise to his/her animal 
	☐	
	

	
	Coordinate care of special animals (wild, exotic, feral)
	☐	
	

	
	Designate at-risk animals (geriatric, ill, anxious) with cage markers or signage, and separate if needed so adequate care can be given 
	☐	
	

	Animal Transfer
	Coordinate transfer of unclaimed animals to end-point shelter upon deactivation of RHRC 
	☐	
	

	
	Coordinate transfer of animals to outside Facility for additional or specialized care, or transfer of animals requiring care upon Facility deactivation 
	☐	
	

	Animal Medical Needs
	Coordinate transfer of injured/sick animals to medical unit (before registration if necessary) 
	☐	
	

	Administrative Duties
	Maintain daily records of the care each animal receives (food, water, shelter, grooming, exercise, medications, etc.)
	☐	
	

	
	Maintain an “unclaimed animals” photo book for rescued animals 
	☐	
	

	
	Maintain “lost animal” forms completed by owners with animal photo if available 
	☐	
	

	
	Maintain completed animal reclaim forms 
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	Unit Resources
	Request unit resources through Pet Services Supervisor
	☐	
	

	Reunification
	Compare “lost animal” forms with “unclaimed animal” photo book 
	☐	
	

	
	Ensure that the owner ID number and a photo taken of the person with the animal is attached to the reclaim form
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to supervisor
	☐	
	

	
	Prepare animal care unit SITREP and submit to Pet Services Supervisor 
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Continued Animal Care
	Provide animal care until demobilized by unit leader
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the Pet Services Supervisor
	☐	
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[bookmark: _Toc320897494][bookmark: _Toc320899950]Animal Care Unit Staff
Roles and Responsibilities
[bookmark: _Toc319333664][bookmark: _Toc320897495][bookmark: _Toc320899951]Position Information
Station Name:		Animal Care
ICS Section:			Operations
NIMS Management Structure
Reports to:			Animal Care Coordinator
Direct Reports:		NA
[bookmark: _Toc319333665][bookmark: _Toc320897496][bookmark: _Toc320899952]Deliverable
Forms Prepared:		ICS 213 General Message (As needed)
ICS 214 Activity Log	
Forms Reviewed:		Not Applicable 
Forms Approved:		Not Applicable
Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC animal care staff is responsible for the everyday care and handling of animals within the RHRC as directed by the Animal Care Coordinator.  Initially, the animal care staff should assist the animal medical care unit in addition to their other responsibilities until medical care staff are activated and as needs arise.  Animal care personnel are responsible for the following: 
· {Insert summary of major responsibilities not covered below}
· Carrying out the duties of the animal care unit as directed by the Animal Care Coordinator 
· Unloading and taking in pets
· Ensuring that all animals brought to the RHRC receive proper and timely care
· Monitoring animals for signs of illness or stress
[bookmark: _Toc320897497][bookmark: _Toc320899953][bookmark: _Toc319333666]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here





[bookmark: _Toc320897498][bookmark: _Toc320899954]Position Checklist
Regional Hub Reception Center 	Illinois - Indiana - Wisconsin
Operational Guidance 	Combined Statistical Area
DRAFT

The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897499]ANIMAL CARE STAFF
[bookmark: _Toc320897500]POSITION TASK CHECKLIST
[bookmark: _Toc320897501][bookmark: _Toc320899955]SHEET NO. 23
	[bookmark: _Toc320897502][bookmark: _Toc320899956]NAME:

	
	[bookmark: _Toc320897503][bookmark: _Toc320899957]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Animal Care Coordinator 
	☐	
	

	
	Understand Facility rules and unit policies and procedures. 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Set up the animal food and water stations as directed by unit leader
	☐	
	

	
	Assist Veterinarian In-Charge and Veterinary Staff to set up and establish animal medical unit as directed by unit leader
	☐	
	

	
	Assist the Kennel team to set up and establish the animal kennel area, animal RHRC signage, and animal equipment storage areas as directed by unit leader
	☐	
	

	Forms and Records
	Prepare all unit-specific forms and records for use during animal RHRC operations as directed by unit leader.  Photocopy as necessary 
	☐	
	

	OPERATIONAL PERIOD
	
	

	Animal Unloading and Intake
	Unload evacuated or rescued animals from transport area for Registration  
	☐	
	

	Animal Care and Handling 
	Provide food and water to animals if owner is unable as directed by unit leader
	☐	
	

	
	Provide “unclaimed” or rescued animals with basic care (food, water, exercise, grooming, etc.) as assigned by unit leader
	☐	
	

	
	Load animals into travel crates for transport to end-point shelter
	☐	
	

	
	Monitor animal stations for safe animal handling
	☐	
	

	
	Escort animals/owners to animal registration area
	☐	
	

	Animal Medical Needs
	Escort sick/injured animals to the medical unit for care 
	☐	
	

	
	Monitor animals for signs of heat/cold stress in all areas of the RHRC
	☐	
	

	
	Assist Veterinarian In-Charge with animal care of as directed 
	☐	
	

	Animal Observation
	Observe animals in all areas of the RHRC.  Record any changes noted in behavior (food/water intake, listlessness, stress, fatigue, mood/behavior changes, etc.) and report to unit leader 
	☐	
	

	Administrative Duties
	Ensure records are maintained 
	☐	
	

	
	Maintain documentation of all actions and decisions on a continual basis
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to unit leader
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to unit leader
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Continued Animal Care
	Provide animal care until demobilized by unit leader
	☐	
	

	Administrative Duties
	Ensure all records are in order
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Debrief
	Provide debrief to the unit leader
	☐	
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[bookmark: _Toc320897504][bookmark: _Toc320899958]Kennel Unit Leader
Roles and Responsibilities
[bookmark: _Toc319333669][bookmark: _Toc320897505][bookmark: _Toc320899959]Position Information
Station Name:		Kennel Unit Leader
ICS Section:			Operations
[bookmark: _Toc319333670][bookmark: _Toc320897506][bookmark: _Toc320899960]NIMS Management Structure
Reports to:			Animal Care Coordinator
Direct Reports:		Kennel Area Unit Staff
[bookmark: _Toc319333671][bookmark: _Toc320897507][bookmark: _Toc320899961]Deliverable
Forms Prepared:		ICS 213 General Message (As needed)
ICS 214 Activity Log
				ICS 221 Demobilization Check-out (As needed)
Forms Reviewed:		Not Applicable 
Forms Approved:		Not Applicable
[bookmark: _Toc319333672][bookmark: _Toc320897508][bookmark: _Toc320899962]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Kennel Unit Leader is responsible for ensuring the kennel and storage areas are maintained. The kennel unit should be activated immediately with the RHRC to begin setup and placement of kennels and supplies within the animal RHRC.  The Kennel Unit Leader is responsible for the following: 
· {Insert summary of major responsibilities not covered below}
· Setup of the animal RHRC areas and kennel placement
· Maintenance of the storage area of the animal RHRC
· Assurance that all animal kennels and areas are properly cleaned and maintained between animals and as needed. 
[bookmark: _Toc320897509][bookmark: _Toc320899963][bookmark: _Toc319333673]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here





[bookmark: _Toc320897510][bookmark: _Toc320899964]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897511]KENNEL UNIT LEADER
[bookmark: _Toc320897512]POSITION TASK CHECKLIST
[bookmark: _Toc320897513][bookmark: _Toc320899965]SHEET NO. 24
	[bookmark: _Toc320897514][bookmark: _Toc320899966]NAME:

	
	[bookmark: _Toc320897515][bookmark: _Toc320899967]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Pet Services Supervisor 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Establish and set up the kennel area, storage areas, grooming, isolation/quarantine, exercise, and cage washing areas
	☐	
	

	
	Designate separate areas of the animal RHRC with proper signage
	☐	
	

	
	Designate kennels areas according to Facility plan (animal type, rescued animal, special needs, etc.)
	☐	
	

	
	Coordinate with other animal units requiring assistance with setup.  Assist and assign team staff to assist with setup as able
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during animal RHRC operations are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to unit leader
	☐	
	

	Cleaning
	Ensure cages are cleaned and animal bedding changed after each animal change and as needed 
	☐	
	

	
	Ensure all areas of the RHRC (holding, banding, kennel, grooming, exercise areas, etc.) are cleaned as sanitized according to protocol and on schedule 
	☐	
	

	Kennel Area
	Ensure cages are set up properly and stacked cages are secured in place
	☐	
	

	
	Check for the proper documentation on each cage 
	☐	
	

	Storage Area 
	Oversee the order and maintenance of the supply areas 
	☐	
	

	
	Ensure access to the area is controlled and supply requests are filled according to protocol   
	☐	
	

	Administrative Duties
	Maintain storage room inventory of animal RHRC supplies
	☐	
	

	
	Maintain paperwork for supply requests and a distribution list of supplies  
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	Unit Resources
	Request unit resources through Pet Services Supervisor
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to supervisor
	☐	
	

	
	Prepare Kennel unit SITREP and submit to Pet Services Supervisor 
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Continued Animal Care
	Provide animal care until demobilized by unit leader
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to Pet Services Supervisor
	☐	
	

	Debrief
	Provide debrief to the Pet Services Supervisor
	☐	
	



Regional Hub Reception Center 	Illinois - Indiana - Wisconsin
Operational Guidance 	Combined Statistical Area
DRAFT


[image: ]Part III –Regional Hub Reception Center 
Concept of Operations Toolkit	117

[bookmark: _Toc320897516][bookmark: _Toc320899968]Kennel Unit Staff
Roles and Responsibilities
[bookmark: _Toc319333676][bookmark: _Toc320897517][bookmark: _Toc320899969]Position Information
Station Name:		Kennel Unit
ICS Section:			Operations
[bookmark: _Toc319333677][bookmark: _Toc320897518][bookmark: _Toc320899970]NIMS Management Structure
Reports to:			Kennel Unit Leader
Direct Reports:		NA
[bookmark: _Toc319333678][bookmark: _Toc320897519][bookmark: _Toc320899971]Deliverable
Forms Prepared:		ICS 213 General Message (As needed)
ICS 214 Activity Log
Forms Reviewed:		Not Applicable 
Forms Approved:		Not Applicable
[bookmark: _Toc319333679][bookmark: _Toc320897520][bookmark: _Toc320899972]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Kennel Staff is responsible for the everyday care and maintenance of the kennel area and associated support areas of the RHRC, including the grooming, storage, isolation, and exercise areas within the animal RHRC as directed by the Kennel Unit Leader.  Support staff for the kennel unit should be activated as needed to meet the needs of the Facility.  Kennel unit personnel are responsible for the following: 
· {Insert summary of major responsibilities not covered below}
· Set up and maintain all support areas of the RHRC
· Clean all cages, kennels, and equipment for the animal RHRC 
· Assist the animal care unit as able or trained  
· Maintain inventory of the supply storage areas as directed by unit leader 
· Monitor animals for signs of illness or stress if trained/capable.
[bookmark: _Toc320897521][bookmark: _Toc320899973][bookmark: _Toc319333680]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here




[bookmark: _Toc320897522][bookmark: _Toc320899974]Position Checklist
Regional Hub Reception Center 	Illinois - Indiana - Wisconsin
Operational Guidance 	Combined Statistical Area
DRAFT

The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897523]KENNEL UNIT STAFF
[bookmark: _Toc320897524]POSITION TASK CHECKLIST
[bookmark: _Toc320897525][bookmark: _Toc320899975]SHEET NO. 25
	[bookmark: _Toc320897526][bookmark: _Toc320899976]NAME:

	
	[bookmark: _Toc320897527][bookmark: _Toc320899977]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Animal Care Coordinator 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Set up the kennel, grooming, exercise, isolation/quarantine, feeding, and storage areas as directed by unit leader
	☐	
	

	
	Post animal signage as directed throughout Facility
	☐	
	

	
	Assist with the setup of other animal units as able and directed by unit leader
	☐	
	

	Forms and Records
	Prepare all unit-specific forms and records for use during animal RHRC operations as directed by unit leader.  Photocopy as necessary. 
	☐	
	

	OPERATIONAL PERIOD
	
	

	Animal Unloading and Intake
	Unload evacuated or rescued animals from transport area for Registration
	☐	
	

	Kennel Area
	Set up and maintain cages, kennels, and crates by animal type 
	☐	
	

	
	Escort animals/owners as needed or requested
	☐	
	

	Cleaning
	Clean and sanitize kennels according to schedule or after animal is checked out of RHRC and before occupied by a new animal   
	☐	
	

	
	Clean and sanitize all holding, banding, grooming, quarantine, kennel areas, etc., daily or as needed
	☐	
	

	Storage Area
	Assist unit leader with stocking and maintenance of the storage areas
	☐	
	

	
	Inventory supplies as directed 
	☐	
	

	Exercise Area
	Observe animal exercise area.  Make sure animal wastes are disposed of properly, and maintain fencing as needed  
	☐	
	

	
	Clean and sanitize exercise area as needed according to schedule 
	☐	
	

	Animal Observation
	Observe animals in all areas of the RHRC if trained.  Report any changes in behavior (food/water intake, listlessness, stress, fatigue, mood/behavior changes, etc.) and report to unit leader 
	☐	
	

	Administrative Duties
	Ensure records are maintained 
	☐	
	

	
	Maintain documentation of all actions and decisions on a continual basis
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to unit leader
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to unit leader
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Continued Animal Care
	Provide animal care until demobilized by unit leader
	☐	
	

	Administrative Duties
	Ensure all records are in order
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Debrief
	Provide debrief to unit leader
	☐	
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[bookmark: _Toc320897528][bookmark: _Toc320899978]Pet Registration and Supervisor
Roles and Responsibilities
[bookmark: _Toc319333683][bookmark: _Toc320897529][bookmark: _Toc320899979]Position Information
Station Name:		Pet Registration and Supervisor
ICS Section:			Operations
[bookmark: _Toc319333684][bookmark: _Toc320897530][bookmark: _Toc320899980]NIMS Management Structure
Reports to:			Pet Services Supervisor
Direct Reports:		Pet Registration Unit
				Pet Export Unit
[bookmark: _Toc319333685][bookmark: _Toc320897531][bookmark: _Toc320899981]Deliverable
Forms Prepared:		ICS 213 General Message (As needed)
ICS 214 Activity Log
				ICS 221 Demobilization Check-out (As needed)
Forms Reviewed:		Not Applicable 
Forms Approved:		Not Applicable
[bookmark: _Toc319333686][bookmark: _Toc320897532][bookmark: _Toc320899982]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Registration and Supervisor will oversee the registration and release functions of animals entering and departing from the RHRC.  The Pet Registration and Supervisor reports to the Pet Services Supervisor.  This function may be separated if the needs exceed the staff capability to carry out responsibilities.  The Registration and Supervisor is responsible for the following: 
· {Insert summary of major responsibilities not covered below}
· Oversee the registration and export process and proper documentation
· Ensure effective and efficient registration and export operations
· Ensure proper vehicle temperature for animal transportation
· Ensure animals crates are loaded properly and secured in place prior to disembarkation. 
[bookmark: _Toc320897533][bookmark: _Toc320899983][bookmark: _Toc319333687]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here




[bookmark: _Toc320897534][bookmark: _Toc320899984]Position Checklist
Regional Hub Reception Center 	Illinois - Indiana - Wisconsin
Operational Guidance 	Combined Statistical Area
DRAFT

The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
[image: ][image: ]Part III –Regional Hub Reception Center 
Concept of Operations Toolkit	124

	[bookmark: _Toc320897535]ANIMAL REGISTRATION/EXPORT UNIT LEADER
[bookmark: _Toc320897536]POSITION TASK CHECKLIST
[bookmark: _Toc320897537][bookmark: _Toc320899985]SHEET NO. 26
	[bookmark: _Toc320897538][bookmark: _Toc320899986]NAME:

	
	[bookmark: _Toc320897539][bookmark: _Toc320899987]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Pet Services Supervisor 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Establish and set up the animal registration and export stations
	☐	
	

	
	Assist the other units to set up and establish animal areas as able
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use within registration and export units are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Intake/Registration 
	Oversee all registration operations  
	☐	
	

	
	Ensure intake/registration forms are complete
	☐	
	

	Export Operations
	Oversee export operations
	☐	
	

	
	Ensure that the truck trailer/van/bus for animal transport is cooled or heated to about 70 degrees Fahrenheit 
	☐	
	

	
	Ensure the crates have been loaded properly and secured in place so that they do not shift during transport 
	☐	
	

	
	Ensure the truck manifests match the animals loaded for transport 
	☐	
	

	Animal Observation
	Observe animals during registration/export process for signs of stress.  Report any changes in behavior to unit leader or Animal Care Coordinator  
	☐	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to unit leader
	☐	
	

	Administrative Duties
	Transfer originals of intake, registration, and export forms to Pet Services Supervisor for document control   
	☐	
	

	
	Maintain documentation of all actions and fill out all necessary station forms during shift
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to Supervisor
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Registration/Export
	Carry out all job functions until demobilized by Supervisor
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to Supervisor
	☐	
	

	Debrief
	Provide debrief to Pet Services Supervisor
	☐	
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[bookmark: _Toc320897540][bookmark: _Toc320899988]Pet Registration Staff
Roles and Responsibilities
[bookmark: _Toc319333690][bookmark: _Toc320897541][bookmark: _Toc320899989]Position Information
Station Name:		Pet Registration 
ICS Section:			Operations
NIMS Management Structure
Reports to:			Pet Registration and Supervisor

Direct Reports:		NA
[bookmark: _Toc319333691][bookmark: _Toc320897542][bookmark: _Toc320899990]Deliverable
Forms Prepared:		ICS 213 General Message (As needed)
ICS 214 Activity Log		
Forms Reviewed:		Not Applicable 
Forms Approved:		Not Applicable
[bookmark: _Toc319333692][bookmark: _Toc320897543][bookmark: _Toc320899991]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Pet Registration staff is responsible for registering animals as they enter the RHRC with their owners.  When registration needs are greater than export needs, staff members who support export can transfer to support registration functions.  Conversely, registration staff can support export functions when that need is greater. Pet registration staff report to the pet Registration and Supervisor.  Registration personnel are responsible for the following: 
· {Insert summary of major responsibilities not covered below}
· Collect all necessary information from owners for animal registration
· Input all information for complete and thorough registration/intake of animals
· Attach photo of owner/animal to paperwork to assist with reunification
· Maintain proper documentation. 
[bookmark: _Toc320897544][bookmark: _Toc320899992][bookmark: _Toc319333693]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here

· [bookmark: _Toc320897545][bookmark: _Toc320899993]
· [bookmark: _Toc320897546][bookmark: _Toc320899994]

[bookmark: _Toc320897547][bookmark: _Toc320899995]Position Checklist
Regional Hub Reception Center 	Illinois - Indiana - Wisconsin
Operational Guidance 	Combined Statistical Area
DRAFT

The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897548]PET REGISTRATION STAFF
[bookmark: _Toc320897549]POSITION TASK CHECKLIST
[bookmark: _Toc320897550][bookmark: _Toc320899996]SHEET NO. 27
	[bookmark: _Toc320897551][bookmark: _Toc320899997]NAME:

	
	[bookmark: _Toc320897552][bookmark: _Toc320899998]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Registration and Export Unit Leader 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Set up the animal registration station as directed by unit leader
	☐	
	

	
	Assist the other units to set up and establish animal areas as directed by unit leader
	☐	
	

	Forms and Records
	Prepare all unit-specific forms and records for export use during animal RHRC operations as directed by unit leader.  Photocopy as necessary. 
	☐	
	

	OPERATIONAL PERIOD
	
	

	Intake/Registration 
	Begin registering animals upon arrival at facility  
	☐	
	

	
	Obtain necessary information from owners for pet registration
	☐	
	

	
	Check animal for microchip information (if scanners available)
	☐	
	

	
	Assign each animal with unique ID number according to regional SOP  
	☐	
	

	
	Enter animal ID on all registration/intake forms, animal tab-band collar (or equivalent), cage ID card, and owner wristband (for reunification)   
	☐	
	

	
	Give animal ID collar to owner for placement in banding area 
	☐	
	

	
	Take a picture of animal with owner and attach to forms 
	☐	
	

	
	Complete all necessary intake/registration forms 
	☐	
	

	
	Show owners and animals to banding area  
	☐	
	

	Animal Observation
	Observe animals during registration process for signs of stress.  Report any changes in behavior to unit leader or Animal Care Coordinator 
	☐	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to unit leader
	☐	
	

	Administrative Duties
	Copy all intake and registration forms so that one copy is maintained and other accompanies the animal (via cage or file)  
	☐	
	

	
	Maintain documentation of all actions and fill out all necessary station forms during shift 
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to unit leader
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Registration
	Carry out all job functions until demobilized by unit leader
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Debrief
	Provide debrief to unit leader
	☐	
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[bookmark: _Toc320897553][bookmark: _Toc320899999]Pet Export Staff
Roles and Responsibilities
[bookmark: _Toc319333696][bookmark: _Toc320897554][bookmark: _Toc320900000]Position Information
Station Name:		Pet Export 
ICS Section:			Operations
NIMS Management Structure
Reports to:			Pet Registration and Supervisor
Direct Reports:		NA
[bookmark: _Toc319333697][bookmark: _Toc320897555][bookmark: _Toc320900001]Deliverable
Forms Prepared:		ICS 213 General Message (As needed)
ICS 214 Activity Log		
Forms Reviewed:		Not Applicable 
Forms Approved:		Not Applicable
[bookmark: _Toc319333698][bookmark: _Toc320897556][bookmark: _Toc320900002]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Export personnel are responsible for assisting with the return of animals to their owners as they are departing from the RHRC.  As export needs become greater than registration needs, staff members who support registration can transfer to support export functions.  Conversely, export staff can support registration functions when that need is greater. Export staff report to the Pet Registration and Supervisor.  Export personnel are responsible for the following: 
· {Insert summary of major responsibilities not covered below}
· Load and secure animal cages to vehicle for safe transport
· Observe animals during export for signs of illness or stress
· Properly document all animals being loaded for export for tracking and manifest.
[bookmark: _Toc320897557][bookmark: _Toc320900003]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here

· [bookmark: _Toc320897558][bookmark: _Toc320900004]
· [bookmark: _Toc320897559][bookmark: _Toc320900005]
[bookmark: _Toc320897560][bookmark: _Toc320900006]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897561]PET EXPORT STAFF
[bookmark: _Toc320897562]POSITION TASK CHECKLIST
[bookmark: _Toc320897563][bookmark: _Toc320900007]SHEET NO. 28 
	[bookmark: _Toc320897564][bookmark: _Toc320900008]NAME:

	
	[bookmark: _Toc320897565][bookmark: _Toc320900009]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Registration and Export Unit Leader 
	☐	
	

	
	Understand facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the RHRC layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Set up the animal export station as directed by unit leader
	☐	
	

	
	Assist the other units to set up and establish animal areas as directed by unit leader
	☐	
	

	Forms and Records
	Prepare all unit-specific forms and records for export use during animal RHRC operations as directed by unit leader.  Photocopy as necessary 
	☐	
	

	OPERATIONAL PERIOD
	
	

	Animal Loading and Export 
	Place animal ID # on duct tape or label on it travel crate during loading if not already done
	☐	
	

	
	Load animals onto transport vehicle according to prescribed SOP
	☐	
	

	
	Configure cages on trucks for transport for maximum animal safety and efficiency 
	☐	
	

	
	Load at-risk animals last to keep stress at a minimum 
	☐	
	

	
	Secure all cages to the vehicle walls or floor to keep cages in place 
	☐	
	

	Animal Observation
	Observe animals during export process for signs of stress.  Report any changes in behavior to unit leader or Animal Care Coordinator  
	☐	
	

	Administrative Duties
	Record each animal’s information and ID number on the truck manifest as it is loaded 
	☐	
	

	
	Maintain documentation of all actions and fill out all necessary station forms during shift 
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to unit leader
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to unit leader
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Animal Export
	Carry out all job functions until demobilized by unit leader
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Debrief
	Provide debrief to unit leader
	☐	
	


Regional Hub Reception Center 	Illinois - Indiana - Wisconsin
Operational Guidance 	Combined Statistical Area
DRAFT


[image: ]Part III –Regional Hub Reception Center 
Concept of Operations Toolkit	134

[bookmark: _Toc320897566][bookmark: _Toc320900010]Animal Medical Care Coordinator
[bookmark: _Toc303783971][bookmark: _Toc299496646][bookmark: _Toc300578522][bookmark: _Toc300578668][bookmark: _Toc299496636][bookmark: _Toc300578512][bookmark: _Toc300578658][bookmark: _Toc305590673]Roles and Responsibilities
[bookmark: _Toc319333702][bookmark: _Toc320897567][bookmark: _Toc320900011]Position Information
Station Name:		Animal Medical Care Coordinator (Veterinarian In-Charge)
ICS Section:			Operations
[bookmark: _Toc319333703][bookmark: _Toc320897568][bookmark: _Toc320900012]NIMS Management Structure
Reports to:			Pet Services Supervisor
Direct Reports:		Veterinarians 
Veterinary Support Personnel 
[bookmark: _Toc319333704][bookmark: _Toc320897569][bookmark: _Toc320900013]Deliverable
Forms Prepared:		ICS 213 General Message (As needed)
ICS 214 Activity Log
				ICS 221 Demobilization Check-out (As needed)
Forms Reviewed:		Not Applicable 
Forms Approved:		Not Applicable
[bookmark: _Toc319333705][bookmark: _Toc320897570][bookmark: _Toc320900014]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Animal Medical Care Coordinator oversees all medical support operations of pets in need of medical attention.  This person should have familiarity in running an animal clinic with both veterinarians and support staff.  This includes administration of rabies vaccination to pets that do not have proof of vaccination.  The veterinarian reports to the Pet Services Supervisor.  The Animal Medical Care Coordinator is responsible for the following: 
· {Insert summary of major responsibilities not covered below}
· Activate the pet RHRC facilities
· Supervise unloading and intake of pets
· Ensure that all animals brought to the RHRC with medical, pharmaceutical, or first-aid needs receive proper and timely care
· Oversee animal operational teams
· Prepare Unit SITREP for Pet Services Group
· Coordinate resource needs. 
[bookmark: _Toc320897571][bookmark: _Toc320900015][bookmark: _Toc319333706]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here

· [bookmark: _Toc320897572][bookmark: _Toc320900016]
· [bookmark: _Toc320897573][bookmark: _Toc320900017]



[bookmark: _Toc320897574][bookmark: _Toc320900018]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897575]ANIMAL MEDICAL CARE COORDINATOR
[bookmark: _Toc320897576]POSITION TASK CHECKLIST
[bookmark: _Toc320897577][bookmark: _Toc320900019]SHEET NO. 29
	[bookmark: _Toc320897578][bookmark: _Toc320900020]NAME:

	
	[bookmark: _Toc320897579][bookmark: _Toc320900021]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Pet Services Supervisor 
	☐	
	

	
	Understand facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the RHRC layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Establish and set up the animal medical unit/animal first aid station 
	☐	
	

	Staffing
	Mobilize veterinary staff for added medical care as needs arise and with the proper approval from Pet Services Supervisor and Operations Section Chief  
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during animal RHRC operations are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to Pet Services Supervisor.
	☐	
	

	Animal Registration
	Microchip animals (if part of RHRC protocol) for identification purposes if training allows
	☐	
	

	Priority for Care
	Implement priority list for care of injured animals brought into RHRC (Police dogs, search and rescue animals, service, animals, and pets)
	☐	
	

	Medical Care
	Implement regional or jurisdictional protocols for euthanasia of animals (dying, diseased, vicious, etc.)
	☐	
	

	
	Coordinate followup/post-operative and general care to injured/sick animals in the medical unit  
	☐	
	

	
	Inform owners of deceased animals and coordinate disposal 
	☐	
	

	Additional Animal Medical Needs
	Work with the Pet Services Supervisor to coordinate for outside veterinary services if needed  
	☐	
	

	Administrative Duties
	Maintain daily records on each animal receiving care
	☐	
	

	
	Maintain all forms for the medical unit and submit to Pet Services Supervisor 
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	Unit Resources
	Request unit resources through Pet Services Supervisor
	☐	
	

	Reunification
	Compare “lost animal” forms with “unclaimed animal” photobook 
	☐	
	

	
	Ensure that the owner ID number and a photo taken of the person with the animal is attached to the reclaim form
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to supervisor
	☐	
	

	
	Prepare animal medical unit SITREP and submit to Pet Services Supervisor 
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Continued Animal Care
	Provide animal care until demobilized by unit leader
	☐	
	

	Administrative Duties
	Ensure all records are in order
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the Pet Services Supervisor
	☐	
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[bookmark: _Toc320897580][bookmark: _Toc320900022]Veterinary Staff
Roles and Responsibilities
[bookmark: _Toc319333709][bookmark: _Toc320897581][bookmark: _Toc320900023]Position Information
Station Name:		Animal Medical Care Coordinator (Veterinarian In-Charge)
ICS Section:			Operations
[bookmark: _Toc319333710][bookmark: _Toc320897582][bookmark: _Toc320900024]NIMS Management Structure
Reports to:			Pet Services Supervisor
Direct Reports:		NA				
[bookmark: _Toc319333711][bookmark: _Toc320897583][bookmark: _Toc320900025]Deliverable
Forms Prepared:		ICS 213 General Message (As needed)
ICS 214 Activity Log
				ICS 221 Demobilization Check-out (As needed)
Forms Reviewed:		Not Applicable 
Forms Approved:		Not Applicable
[bookmark: _Toc319333712][bookmark: _Toc320897584][bookmark: _Toc320900026]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Veterinary Staff will include both veterinary professionals and veterinary support staff, and will carry out the medical functions for the animal RHRC.  Veterinary support staff should not exceed their training level, as some work will require veterinary professionals.  Functions for this unit include administration of rabies vaccination to pets that do not have proof of vaccination, and emergency and non-emergency medical care.  The veterinary staff reports to the Animal Medical Care Unit Leader.  These staff are responsible for the following: 
· {Insert summary of major responsibilities not covered below}
· Ensure that all animals brought to the RHRC with medical, pharmaceutical, or first-aid needs receive proper and timely care
· Administrate vaccinations and medications
· Conduct euthanasia of dying animals.
[bookmark: _Toc320897585][bookmark: _Toc320900027]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here

· [bookmark: _Toc320897586][bookmark: _Toc320900028]
· [bookmark: _Toc320897587][bookmark: _Toc320900029]


[bookmark: _Toc320897588][bookmark: _Toc320900030]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897589]VETERINARY STAFF
[bookmark: _Toc320897590]POSITION TASK CHECKLIST
[bookmark: _Toc320897591][bookmark: _Toc320900031]SHEET NO. 30
	[bookmark: _Toc320897592][bookmark: _Toc320900032]NAME:

	
	[bookmark: _Toc320897593][bookmark: _Toc320900033]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Pet Services Supervisor 
	☐	
	

	
	Understand facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the RHRC layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Establish and set up the animal medical unit/animal first aid station 
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during animal RHRC operations are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to Pet Services Supervisor
	☐	
	

	Animal Registration
	Microchip animals (if part of facility protocol) for identification purposes
	☐	
	

	Triage
	Perform a medical assessment of animals as requested by units
	☐	
	

	Priority for Care
	Implement priority list for care of injured animals brought into RHRC (Police dogs, search and rescue animals, service, animals, and pets)
	☐	
	

	Medical Care 
	Ensure emergency and non-emergency medical care for animals within the RHRC
	☐	
	

	
	Provide vaccinations to prevent spread of disease and illness according to regional guidance 
	☐	
	

	
	Provide maintenance medications to animals as needed  
	☐	
	

	
	Implement regional or jurisdictional protocols for euthanasia of animals (dying, diseased, vicious, etc.)
	☐	
	

	
	Provide followup/post-operative and general care to injured/sick animals in the medical unit  
	☐	
	

	Additional Animal Medical Needs
	Work with the Animal Care Coordinator to coordinate for outside veterinary services if needed  
	☐	
	

	Administrative Duties
	Maintain all forms for the medical unit and submit to Pet Services Supervisor 
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to supervisor
	☐	
	

	
	Prepare animal medical unit SITREP and submit to Pet Services Supervisor
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Continued Animal Care
	Provide animal care until demobilized by unit leader
	☐	
	

	Administrative Duties
	Ensure all records are in order
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the Pet Services Supervisor
	☐	
	

	[image: ]Briefing and Assignment
	Obtain brief and receive assignment from Animal Care Coordinator 
	☐	
	

	
	Understand facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the RHRC layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Set up the animal food and water stations as directed by unit leader
	☐	
	

	
	Assist Veterinarian In-Charge and veterinary staff to set up and establish animal medical unit as directed by unit leader
	☐	
	

	Forms and Records
	Prepare all unit-specific forms and records for use during animal RHRC operations as directed by unit leader.  Photocopy as necessary 
	☐	
	

	OPERATIONAL PERIOD
	
	

	Animal Registration
	Assist unit leader with microchip procedure (if part of facility protocol) 
	☐	
	

	Intake and Triage
	Perform medical assessments of animals as requested if properly certified
	☐	
	

	
	Visually observe animals as they are unloaded or waiting for registration for signs of injury or illness that may require further assessment 
	☐	
	

	Animal Medical Needs
	Provide medical care as directed by Veterinarian In-Charge
	☐	
	

	
	Distribute animal medications as directed
	☐	
	

	
	Monitor animals for signs of heat/cold stress in all areas of the RHRC
	☐	
	

	
	Assist Veterinarian In-Charge with animal care of as directed 
	☐	
	

	Animal Care
	Provide animals in the medical unit with basic care (food, water, exercise, grooming, etc.)
	☐	
	

	Animal Observation
	Observe animals in all areas of the RHRC as able.  Record any changes noted in behavior (food/water intake, listlessness, stress, fatigue, mood/behavior changes, etc.) and report to unit leader 
	☐	
	

	
	Assist the animal care team with their duties as able and directed
	☐	
	

	Medical Supplies
	Obtain needed supplies, equipment, and materials for medical unit
	☐	
	

	Administrative Duties
	Ensure records are maintained 
	☐	
	

	
	Track injured/sick animals transferred off site for care.  Copy all records/forms and transfer originals to Animal Care Coordinator
	☐	
	

	
	Maintain documentation of all actions and decisions on a continual basis
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to unit leader
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to unit leader
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Continued Animal Care
	Provide animal care until demobilized by unit leader
	☐	
	

	Administrative Duties
	Ensure all records are in order
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221) 
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Debrief
	Provide debrief to the unit leader
	☐	
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[bookmark: _Toc320897599][bookmark: _Toc320900037]Logistics Section
The {Insert Name} RHRC Logistics Section coordinates all logistical support for the RHRC.  The section identifies and provides the human resources, services, equipment, and supplies needed to operate the RHRC.  Activities include all aspects of RHRC Operations including:
· Providing logistic support functions for resource management, mass care, transportation, facilities, personnel, supplies, equipment maintenance, and property
· Providing all service and support functions including:  requisition, ordering, sourcing (requirement processing), acquisitioning, and asset visibility (resource tracking); receipt, storage, and handling; security; accountability; inventory; deployment; issue and distribution; recovery; reutilization; and disposition of materials, equipment, supplies, and services  
· Feeding of individuals in the RHRC
· Communications staffing
· Dormitory services
· Information services
· Materiel coordination and support
· Traffic management and transportation coordination
· Translation services
· Coordination of efforts with Points of Distribution (POD), Staging Area (operations resources), Logistics Staging Area (logistics resources), State Emergency Operations Center (SEOC), and federal logistics counterparts.
Individual responsibilities are broken out for the Section Chief, Group Supervisor, and, as appropriate, Unit Leaders.  These responsibilities and corresponding checklist are included at the conclusion of this Appendix.
Once the RHRC is established, it will operate as a unified command under the direction of the RHRC Facility Manager.  The Logistics Section is responsible for all logistical support for RHRC operations.  Individual responsibilities of the Logistics staff are broken out for the aforementioned logistics elements.  The responsibilities of these individuals and their corresponding checklists are included in this Attachment.  
NIMS Management Structure 
The Logistics Section is managed by the Logistics Section Chief.  The Section Chief is considered part of the RHRC Facility Manager’s General Staff.  As in any incident, the Logistics staff will observe the Incident Command System (ICS) command and control structure.


Logistics Section Command Structure
[image: ]

[bookmark: _Toc320897600][bookmark: _Toc320900038]Logistics Section Chief
Roles and Responsibilities
[bookmark: _Toc319333718][bookmark: _Toc320897601][bookmark: _Toc320900039]Position Information
Station Name:		Logistics Section Chief
ICS Section:			Logistics
[bookmark: _Toc319333719][bookmark: _Toc320897602][bookmark: _Toc320900040]NIMS Management Structure
Reports to:			RHRC Facility Manager
Direct Reports:		Communications Unit Leader
Dormitory Services Supervisor
Feeding Services Supervisor
Facility Services Supervisor
Transportation Services Supervisor
Translation Services Supervisor
Section staff as assigned
[bookmark: _Toc319333720][bookmark: _Toc320897603][bookmark: _Toc320900041]Deliverable
Forms Prepared:		Group Assignment List (ICS Form 204)
Communications Plan (ICS Form 205)
Operational Planning Work Sheet (ICS Form 215)
Transportation Plan
Forms Reviewed:		Initial Incident Briefing (ICS Form 201)
Incident Objectives (ICS Form 202)
Communication Plan (ICS Form 205)
Medical Plan (ICS Form 206)
Communications Requirements Work Sheet (ICS Form216)
Air Operations Summary (ICS Form 220)
Incident Action Plan
Facility Situational Reports
Forms Approved:		Operational Planning Work Sheet (ICS Form 215 and 215a)
[bookmark: _Toc319333721][bookmark: _Toc320897604][bookmark: _Toc320900042]Equipment
Equipment Assigned:	


Responsibilities
The {Insert Name} RHRC Logistics Section Chief is responsible for managing Section personnel and ensuring roles and responsibilities assigned to the Section are completed.  Specifically, the Section Chief needs to: 
· {Insert summary of major responsibilities not covered below}
· Activate Logistics Section, Branches, and Units; determine what modules should be activated, placed on stand-by, or demobilized
· Coordinate RHRC logistics functions to support implementation of the IAP
· Maintain RHRC infrastructure to ensure operational functionality
· Establish and maintain mass care and emergency assistance (food, shelter, medical, psychological, pet sheltering, reunification)
· Manage evacuee tracking
· Manage shelter assignment
· Manage transportation coordination
· Manage family reunification
· Manage provision of individual assistance
· Control resource tasking and allocation
· Determine need for additional resources in accordance with IAP
· Manage and allocate human resources (strike teams) and non-personnel resources
· Initiate recommendation for release of resources
· Coordinate missions assigned to aviation resources
· Conduct Tactics Meeting
[bookmark: _Toc319333722][bookmark: _Toc320897605][bookmark: _Toc320900043]Concept of Operations
[bookmark: _Toc319333723][bookmark: _Toc320897606][bookmark: _Toc320900044]Note to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc319333724][bookmark: _Toc320897607][bookmark: _Toc320900045]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Command and General Staff as appropriate.
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	[bookmark: _Toc320897608]LOGISTICS SECTION CHIEF
[bookmark: _Toc320897609]POSITION TASK CHECKLIST
[bookmark: _Toc320897610][bookmark: _Toc320900046]SHEET NO. 32
	[bookmark: _Toc320897611][bookmark: _Toc320900047]NAME:

	
	[bookmark: _Toc320897612][bookmark: _Toc320900048]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Assess incident situation
	Review the current situation status and initial incident objectives  
	□
	
	

	
	Maintain current situational awareness to make informed decisions
	□
	
	

	Establish Logistics Section
	Establish functionality of Section including assigned units and branches
	□
	
	

	
	Establish the Logistics Section.  Determine short-term and long-term needs of staff Communications and Information Services, Dormitory Services, Feeding Services, Materiel Coordination, Transportation Services, and Translation Services Supervisors
	□
	
	

	Briefing and Assignment
	Determine reimbursement eligibility requirements to steer resource ordering
	□
	
	

	
	Establish parameters for resource requests and releases
	□
	
	

	
	Maximize operations of resources assigned to RHRC
	□
	
	

	
	Request additional resources through the appropriate channels
	□
	
	

	
	Identify current organization, location of resources, and assignments
	□
	
	

	Activate Logistics Support Functions
	Establish emergency communications and connectivity
	□
	
	

	
	Initiate logistics support services including:  requisition, ordering, sourcing (requirement processing), acquisitioning, and asset visibility (resource tracking); receipt, storage, and handling; security; accountability; inventory; deployment; issue and distribution; recovery; reutilization; and disposition of materials, equipment, supplies, and services  
	□
	
	

	
	Implement feeding operations 
	□
	
	

	
	Establish dormitory services 
	□
	
	

	
	Coordinate receipt of mass care-related materials to support operation  
	□
	
	

	
	Initiate traffic management and transportation coordination planning
	□
	
	

	
	Predict need for translation services based on affected area
	□
	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during RHRC logistics are produced and enough copies are available  
	□
	
	

	OPERATIONAL PERIOD
	
	

	Conduct logistics Support Briefing 
	Identify and obtain personnel and material resources in accordance with the IAP
	□
	
	

	
	Brief RHRC personnel on assignments and ordering process  
	□
	
	

	
	Confirm resource ordering process with local EOC and/or Interstate Coordination Process
	□
	
	

	Incident Reports and Actions
	Identify and obtain personnel and material resources in accordance with the IAP
	□
	
	

	
	Provide input on resource availability, support needs, identified shortages, and response time-lines for key resources
	□
	
	

	
	Identify future operational needs (both current and contingency), in order to anticipate logistical requirements
	□
	
	

	
	Ensure Transportation Plan and Communications Plan (ICS Form 205) is prepared
	□
	
	

	Resource Ordering
	Determine need for additional resources in accordance with IAP
	□
	
	

	
	Receive requests for resources not available on a local or regional basis
	□
	
	

	
	Coordinate requests for additional resources so as to eliminate duplicate requests
	□
	
	

	
	Establish a flow for requests, both internal and external.  Ensure adequate information is included with request. Provide confirmation/denial of requests and estimated times of arrival (ETA)
	□
	
	

	
	Research availability of additional resources
	□
	
	

	
	Estimate future service and support requirements
	□
	
	

	
	Plan for the replacement of incident staff as appropriate
	□
	
	

	Maintain Logistics Support Services
	Establish and maintain all RHRC facilities
	□
	
	

	
	Coordinate and provide transportation resources
	□
	
	

	
	Provide and maintain supplies
	□
	
	

	
	Coordinate and provide equipment maintenance and fueling
	□
	
	

	
	Coordinate and provide food service
	□
	
	

	
	Establish and provide RHRC communications
	□
	
	

	Maintain resource tracking
	Maintain resource tracking status boards
	□
	
	

	
	Identify under-utilized resources
	□
	
	

	Manage communications
	Provide emergency communications and connectivity
	□
	
	

	Manage feeding services
	Maintain feeding operations for clients and staff
	□
	
	

	Manage dormitory services
	Maintain client dormitory services including janitorial support
	□
	
	

	Receive and manage materials
	Manage the receipt of mass care-related materials including donations management
	□
	
	

	Receive and manage volunteers
	Manage the acceptance and assignment of volunteers to support operations and logistics functions
	□
	
	

	Maximize use of transportation Assets
	Continue traffic management and transportation coordination planning
	□
	
	

	
	Alert operations of incoming clients
	□
	
	

	Make available translation Services
	Based upon clients, identify options to provide language assistance (e.g., bilingual personnel, interpreters, translated documents, etc.)
	□
	
	

	RHRC Maintenance
	Address building mechanical systems (electricity, heating, cooling, water, etc.)
	□
	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to supervisor
	□
	
	

	
	Assess progress towards meeting the IAP objectives
	
	
	

	
	Ensure accurate resource tracking
	□
	
	

	
	Identify complications in resource ordering or availability
	□
	
	

	
	Notify Operations Section of resource availability problems
	□
	
	

	
	Prioritize logistics section activities based on immediate and projected need
	□
	
	

	DEACTIVATION/CLOSE OUT
	
	

	Initiate recommendation for release of resources
	Recommend release of Unit resources in conformity with Demobilization Plan
	□
	
	

	
	Release or transfer excess resources
	□
	
	

	Administrative Duties
	Ensure all records are in order
	□
	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)
	□
	
	

	
	Submit all records, forms, and paperwork to unit leader
	□
	
	

	Supervisor Debrief
	Provide debrief to the RHRC Manager
	□
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[bookmark: _Toc320897613][bookmark: _Toc320900049]Communications Unit Leader
[bookmark: _Toc320897614][bookmark: _Toc320900050]Roles and Responsibilities
[bookmark: _Toc319333728][bookmark: _Toc320897615][bookmark: _Toc320900051]Position Information
Station Name:		Communications Unit Leader
ICS Section:			Logistics
[bookmark: _Toc319333729][bookmark: _Toc320897616][bookmark: _Toc320900052]NIMS Management Structure
Reports to:			Logistics Section Chief
Direct Reports:		Information Services Staff
Section staff as assigned
[bookmark: _Toc319333730][bookmark: _Toc320897617][bookmark: _Toc320900053]Deliverable
Forms Prepared:		Group Assignment List (ICS Form 204)
Communications Plan (ICS Form 205)
Operational Planning Work Sheet (ICS Form 215)
Forms Reviewed:		Communication Plan (ICS Form 205)
Communications Requirements Work Sheet (ICS Form216)
Incident Action Plan
Facility Situational Reports
Forms Approved:		Communications Plan (ICS Form 205)
[bookmark: _Toc319333731][bookmark: _Toc320897618][bookmark: _Toc320900054]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Communications Unit Leader is responsible for managing personnel and ensuring roles and responsibilities assigned to the Section are completed.  Communications staff report to the communications supervisor.  The Communications Unit Leader needs to: 
· {Insert summary of major responsibilities not covered below}
· Establish all aspects of communication for the RHRC, including information technology, telephone access, wireless access, ham radios, two-way radios (for internal use in the reception center), and any other necessary means of communication.  
· Establish communication with local EOC and additional agencies as needed.
· Support and coordinate communications needs for operation of RHRC.
[bookmark: _Toc319333732][bookmark: _Toc320897619][bookmark: _Toc320900055]

Concept of Operations
[bookmark: _Toc319333733][bookmark: _Toc320897620][bookmark: _Toc320900056]Note to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here


[bookmark: _Toc319333734][bookmark: _Toc320897621][bookmark: _Toc320900057]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897622]COMMUNICATIONS UNIT LEADER
[bookmark: _Toc320897623]POSITION TASK CHECKLIST
[bookmark: _Toc320897624][bookmark: _Toc320900058]SHEET NO. 33
	[bookmark: _Toc320897625][bookmark: _Toc320900059]NAME:

	
	[bookmark: _Toc320897626][bookmark: _Toc320900060]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Assess incident situation
	Review the current situation status and initial incident objectives  
	☐	
	

	
	Maintain current situational awareness to make informed decisions
	☐	
	

	Prepare Communications Plan for RHRC
	Obtain current organizational chart
	☐	
	

	
	Make communications assignments to all other Operation elements
	☐	
	

	
	Determine Command communications needs
	☐	
	

	
	Determine support communication needs
	☐	
	

	
	Provide information on all radio frequency or trunked radio system talk group assignments for each operational period  
	☐	
	

	
	Submit the Communications Plan (ICS Form-205) to the Planning Section Chief for inclusion in the Incident Action Plan.  
	☐	
	

	Establish Communication Systems for RHRC
	Identify all facilities/locations with which communications must be established.  Establish communications with local EOCs and regional agencies as needed  
	☐	
	

	
	Determine need for communication resources and coordinate with Logistics Section Chief to acquire resources  
	☐	
	

	
	Ensure setup and testing of communications network to include all Information Technology (IT), wireless, and telephone access structures
	☐	
	

	
	Ensure ham radio operations are coordinated
	☐	
	

	
	Ensure portable radio equipment, phones, and computers are distributed to RHRC stations as required
	☐	
	

	
	Ensure testing of IT infrastructure to ensure the system is operational
	☐	
	

	
	Ensure distribution and documentation of computer, mobile, radio, and telephone communication equipment to RHRC staff
	☐	
	

	
	Ensure the resources and/or capabilities to maintain cellular signals are available or otherwise acquire these
	☐	
	

	
	Ensure the testing of landline phones and radio links to ensure the system is operational
	☐	
	

	
	Ensure telephone extension assignments within the RHRC are documented and distributed to RHRC staff
	☐	
	

	
	Provide manual backup communications capacity
	☐	
	

	OPERATIONAL PERIOD
	
	

	Manage and maintain Communications Systems
	Establish and maintain communications equipment accountability system
	☐	
	

	
	Ensure the management of software and hardware installation, maintenance, and troubleshooting
	☐	
	

	
	Ensure the maintenance of IT and communications systems
	☐	
	

	
	Ensure alerts and direction in the detection of viruses and other system-wide issues are provided to RHRC staff
	☐	
	

	
	Ensure communications equipment is recovered from staff as they sign out of the operation
	☐	
	

	
	Coordinate and supervise integration of volunteer radio organizations into the communication system; designate agency point of contact
	☐	
	

	
	Ensure radio and telephone logs are available and being used
	☐	
	

	
	Determine need and research availability of additional networks and systems
	☐	
	

	
	Document malfunctioning communications equipment; facilitate repair
	☐	
	

	Provide technical information to Logistics Section Chief as needed
	Adequacy of communications system currently in use
	☐	
	

	
	Geographic limitation of communications equipment
	☐	
	

	
	Equipment capabilities
	☐	
	

	
	Amount and types of equipment available
	☐	
	

	
	Anticipated problems with communications equipment
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to supervisor
	☐	
	

	
	Ensure resolution of any issues or concerns with IT or communication equipment and systems, or transfer of information regarding this to next shift Communications Unit Leader  
	☐	
	

	
	Notify Logistics Section of resource availability problems
	☐	
	

	
	Prioritize logistics section activities based on immediate and projected needs
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Initiate recommendation for release of resources
	Recommend release of Communication resources in conformity with Demobilization Plan
	☐	
	

	
	Release or transfer excess resources
	☐	
	

	Administrative Duties
	Ensure all records are in order
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the Logistics Section Chief
	☐	
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[bookmark: _Toc320897627][bookmark: _Toc320900061]Information Technology Services
[bookmark: _Toc320897628][bookmark: _Toc320900062]Roles and Responsibilities
[bookmark: _Toc319333738][bookmark: _Toc320897629][bookmark: _Toc320900063]Position Information
Station Name:		Information Technology Services
ICS Section:			Logistics
NIMS Management Structure
Reports to:			Communications Unit Leader
Direct Reports:		
[bookmark: _Toc319333739][bookmark: _Toc320897630][bookmark: _Toc320900064]Deliverable
Forms Prepared:		Not Applicable
Forms Reviewed:		Communication Plan (ICS Form 205)
Communications Requirements Work Sheet (ICS Form216)
Incident Action Plan
Facility Situational Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333740][bookmark: _Toc320897631][bookmark: _Toc320900065]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Information Technology Services staff will support the technical resources and systems required for coordinating processing of information for registration of clients into the RHRC.  Information Services Staff also will maintain the necessary computer systems and servers to maintain a database of all shelter assignments for registered clients.  The information technology systems will be developed in accordance with National Mass Evacuation Tracking System and National Sheltering System tracking software and programs.  Specifically, the Group needs to: 
· {Insert summary of major responsibilities not covered below}
[bookmark: _Toc320897632][bookmark: _Toc320900066][bookmark: _Toc319333741]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here

· [bookmark: _Toc320897633][bookmark: _Toc320900067]
· [bookmark: _Toc320897634][bookmark: _Toc320900068]
[bookmark: _Toc320897635][bookmark: _Toc320900069]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897636]INFORMATION TECHNOLOGY SERVICES 
[bookmark: _Toc320897637]POSITION TASK CHECKLIST
[bookmark: _Toc320897638][bookmark: _Toc320900070]SHEET NO. 34
	[bookmark: _Toc320897639][bookmark: _Toc320900071]NAME:

	
	[bookmark: _Toc320897640][bookmark: _Toc320900072]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Assess incident situation
	Review the current situation status and initial incident objectives  
	☐	
	

	
	Maintain current situational awareness to make informed decisions
	☐	
	

	Establish Communications Plan for RHRC
	
	☐	
	

	
	
	☐	
	

	Forms and Records
	
	☐	
	

	OPERATIONAL PERIOD
	
	

	
	
	☐	
	

	
	
	☐	
	

	
	
	☐	
	

	
	
	☐	
	

	
	
	☐	
	

	
	
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to supervisor
	☐	
	

	
	Notify Communications Unit Leader of resource availability problems
	☐	
	

	
	Prioritize logistics section activities based on immediate and projected needs
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Initiate recommendation for release of resources
	Recommend release of Communication resources in conformity with Demobilization Plan
	☐	
	

	
	Release or transfer excess resources
	☐	
	

	Administrative Duties
	Ensure all records are in order
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the Communications Unit Leader
	☐	
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[bookmark: _Toc320897641][bookmark: _Toc320900073]Dormitory Services Supervisor
Roles and Responsibilities
[bookmark: _Toc319333743][bookmark: _Toc320897642][bookmark: _Toc320900074]Position Information
Station Name:		Dormitory Services Supervisor
ICS Section:			Logistics
[bookmark: _Toc319333744][bookmark: _Toc320897643][bookmark: _Toc320900075]NIMS Management Structure
Reports to:			Logistics Section Chief
Direct Reports:		Dormitory Services Staff 
[bookmark: _Toc319333745][bookmark: _Toc320897644][bookmark: _Toc320900076]Deliverable
Forms Prepared:		Group Assignment List (ICS Form 204)
Operational Planning Work Sheet (ICS Form 215)
Forms Reviewed:		Incident Action Plan
Facility Situational Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333746][bookmark: _Toc320897645][bookmark: _Toc320900077]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Dormitory Services Supervisor is responsible for managing Group personnel and ensuring roles and responsibilities assigned to the Group are completed.  The Dormitory Service Supervisor has overall responsibility for the setup and maintenance of the resting and/or sleeping areas, and responsibility for management of the dormitory staff.  Specifically, the group needs to do the following:
· {Insert summary of major responsibilities not covered below}
[bookmark: _Toc319333747][bookmark: _Toc320897646][bookmark: _Toc320900078]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here




[bookmark: _Toc319333748][bookmark: _Toc320897647][bookmark: _Toc320900079]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897648]DORMITORY SUPERVISOR
[bookmark: _Toc320897649]POSITION TASK CHECKLIST
[bookmark: _Toc320897650][bookmark: _Toc320900080]SHEET NO. 35
	[bookmark: _Toc320897651][bookmark: _Toc320900081]NAME:

	
	[bookmark: _Toc320897652][bookmark: _Toc320900082]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Assess incident situation
	Review the current situation status and initial incident objectives  
	☐	
	

	
	Maintain current situational awareness to make informed decisions
	☐	
	

	Area set up
	Refer to Site Configuration in Operation Plan to review space available  
	☐	
	

	
	Coordinate resource needs with Logistics Section Chief and/or Facility Services Supervisor  
	☐	
	

	
	Determine where to allocate available resources including cots and personal hygiene kits  
	☐	
	

	
	Ensure the resting/sleeping area is cleaned adequately
	☐	
	

	OPERATIONAL PERIOD
	
	

	Establish Security Procedures
	Work with Security Supervisor and Staff to ensure that the resting/sleeping area remains secure
	☐	
	

	
	Notify security/law enforcement of clients acting in an aggressive or forceful manner
	☐	
	

	Evacuee Support
	Ensure clients are assisted in identifying resting space in resting/sleeping area as needed 
	☐	
	

	
	Ensure family members are located together in designated resting/sleeping area
	☐	
	

	
	Provide available resources to persons in need.  Prioritize available supplies if supplies are limited.  Priority considerations include elderly, children, pregnant women, and functional needs clients
	☐	
	

	
	Monitor clients for medical needs and coordinate with the Health Services Supervisor to attend any needs identified  
	☐	
	

	
	Coordinate with Shelter Assignment Supervisor to ensure processing and release of clients to assigned shelter locations  
	☐	
	

	Staff Management
	Provide briefing to dormitory staff as needed and per shift change
	☐	
	

	
	Observe staff for signs of stress or fatigue.  Report issues to Health Services Supervisor or Logistics Section Chief 
	☐	
	

	
	Ensure all required records and forms are prepared adequately by dormitory staff, and that proper documentation is in order 
	☐	
	

	Area Maintenance
	Maintain cleanliness of resting/sleeping area
	☐	
	

	
	Identify additional resource needs and communicate with Logistics Section Chief or Materiel Support Supervisor 
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to supervisor
	☐	
	

	
	Ensure accurate resource tracking
	☐	
	

	
	Notify Logistics Section Chief section of resource availability problems
	☐	
	

	
	Prioritize dormitory section activities based on immediate and projected needs
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Initiate recommendation for release of resources
	Recommend release of dormitory resources in conformity with Demobilization Plan
	☐	
	

	
	Release or transfer excess resources
	☐	
	

	Administrative Duties
	Ensure all records are in order
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the Logistics Section Chief
	☐	
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[bookmark: _Toc320897653][bookmark: _Toc320900083]Dormitory Services Staff
Roles and Responsibilities
[bookmark: _Toc319333751][bookmark: _Toc320897654][bookmark: _Toc320900084]Position Information
Station Name:		Dormitory Services Staff
ICS Section:			Logistics
[bookmark: _Toc319333752][bookmark: _Toc320897655][bookmark: _Toc320900085]NIMS Management Structure
Reports to:			Dormitory Services Supervisor
Direct Reports:		Not Applicable
[bookmark: _Toc319333753][bookmark: _Toc320897656][bookmark: _Toc320900086]Deliverable
Forms Prepared:		Not Applicable
Forms Reviewed:		Incident Action Plan
Facility Situational Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333754][bookmark: _Toc320897657][bookmark: _Toc320900087]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Dormitory Services Staff are responsible for setting up resting and/or sleeping areas, including setting up cots or mats and distributing blankets.  The Dormitory Management Staff also are responsible for maintaining resting and/or sleeping areas.  The staff need to do the following:
· {Insert summary of major responsibilities not covered below}
[bookmark: _Toc320897658][bookmark: _Toc320900088][bookmark: _Toc319333755]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here




[bookmark: _Toc320897659][bookmark: _Toc320900089]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897660]DORMITORY SUPERVISOR
POSITION TASK CHECKLIST
SHEET NO. 36
	
	

	FACILITY/RESOURCE ACTIVATION
	
	

	Task Area
	Description
	Complete
	
	

	Assess incident situation
	Review the current situation status and initial incident objectives  
	☐	
	

	
	Maintain current situational awareness to make informed decisions
	☐	
	

	Area set up
	Set up resting/sleeping area per instructions from Dormitory Services Supervisor 
	☐	
	

	
	Ensure the resting/sleeping area is cleaned adequately
	☐	
	

	OPERATIONAL PERIOD
	
	

	Task Area
	Description
	Complete
	
	

	Establish Security Procedures
	Work with Security Supervisor and Staff to ensure that the resting/sleeping area remains secure
	☐	
	

	
	Notify security/law enforcement of clients acting in an aggressive or forceful manner  
	☐	
	

	Evacuee Support
	Ensure clients are assisted in identifying resting space in resting/sleeping area as needed 
	☐	
	

	
	Ensure family members are located together in designated resting/sleeping area
	☐	
	

	
	Provide available resources to persons in need.  Prioritize available supplies is supplies are limited.  Priority considerations include elderly, children, pregnant women, and functional needs clients
	☐	
	

	
	Monitor clients for medical needs and coordinate with the Health Services Supervisor to attend any needs identified  
	☐	
	

	
	Coordinate with Shelter Assignment Supervisor to ensure processing and release of clients to assigned shelter locations 
	☐	
	

	Area Maintenance
	Maintain cleanliness of resting/sleeping area
	☐	
	

	
	Identify additional resource needs and communicate with Dormitory Services Supervisor
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	Task Area
	Description
	Complete
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to supervisor
	☐	
	

	
	Notify Dormitory Services Supervisor of resource availability problems
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Task Area
	Description
	Complete
	
	

	Administrative Duties
	Ensure all records are in order
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the Dormitory Services Supervisor
	☐	
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[bookmark: _Toc320897661][bookmark: _Toc320900090]Feeding Services Supervisor 
Roles and Responsibilities
[bookmark: _Toc319333758][bookmark: _Toc320897662][bookmark: _Toc320900091]Position Information
Station Name:		Feeding Services Supervisor
ICS Section:			Logistics
[bookmark: _Toc319333759][bookmark: _Toc320897663][bookmark: _Toc320900092]ICS Management Structure
Reports to:			Logistics Section Chief 
Direct Reports:		Feeding Services Staff
[bookmark: _Toc319333760][bookmark: _Toc320897664][bookmark: _Toc320900093]Deliverable
Forms Prepared:		Feeding Plan
Forms Reviewed:		Incident Action Plan
Facility Situational Reports
Forms Approved:		Feeding Plan
[bookmark: _Toc319333761][bookmark: _Toc320897665][bookmark: _Toc320900094]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Feeding Services Supervisor is responsible for managing Group personnel and ensuring roles and responsibilities assigned to the Group are completed.  The Group has the overall responsibility for ensuring that meals are available for staff and disaster victims while they are at the RHRC.  The canteen/dining supervisor is responsible for coordinating the ordering and receipt of food supplies with partners such as the American Red Cross and Salvation Army.    To accomplish this, the Supervisor needs to: 
· {Insert summary of major responsibilities not covered below}
· Coordinate the ordering and receipt of food supplies 
· Maintain safe food practices. 
· Keep coffee and snacks available to staff around the clock.
[bookmark: _Toc319333762][bookmark: _Toc320897666][bookmark: _Toc320900095]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc319333763][bookmark: _Toc320897667][bookmark: _Toc320900096]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897668][bookmark: _Toc320900097]FEEDING SERVICES SUPERVISOR
[bookmark: _Toc320897669]POSITION TASK CHECKLIST
[bookmark: _Toc320897670][bookmark: _Toc320900098]SHEET NO. 37
	[bookmark: _Toc320897671][bookmark: _Toc320900099]NAME:

	
	[bookmark: _Toc320897672][bookmark: _Toc320900100]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Report and Incident Brief
	Report to Logistics Section Chief, receive assignment, and obtain briefing
	☐	
	

	Feeding schedule
	Prepare Feeding Plan:
· Work with Logistics Section Chief to determine anticipated number of clients and potential duration of services required
· Identify type of feeding services that are feasible to sustain over a 24-hour cycle for duration of 5-6 days.  Types of meals may include:
· Purchased Meals
· Prepared Meals
· Meals delivered by food preparers in other areas of the operation
· Meals prepared for special diets
· Determine the frequency of meal and snack preparation, and serving schedule and procedures
	☐	
	

	Feeding Services Staff
	Determine number of staff needed
	☐	
	

	
	Locate points of contact for volunteer agencies (ARC, Salvation Army, etc.)
	☐	
	

	
	Work with Logistics Section Chief to contact staff and coordinate responsibilities with agencies and personnel
	☐	
	

	Inventory Supplies and Equipment
	Take inventory of supplies and equipment
	☐	
	

	
	Identify additional equipment required for feeding services
	☐	
	

	
	Report inventory and additional needs to Logistics Section Chief  
	☐	
	

	Food Safety
	Ensure all feeding services staff are familiar with correct food handling and hygiene practices
	☐	
	

	Feeding Station Setup
	Determine layout of feeding area 
	☐	
	

	
	Work with Feeding Services staff to set up area
	☐	
	

	Feeding Resources
	Work with Materiel Support Supervisor to coordinate acquiring food supply and beverages
	☐	
	

	operational period
	
	

	Feeding Services Implementation
	Initiate food and beverage service production 
	☐	
	

	Communication
	Ensure feeding services schedule and snack and beverage availability are communicated to the Command Staff of RHRC and subsequently communicated to clients
	☐	
	

	
	Review Incident Action Plan for each operational period and provide input as needed
	☐	
	

	Feeding Standards
	Maintain standards for cleanliness and safe food handling
	☐	
	

	
	Work with health services to ensure that special diets are addressed
	☐	
	

	
	Continue to ensure that nutritious meals and snacks are provided per determined schedule
	☐	
	

	Administrative Duties
	Ensure records are maintained 
	☐	
	

	
	Maintain documentation of all actions and decisions on a continual basis; forward completed unit activity log to Logistics Section Chief
	☐	
	

	Supervisory Duties
	Observe co-workers and staff for signs of stress or fatigue. Report issues to Health Services Supervisor or Logistics Section Chief
	☐	
	

	prior to shift change
	
	

	Replacement Brief
	Briefing of replacement should include:
· An assessment of the current feeding services situation
· Any modified processes or updates from section managers
· A review of any relevant issues or occurrences from the past shift
· Submittal of all reports and documentation to the necessary section managers
	☐	
	

	End of shift Report
	Prepare end of shift report and present to oncoming Feeding Services Supervisor
	☐	
	

	deactivation/close out
	
	

	Deactivation briefing
	Obtain information from Logistics Section Chief on RHRC closing
	☐	
	

	Reduction of feeding services
	Determine decrease in provision of snacks and meals and communicate that information to feeding services staff
	☐	
	

	
	Ensure food is available until the regional hub reception center is closed
	☐	
	

	Activity Log
	Provide log of activities to Logistics Section Chief
	☐	
	

	Food Resources Disposal
	Work with volunteer agencies to dispose of food resources to available receiving entities (food banks, soup kitchens, etc.)
	☐	
	

	Sanitary Services
	Ensure dining and kitchen areas are cleaned
	☐	
	

	Feeding Services Inventory and Supplies
	Ensure all cooking utensils and supplies that were acquired for feeding services are returned to the appropriate agencies
	☐	
	

	Staff Debrief
	Obtain briefing from feeding services staff
	☐	
	

	Logistics Section Chief Debrief
	Provide debrief to Logistics Section Chief
	☐	
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[bookmark: _Toc320897673][bookmark: _Toc320900101]Feeding Services Staff
Roles and Responsibilities
[bookmark: _Toc319333766][bookmark: _Toc320897674][bookmark: _Toc320900102]Position Information
Station Name:		Feeding Services Staff
ICS Section:			Logistics
[bookmark: _Toc319333767][bookmark: _Toc320897675][bookmark: _Toc320900103]NIMS Management Structure
Reports to:			Feeding Services Supervisor 
Direct Reports:		Not Applicable
[bookmark: _Toc319333768][bookmark: _Toc320897676][bookmark: _Toc320900104]Deliverable
Forms Prepared:		Not Applicable
Forms Reviewed:		Feeding Plan 
				Incident Action Plan
Facility Situational Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333769][bookmark: _Toc320897677][bookmark: _Toc320900105]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Feeding Services Staff are responsible for setting up and serving meals.  The feeding services staff are also responsible for ensuring beverages and snacks are available to staff and clients on a 24-hour basis.  To accomplish this, the feeding services staff needs to: 
· {Insert summary of major responsibilities not covered below}
· Provide meals to staff and clients as scheduled
· Maintain safe food practices 
· Track feeding and beverage supplies
· Maintain cleanliness of dining area
[bookmark: _Toc320897678][bookmark: _Toc320900106]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here

· [bookmark: _Toc320897679][bookmark: _Toc320900107]
· [bookmark: _Toc320897680][bookmark: _Toc320900108]

[bookmark: _Toc320897681][bookmark: _Toc320900109]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897682][bookmark: _Toc320900110]FEEDING SERVICES STAFF
[bookmark: _Toc320897683]POSITION TASK CHECKLIST
[bookmark: _Toc320897684][bookmark: _Toc320900111]SHEET NO. 38
	[bookmark: _Toc320897685][bookmark: _Toc320900112]NAME:

	
	[bookmark: _Toc320897686][bookmark: _Toc320900113]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Report and Incident Brief
	Report to Feeding Services Supervisor, receive assignment, and obtain briefing
	☐	
	

	Feeding schedule
	Support Feeding Services Supervisor to:
· Identify type of feeding services that are feasible to sustain over a 24-hour cycle for duration of 5-6 days.  Types of meals may include:
· Purchased Meals
· Prepared Meals
· Meals delivered by food preparers in other areas of the operation
· Meals prepared for special diets
· Determine the frequency of meal and snack preparation and serving schedule and procedures
	☐	
	

	Inventory Supplies and Equipment


	Support Feeding Services Supervisor to:
· Take inventory of supplies and equipment
· Identify additional equipment required for feeding services
	☐	
	

	Feeding Station Setup
	Work with Feeding Services Supervisor to set up dining area
	☐	
	

	Feeding Resources
	Work with Feeding Services Supervisor to coordinate acquiring food supply and beverages
	☐	
	

	operational period
	
	

	Feeding Services Implementation
	Support and maintain food and beverage service production 
	☐	
	

	
	Maintain ability to deal with the public under stressful circumstances
	☐	
	

	
	Observe co-workers for signs of stress.  Report issues to Health Services Supervisor or Feeding Services Supervisor
	☐	
	

	Feeding Standards
	Maintain standards for cleanliness and safe food handling
	☐	
	

	
	Work with health services to ensure that special diets are addressed
	☐	
	

	
	Continue to ensure that nutritious meals and snacks are provided per determined schedule
	☐	
	

	Administrative Duties
	Ensure records are maintained 
	☐	
	

	Feeding Services Supply
	Track supplies and report to Feeding Services Supervisor
	☐	
	

	prior to shift change
	
	

	Replacement Brief

	Briefing of replacement should include:
· An assessment of the current feeding services situation
· Any modified processes, or updates from section managers
· A review of any relevant issues or occurrences from the past shift 
	☐	
	

	deactivation/close out
	
	

	Deactivation briefing
	Obtain information from Feeding Services Staff on RHRC closing
	☐	
	

	Reduction of feeding services
	Decrease provision of snacks and meals as communicated by the Feeding Services Supervisor
	☐	
	

	
	Ensure food is available until the regional hub reception center is closed
	☐	
	

	Food Resources Disposal
	Dispose of food resources to available receiving entities (food banks, soup kitchens, etc.) as directed by the Feeding Services Supervisor
	☐	
	

	Sanitary Services
	Ensure dining and kitchen areas are cleaned
	☐	
	

	Feeding Services Inventory and Supplies
	Return all cooking utensils and supplies that were acquired for feeding services are returned to the appropriate agencies as directed by Feeding Services Supervisor
	☐	
	

	Logistics Section Chief Debrief
	Provide debrief to Feeding Services Supervisor
	☐	
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[bookmark: _Toc320897687][bookmark: _Toc320900114]Facility Services Supervisor
Roles and Responsibilities
[bookmark: _Toc319333773][bookmark: _Toc320897688][bookmark: _Toc320900115]Position Information
Station Name:		Facility Services Supervisor
ICS Section:			Logistics
[bookmark: _Toc319333774][bookmark: _Toc320897689][bookmark: _Toc320900116]NIMS Management Structure
Reports to:			Logistics Section Chief
Direct Reports:		Facility Services Staff
[bookmark: _Toc319333775][bookmark: _Toc320897690][bookmark: _Toc320900117]Deliverable
Forms Prepared:		Group Assignment List (ICS Form 204)
Communications Plan (ICS Form 205)
Forms Reviewed:		Communication Plan (ICS Form 205)
Incident Action Plan
Facility Situational Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333776][bookmark: _Toc320897691][bookmark: _Toc320900118]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Facility Services Supervisor is responsible for managing Group personnel and ensuring roles and responsibilities assigned to the Group are completed.  The Material Coordination and Support Group is responsible for maintaining supply levels and maintaining building sanitation.  The Group orders and procures all supplies needed for day-to-day RHRC operations.  The Group is also responsible for the building.  They will ensure that the areas of the building used for the RHRC are maintained and cleaned while the RHRC is operational.  The Group Supervisor needs to: 
· {Insert summary of major responsibilities not covered below}
· Ensure building is available upon RHRC activation
· Ensure all critical infrastructure (i.e., heating, venting, and air conditioning [HVAC]; sewer; electric) are available and functioning properly
· Walk the RHRC, assess current status of the Facility, and document conditions
· Provide assessment results to RHRC Manager via the Logistics Section Chief
· Ensure staff are available to initiate RHRC site prep and cleaning
· Initiate site cleaning and critical infrastructure testing
· Work with Logistics Section Chief in finalizing site configuration
· Block client entry to all areas not in use for RHRC operations
· Establish RHRC site cleaning schedule
· Establish mechanism for monitoring supply levels
· Process requests from RHRC staff for resource requests
· Continually evaluate availability of critical resources for RHRC operations, identify shortages, and work to identify sources 
· Ensure appropriate disposal of waste, ensure medical waste and Hazmat are disposed of in compliance with appropriate requirements
· Continually assess the condition of the RHRC Facility
· Upon demobilization, return RHRC site to pre-incident conditions.
[bookmark: _Toc319333777][bookmark: _Toc320897692][bookmark: _Toc320900119]Concept of Operations
[bookmark: _Toc319333778][bookmark: _Toc320897693][bookmark: _Toc320900120]Note to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here


[bookmark: _Toc319333779][bookmark: _Toc320897694][bookmark: _Toc320900121]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897695]FACILITY SERVICES SUPERVISOR 
[bookmark: _Toc320897696]POSITION TASK CHECKLIST
[bookmark: _Toc320897697][bookmark: _Toc320900122]SHEET NO. 39
	[bookmark: _Toc320897698][bookmark: _Toc320900123]NAME:

	
	[bookmark: _Toc320897699][bookmark: _Toc320900124]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Logistics Section Chief 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Assess current level of site readiness for clients; commence pre-arrival site prep
	☐	
	

	
	Identify areas which will be off-limits, and work with security to secure these areas
	☐	
	

	
	Establish work area within the RHRC according to operational layout
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during RHRC operations are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Staff Assignments
	Brief material and janitorial support staff on job duties, rotations, and cleaning schedules
	☐	
	

	Janitorial and Material Management Operations
	Supervise all material support and janitorial staff on concept of operations
	☐	
	

	
	Verify that all Facility operational systems are in working condition; project ability to continue operations over the short, medium, and longer term.
	☐	
	

	
	Test emergency exit signs and emergency generator and battery backup systems
	☐	
	

	
	Assist other team members who may not be familiar or are not normally stationed at the Facility
	☐	
	

	
	Determine supplies that will be needed to support cleanup and maintenance of the RHRC; ensure needs are communicated to Logistics Section Chief
	☐	
	

	Resources and Supplies
	Discuss with materials and janitorial support staff the needs of the operation, and order/procure supplies
	☐	
	

	
	Ensure supplies that have been pre-identified for the RHRC operation are obtained
	☐	
	

	
	Ensure supply and equipment needs in the RHRC area are met through ongoing assessment
	☐	
	

	Administrative Duties
	Ensure cleanliness is maintained
	☐	
	

	
	Ensure operational systems of the RHRC are maintained
	☐	
	

	
	Continue to ensure operations 
	☐	
	

	
	Ensure appropriate disposal of waste (i.e., Hazmat, medical, etc.)
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to supervisor
	☐	
	

	
	Prepare SITREP and submit to Logistics Section Chief 
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Deactivation
	Clean areas are these are shut down, and return to pre-incident conditions
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221) 
	☐	
	

	
	Submit all records, forms, and paperwork to Logistics Section Chief
	☐	
	

	Supervisor Debrief
	Provide debrief to the Logistics Section Chief
	☐	
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[bookmark: _Toc320897700][bookmark: _Toc320900125]Facility Services Staff
Roles and Responsibilities
[bookmark: _Toc319333782][bookmark: _Toc320897701][bookmark: _Toc320900126]Position Information
Station Name:		Facility Services Staff
ICS Section:			Logistics
[bookmark: _Toc319333783][bookmark: _Toc320897702][bookmark: _Toc320900127]NIMS Management Structure
Reports to:			Facility Services Supervisor
Direct Reports:		none
[bookmark: _Toc319333784][bookmark: _Toc320897703][bookmark: _Toc320900128]Deliverable
Forms Prepared:		Site Cleaning Logs
Incident Action Plan
Facility Situational Reports
Forms Reviewed:		Incident Action Plan
Facility Situational Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333785][bookmark: _Toc320897704][bookmark: _Toc320900129]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Facility Services Staff are responsible for maintaining supply levels and maintaining building sanitation.  The Group orders and procures all supplies needed for day-to-day RHRC operations.  The Group is also responsible for the building.  They will ensure that the areas of the building used for the RHRC are maintained and cleaned while the RHRC is operational.  Specifically, the Group Supervisor needs to: 
· {Insert summary of major responsibilities not covered below}
· Ensure all critical infrastructure (i.e., HVAC, sewer, electric) are available and functioning properly
· Document conditions of RHRC Facility
· Provide assessment results to Facility Services Supervisor
· Initiate RHRC site prep and cleaning
· Initiate site cleaning and critical infrastructure testing
· Work with Facility Services Supervisor in finalizing site configuration
· Block client entry to all areas not in use for RHRC operations
· Operate a RHRC site cleaning schedule
· Ensure appropriate disposal of waste, and ensure medical waste and Hazmat are disposed of in compliance with appropriate requirements
· Continually assess the condition of the RHRC Facility
· Upon demobilization, return RHRC site to pre-incident conditions
· Coordinate resource acquisition and distribution for RHRC operations
· Document all resources obtained and utilized
· Document cleaning schedules
· Document Facility usage and critical infrastructure conditions
[bookmark: _Toc320897705][bookmark: _Toc320900130][bookmark: _Toc319333786]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here

· [bookmark: _Toc320897706][bookmark: _Toc320900131]
· [bookmark: _Toc320897707][bookmark: _Toc320900132]

[bookmark: _Toc320897708][bookmark: _Toc320900133]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897709]FACILITY SERVICES STAFF
[bookmark: _Toc320897710]POSITION TASK CHECKLIST
[bookmark: _Toc320897711][bookmark: _Toc320900134]SHEET NO. 40
	[bookmark: _Toc320897712][bookmark: _Toc320900135]NAME:

	
	[bookmark: _Toc320897713][bookmark: _Toc320900136]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Facility Services Supervisor 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Do not operate at the levels to which you are not trained or certified
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems; coordinate with a member of Facility management 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Obtain necessary cleaning supplies and maintenance equipment
	☐	
	

	
	Ensure all areas utilized for RHRC operations are clean
	☐	
	

	
	Assess all essential systems for functionality (HVAC, water, sewer, etc.)
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during RHRC operations are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to unit leader
	☐	
	

	Material Support Operations
	Work with Facility Services Supervisor to determine supply and equipment needs
	☐	
	

	
	Maintain the cleanliness of the building throughout operations
	☐	
	

	
	Provide maintenance services as appropriate, and regularly assess all essential systems for functionality (HVAC, water, sewer, etc.).
	☐	
	

	
	Obtain supplies and equipment as needed
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to Facility Services Supervisor
	☐	
	

	
	Prepare SITREP and submit to Facility Services Supervisor 
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Deactivation
	Return site to pre-incident conditions.  Ensure proper disposal of all waste 
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the Facility Services Supervisor
	☐	
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[bookmark: _Toc320897714][bookmark: _Toc320900137]Volunteer Coordinator
Roles and Responsibilities
[bookmark: _Toc319333789][bookmark: _Toc320897715][bookmark: _Toc320900138]Position Information
Station Name:		Volunteer Coordinator
ICS Section:			Logistics
[bookmark: _Toc319333790][bookmark: _Toc320897716][bookmark: _Toc320900139]NIMS Management Structure
Reports to:			Logistics Section Chief
Direct Reports:		As assigned
[bookmark: _Toc319333791][bookmark: _Toc320897717][bookmark: _Toc320900140]Deliverable
Forms Prepared:		Volunteer Tracking
				Credentialing
				Staffing Requests
Forms Reviewed:		Incident Action Plan
Situational Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333792][bookmark: _Toc320897718][bookmark: _Toc320900141]Equipment
Equipment Assigned:	
Responsibilities
The Volunteer Coordinator is responsible for recruitment, training, and placement of volunteers within the RHRC.  The Volunteer Coordinator also handles spontaneous volunteers.  The Volunteer Coordinator reports to the Logistics Section Chief.  Responsibilities of the Volunteer Coordinator include:
· {Insert summary of major responsibilities not covered below}
· Identify area for volunteer coordination and processing
· Identify process for volunteer intake and credentialing
· Identify process to receive staffing requests for volunteers
· Request volunteer support
· Process all volunteers, provide necessary just-in-time training coordination, and place volunteers
· Establish shifts for volunteer labor
· Monitor condition of volunteer staff, and watch for signs of stress or fatigue
· Document all volunteer hours worked
· Maintain active roster of all volunteers available to RHRC
· Provide location for volunteer respite.
[bookmark: _Toc319333793][bookmark: _Toc320897719][bookmark: _Toc320900142]Concept of Operations
[bookmark: _Toc319333794][bookmark: _Toc320897720][bookmark: _Toc320900143]Note to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc319333795][bookmark: _Toc320897721][bookmark: _Toc320900144]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897722]VOLUNTEER COORDINATOR
[bookmark: _Toc320897723]POSITION TASK CHECKLIST
[bookmark: _Toc320897724][bookmark: _Toc320900145]SHEET NO. 41
	[bookmark: _Toc320897725][bookmark: _Toc320900146]NAME:

	
	[bookmark: _Toc320897726][bookmark: _Toc320900147]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Logistics Section Chief 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Coordinate with non-governmental organizations involved in volunteer services
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems; identify area for volunteer reception and processing.  Establish process for intake and registration 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Establish and set up volunteer assignment process
	☐	
	

	
	Gather staffing needs from staff, identify opportunity for volunteer engagement, and identify skill sets required 
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during RHRC operations are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Record Keeping
	Initiate and maintain record keeping of all volunteer requests, positions filled, and agencies/entities utilized on behalf of the reception center and related operations
	☐	
	

	Registration
	Work in conjunction with the staff services staff to ensure an accurate accounting, as well as registration of all volunteers and hours worked
	☐	
	

	Ongoing Volunteer Coordination Issues
	Provide information for Logistics Section Chief on all volunteer issues for operational period briefing
	☐	
	

	
	Ensure that all RHRC volunteer requests and assignments accord with appropriate laws, codes, regulations, and guidance
	☐	
	

	
	Maintain a master listing of all volunteer requests, actions, declinations, issues, and personnel/agencies/entities utilized, as well as contacted
	☐	
	

	
	Maintain, record, and archive all RHRC volunteer requests and assignments
	☐	
	

	
	Provide accurate records in both print and electronic formats
	☐	
	

	Volunteer Health
	Observe all staff for signs of stress and fatigue. Report issues to Health Services Supervisor or Logistics Section Chief, as necessary
	☐	
	

	Volunteer Common Operating Picture
	Store records and transfer to appropriate EOC/leadership staff, Planning Section Chief, and/or administration and Finance and Administration Section Chief as directed
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to Logistics Section Chief
	☐	
	

	
	Prepare SITREP and submit to Logistics Section Chief 
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Continued Animal Care
	Provide coordination until demobilized by Logistics Section Chief
	☐	
	

	Administrative Duties
	Ensure all records are in order
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221) 
	☐	
	

	
	Submit all records, forms, and paperwork to Logistics Section Chief
	☐	
	

	Supervisor Debrief
	Provide debrief to the Logistics Section Chief
	☐	
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[bookmark: _Toc320897727][bookmark: _Toc320900148]Transportation Services Supervisor
Roles and Responsibilities
[bookmark: _Toc319333798][bookmark: _Toc320897728][bookmark: _Toc320900149]Position Information
Station Name:		Transportation Services Supervisor
ICS Section:			Logistics
NIMS Management Structure
Reports to:			Logistics Section Chief
Direct Reports:		Section staff as assigned
[bookmark: _Toc319333799][bookmark: _Toc320897729][bookmark: _Toc320900150]Deliverable
Forms Prepared:		Transportation Plan
Air Operations Summary (ICS Form 220)
Forms Reviewed:		Transportation Plan
Air Operations Summary (ICS Form 220)
Incident Action Plan
Facility Situational Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333800][bookmark: _Toc320897730][bookmark: _Toc320900151]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Transportation Services Supervisor is responsible for coordinating all transportation out of the RHRC and ensuring roles and responsibilities assigned to the Group are completed.  The Transportation Services Supervisor should ensure the following: 
· {Insert summary of major responsibilities not covered below}
· Manage transportation coordination
· Oversee all transportation staging areas
· Oversee support staff and transportation assets.
[bookmark: _Toc319333801][bookmark: _Toc320897731][bookmark: _Toc320900152]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc319333802][bookmark: _Toc320897732][bookmark: _Toc320900153]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
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	[bookmark: _Toc320897733]TRANSPORTATION SERVICES SUPERVISOR
[bookmark: _Toc320897734]POSITION TASK CHECKLIST
[bookmark: _Toc320897735][bookmark: _Toc320900154]SHEET NO. 42 
	[bookmark: _Toc320897736][bookmark: _Toc320900155]NAME:

	
	[bookmark: _Toc320897737][bookmark: _Toc320900156]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Operations Section Chief 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility/grounds layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Establish and set up the transportation services station
	☐	
	

	
	Ensure transportation assets are on hand and available for use
	☐	
	

	
	Coordinate with traffic control staff to set up vehicle staging areas 
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use with transportation services are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Transportation Coordination 
	Coordinate transportation to end-point shelter for clients without vehicles per regional or RHRC SOPs 
	☐	
	

	
	Coordinate transportation for clients in the RHRC in need of emergency medical support when requested by first aid station   
	☐	
	

	
	Coordinate transportation for functional needs clients as needed  
	☐	
	

	Transportation Staging Areas
	Oversee and manage all transportation staging areas including those for evacuee and animal transport and emergency vehicles
	☐	
	

	
	Ensure that the transportation assets are maintained and properly functioning 
	☐	
	

	
	Ensure animal transport vehicles are suited to transport animals and crates, and that the vehicle can be heated/cooled as needed for safe transport 
	☐	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to Operations Section Chief
	☐	
	

	Administrative Duties
	Transfer originals of any forms utilized to Operations Section Chief for document control   
	☐	
	

	
	Maintain documentation of all actions and fill out all necessary station forms during shift
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	
	Request approval for additional resources and assets needed from Operations Section Chief
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to Supervisor
	☐	
	

	
	Inform Operations Section Chief of all situation details for inclusion in the situation report
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Transportation Services
	Carry out all job functions until demobilized by Operations Section Chief
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)
	☐	
	

	
	Submit all records, forms, and paperwork to Operations Section Chief
	☐	
	

	Debrief
	Provide debrief to Operations Section Chief
	☐	
	



Regional Hub Reception Center 	Illinois - Indiana - Wisconsin
Operational Guidance 	Combined Statistical Area
DRAFT
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[bookmark: _Toc320897738][bookmark: _Toc320900157]Transporation Support Staff
Roles and Responsibilities
[bookmark: _Toc319333805][bookmark: _Toc320897739][bookmark: _Toc320900158]Position Information
Station Name:		Transportation Coordination Supervisor
ICS Section:			Logistics
[bookmark: _Toc319333806][bookmark: _Toc320897740][bookmark: _Toc320900159]NIMS Management Structure
Reports to:			Transportation Services Supervisor
Direct Reports:		NA
[bookmark: _Toc319333807][bookmark: _Toc320897741][bookmark: _Toc320900160]Deliverable
Forms Prepared:		Transportation Plan
Air Operations Summary (ICS Form 220)
Forms Reviewed:		Transportation Plan
Air Operations Summary (ICS Form 220)
Incident Action Plan
Facility Situational Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333808][bookmark: _Toc320897742][bookmark: _Toc320900161]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Transportation Support Staff is responsible for carrying out the functions of the transportation services group as directed by the Transportation Services Supervisor—to include assisting with coordination of transportation out of the RHRC for clients, and care and maintenance of transportation assets.  The support staff need to do the following:
· {Insert summary of major responsibilities }
[bookmark: _Toc320897743][bookmark: _Toc320900162][bookmark: _Toc319333809]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here




[bookmark: _Toc320897744][bookmark: _Toc320900163]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
Regional Hub Reception Center 	Illinois - Indiana - Wisconsin
Operational Guidance 	Combined Statistical Area
DRAFT
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	[bookmark: _Toc320897745]TRANSPORTATION SERVICES STAFF 
[bookmark: _Toc320897746]POSITION TASK CHECKLIST
[bookmark: _Toc320897747][bookmark: _Toc320900164]SHEET NO. 43
	[bookmark: _Toc320897748][bookmark: _Toc320900165]NAME:

	
	[bookmark: _Toc320897749][bookmark: _Toc320900166]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Transportation Services Supervisor
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Operate at the levels to which you are trained or certified and not beyond
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility/grounds layout and operational systems 
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Establish and set up the transportation services station as directed by supervisor
	☐	
	

	
	Set up vehicle staging areas as directed 
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use with transportation services are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Transportation Services
	Assist with the transportation coordination for RHRC clients as directed by supervisor
	☐	
	

	Transportation Staging Areas
	Maintain transportation staging areas and inventory all transportation assets for proper tracking
	☐	
	

	
	Maintain all transportation assets 
	☐	
	

	
	Ensure animal transport vehicles are suited to transport animals and crates, and that the vehicle can be heated/cooled as needed for safe transport 
	☐	
	

	Incident Reports and Actions
	Immediately report any unsafe, hazardous, or security-related conditions to Operations Section Chief
	☐	
	

	Administrative Duties
	Maintain forms utilized and submit to supervisor for document control   
	☐	
	

	
	Maintain documentation of all actions and fill out all necessary station forms during shift 
	☐	
	

	
	Review incident action plan for each operational period
	☐	
	

	
	Make requests for additional resources and assets needed to supervisor 
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to Supervisor
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Transportation Services
	Carry out all job functions until demobilized by group supervisor
	☐	
	

	Administrative Duties
	Ensure all records are in order
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221)  
	☐	
	

	
	Submit all records, forms, and paperwork to supervisor
	☐	
	

	Debrief
	Provide debrief to group supervisor
	☐	
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DRAFT
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[bookmark: _Toc320897750][bookmark: _Toc320900167]Translation Services 
Roles and Responsibilities
[bookmark: _Toc319333812][bookmark: _Toc320897751][bookmark: _Toc320900168]Position Information
Station Name:		Translation Services Director
ICS Section:			Logistics
[bookmark: _Toc319333813][bookmark: _Toc320897752][bookmark: _Toc320900169]NIMS Management Structure
Reports to:			Logistics Section Chief 
Direct Reports:		Translators
Section staff as assigned
[bookmark: _Toc319333814][bookmark: _Toc320897753][bookmark: _Toc320900170]Deliverable
Forms Prepared:		Operational Planning Work Sheet (ICS Form 215 and 215a)
Forms Reviewed:		Incident Action Plan
Facility Situational Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333815][bookmark: _Toc320897754][bookmark: _Toc320900171]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Translation Services Director is responsible for managing Group personnel and ensuring roles and responsibilities assigned to the Group are completed.  Translator Services assist RHRC staff with communicating with individuals who do not speak English, cannot hear or speak, or have another access or functional need preventing traditional communication.  Responsibilities of the Translation Services Director include: 
· {Insert summary of major responsibilities not covered below}
· Establish quiet location for translation services
· Establish process for providing services at different locations within the RHRC (i.e., medical translation, registration translation, translation of shelter rules, etc.)
· Ensure staff are available to meet the translation needs of the expected RHRC population
· Provide ongoing assessment of translation services as clients arrive
· Be available to RHRC staff as translations needs arise.
[bookmark: _Toc319333816][bookmark: _Toc320897755][bookmark: _Toc320900172]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc319333817]

[bookmark: _Toc320897756][bookmark: _Toc320900173]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Group or Unit Leaders as appropriate.
Regional Hub Reception Center 	Illinois - Indiana - Wisconsin
Operational Guidance 	Combined Statistical Area
DRAFT
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	[bookmark: _Toc320897757]TRANSLATION SERVICES 
[bookmark: _Toc320897758]POSITION TASK CHECKLIST
[bookmark: _Toc320897759][bookmark: _Toc320900174]SHEET NO. 44
	[bookmark: _Toc320897760][bookmark: _Toc320900175]NAME:

	
	[bookmark: _Toc320897761][bookmark: _Toc320900176]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Briefing and Assignment
	Obtain brief and receive assignment from Logistics Section Chief 
	☐	
	

	
	Understand Facility rules and unit policies and procedures 
	☐	
	

	
	Ensure awareness of RHRC staff of languages spoken and written
	☐	
	

	Facility Layout and Operational Systems
	Learn the Facility layout and operational systems, and coordinate with registration and medical staff
	☐	
	

	Safety Coordination and Roles
	Understand your roles and responsibility when fire alarms or Facility lockdown protocols are activated
	☐	
	

	Facility Setup
	Identify area for translation services
	☐	
	

	
	Develop systems to identify clients requiring translation services
	☐	
	

	
	Coordinate with units requiring assistance  
	☐	
	

	Forms and Records
	Ensure all unit-specific forms and records for use during RHRC operations are produced and enough copies are available  
	☐	
	

	OPERATIONAL PERIOD
	
	

	Availability
	Maintain contact with RHRC staff and be available for translation
	☐	
	

	Translation Services
	When translation services are required, greet the evacuee, introduce yourself, and explain that you are there to provide interpretation to help him/her through the process
	☐	
	

	Ongoing Operations
	Interpret all verbal instructions, questions, education, and written materials
	☐	
	

	
	Provide assistance with forms. RHRC staff may need to verbally ask for the information on the form and write in the information given by the client
	☐	
	

	
	Accompany individuals through each station of the process
	☐	
	

	
	Refer distressed, upset, or anxious individuals who need mental health services
	☐	
	

	
	Observe clients, especially those you know do not speak English, for signs of stress, mental health issues, or any unaddressed needs
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	End of shift Report
	Prepare activity log (ICS 214) and timesheet.  Submit to Logistics Section Chief
	☐	
	

	
	Prepare SITREP and submit to Logistics Section Chief 
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Continued Animal Care
	Provide translation services until demobilized by Logistics Section Chief
	☐	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Prepare final activity log (IC 214), final timesheet, and demobilization form (ICS 221) 
	☐	
	

	
	Submit all records, forms, and paperwork to unit leader
	☐	
	

	Supervisor Debrief
	Provide debrief to the Logistics Section Chief
	☐	
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[bookmark: _Toc320897762][bookmark: _Toc320900177]Finance and Administration Section
The {Insert Name} RHRC Finance and Administrative Section provides support relating to the following tasks, roles, and responsibilities:
· Coordinates with all other sections chiefs to ensure proper documentation of expenditures  
· Conducts accounting functions such as accounts payable and receivable to ensure financial transactions with private and local entities comply with proper policy
· Confers with regional, state, and federal Finance and Administrative Section personnel
· Maintains time records of all RHRC staff 
· Maintains audit trail for any regional, state, or federal audits
· Conducts procurement functions to ensure all purchases and contracts comply with policy; following {insert charter for local disaster funds expenditures} for emergency finance rules
· Assures that proper documentation and procedure are followed in {insert local jurisdiction of Facility name}’s billing functions relating to the incident
· Assures that proper documentation of labor, materials, and services is prepared to aid billing and reimbursements
· Assures that proper procedures are followed to ensure {insert local jurisdiction} will receive FEMA reimbursement
· Establishes direct billing, cost monitoring, and cost control, and creates efficiencies for reimbursements 
· Provides administrative duties around the {Insert Name} RHRC.
Individual responsibilities are broken out for the Section Chief and, where appropriate, Unit Leaders.  The responsibilities of these individuals and their corresponding checklists are included in this Attachment.  
NIMS Management Structure 
The Finance Section is managed by the Finance and Administration Section Chief.  The Section Chief is considered part of the RHRC Facility Manager’s General Staff.  As in any incident, the Logistics staff will observe the ICS command and control structure.


Finance Section Command Structure
[image: ]


[bookmark: _Toc320897763][bookmark: _Toc320900178]Finance and Administration Section Chief
Roles and Responsibilities
[bookmark: _Toc319333821][bookmark: _Toc320897764][bookmark: _Toc320900179]Position Information
Station Name:		Finance and Administration Section Chief
ICS Section:			Finance
[bookmark: _Toc319333822][bookmark: _Toc320897765][bookmark: _Toc320900180]NIMS Management Structure
Reports to:			RHRC Facility Manager
Direct Reports:		Purchasing and Contracts Unit Leader  
Compensation and Claims Unit Leader
Cost Unit Leader
Personnel and Time Unit Leader
Administration Unit Leader
Section Staff As Assigned
[bookmark: _Toc319333823][bookmark: _Toc320897766][bookmark: _Toc320900181]Deliverable
Forms Prepared:		Insert jurisdiction-specific forms
Forms Reviewed:		Incident Action Plan
Facility Situational Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333824][bookmark: _Toc320897767][bookmark: _Toc320900182]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Finance and Administration Section Chief is responsible for managing Section personnel and ensuring roles and responsibilities assigned to the Section are completed.  The Section Chief needs to: 
· {Insert summary of major responsibilities not covered below}
· Activate Finance and Administration Section and Units
· Develop a plan (staffing plan and work schedule) for Finance and Administrative Section considering size and complexity of incident
· Provide input in all planning sessions on financial and cost analysis matters
· Provide accounting functions as directed, including auditing and documenting labor, equipment, materials, and services. 
[bookmark: _Toc319333825][bookmark: _Toc320897768][bookmark: _Toc320900183]

Concept of Operations
[bookmark: _Toc319333826][bookmark: _Toc320897769][bookmark: _Toc320900184]Note to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here



[bookmark: _Toc319333827][bookmark: _Toc320897770][bookmark: _Toc320900185]Position Checklist
The following checklist indicates the functions of this position.  Note that some tasks are one-time incidents while others are ongoing or repetitive for the duration of the incident.  Tasks may be delegated to the Command and General Staff as appropriate.
Regional Hub Reception Center 	Illinois - Indiana - Wisconsin
Operational Guidance 	Combined Statistical Area
DRAFT
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	[bookmark: _Toc320897771]FINANCE AND ADMINISTRATIVE SECTION CHIEF
[bookmark: _Toc320897772]POSITION TASK CHECKLIST
[bookmark: _Toc320897773][bookmark: _Toc320900186]SHEET NO. 45
	[bookmark: _Toc320897774][bookmark: _Toc320900187]NAME:

	
	[bookmark: _Toc320897775][bookmark: _Toc320900188]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Report and Incident Brief
	Report to RHRC Manager, receive assignment, and obtain briefing.  Note:  the Finance and Administration Section may operate remotely from the local emergency operation center
	☐	
	

	Station Setup
	Establish the Finance and Administration Section.  Determine short-term and long-term needs to staff Purchasing and Contracts Unit Leader, Compensation and Claims Unit Leader, Cost Unit Leader, and Personnel and Time Unit Leader
	☐	
	

	IAP Planning Meetings
	Participate in planning meetings to formulate and evaluate the RHRC incident action plan
	☐	
	

	Initiate Financial Reporting Requirements
	Identify financial requirements for planned and expected operations
	☐	
	

	
	Ensure agreements are in place for land use, facilities, equipment, and utilities
	☐	
	

	
	Confirm/establish procurement guidelines
	☐	
	

	
	Obtain copies of all incident-related agreements, activated or not
	☐	
	

	
	Determine potential for rental or contract services
	☐	
	

	
	Coordinate with RHRC Manager to determine need for temporary employees
	☐	
	

	
	Ensure that proper tax documentation is completed
	☐	
	

	Initiate Time Charging Procedures
	Determine whether hosting agency will maintain time records for the incident (if not who will)—and what forms/procedure for time sheet completion will be used
	☐	
	

	
	Determine procedure for establishing charge codes
	☐	
	

	OPERATIONAL PERIOD
	
	

	Time Charging
	Ensure all Sections and Supply Units are aware of charge codes
	☐	
	

	
	Distribute timekeeping forms to all Sections—ensure forms are being completed correctly
	☐	
	

	Planning Meetings
	Provide the following financial and cost-analysis input for Planning Meetings
· Provide financial summary on labor, materials, and services
· Prepare forecasts on costs to complete operations
· Provide cost benefit analysis, as requested
· Obtain information on status of incident; planned operations; changes in objectives; use of personnel, equipment, and aircraft; and local agency/political concerns
	☐	
	

	Finance Calculations
	Gather continuing information from the specified sources:
· Equipment time – Operations Section
· Personnel time – Unit Leaders
· Accident reports – Safety Officer, Operations Section
· Potential and existing claims – Operations Section, Safety Officer, equipment contractors, Agency representative, and Compensation/Claims Unit Leader
· Arrival and demobilization of personnel and equipment – Planning Section
· Daily incident status – Planning Section
· Injury reports – Safety Officer, Medical Unit Leader, and Compensation/Claims Unit Leader
· Status of supplies – Supply Unit Leader and Purchasing and Contracts Unit Leader
· Use agreements – Purchasing and Contracts Unit Leader
· Resources ordered – Supply Unit Leader
· Unassigned resources – Resource Unit Leader and Cost Unit Leader
	☐	
	

	
	Meet with assisting and cooperating agencies, as required, to determine any cost-share agreements or financial obligation
	☐	
	

	
	Coordinate with cooperating agencies and, specifically, administrative personnel in hosting agency
	☐	
	

	
	Provide incident finance summary to sponsor agency
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	Replacement Brief
	Ensure Shelter Manager’s awareness of personnel change
	☐	
	

	End of shift Report
	Inform replacement of any outstanding or pending issues regarding your post 
	☐	
	

	
	Collect all documentation from the other Section Chiefs
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Deactivation Finance Section
	Ensure preparation of final incident package.  Note:  Finance and Administrative Section may need to maintain functionality following RHRC closure
	☐	
	

	Supervisor Debrief
	Provide debrief to the RHRC Manager
	☐	
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[bookmark: _Toc320897776][bookmark: _Toc320900189]Purchasing and Contracts Unit Leader 
Roles and Responsibilities
[bookmark: _Toc319333830][bookmark: _Toc320897777][bookmark: _Toc320900190]Position Information
Station Name:		Purchasing and Contracts Unit Leader
ICS Section:			Finance
[bookmark: _Toc319333831][bookmark: _Toc320897778][bookmark: _Toc320900191]NIMS Management Structure
Reports to:			Finance and Administration Section Chief
Direct Reports:		Unit staff as assigned
[bookmark: _Toc319333832][bookmark: _Toc320897779][bookmark: _Toc320900192]Deliverable
Forms Prepared:		Insert jurisdiction-specific forms

Forms Reviewed:		Incident Action Plan
Facility Situational Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333833][bookmark: _Toc320897780][bookmark: _Toc320900193]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Purchasing and Contracts Unit Leader is responsible for managing Unit personnel and ensuring roles and responsibilities assigned to the Section are completed.  The Purchasing and Contracts Unit Leader needs to: 
· {Insert summary of major responsibilities not covered below}
· Administer vendor contracts to procure goods and services
· Provide technical procurement input 
· Continually advise Resource Monitoring Unit on ordered items and estimated times of arrival
· Manage financial procurement paperwork and reporting procedures
· Collect and disseminate information for decision making purposes
· Coordinate activities and create emergency-specific financial SOPs
· Contact appropriate Unit Leaders regarding incident needs and any special procedures
· Coordinate with {insert emergency management agency} on plans and supply sources
· Manage and maintain procurement contracts
· Oversee contractor performance.
[bookmark: _Toc320897781][bookmark: _Toc320900194][bookmark: _Toc319333834]

Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here

· [bookmark: _Toc320897782][bookmark: _Toc320900195]
· [bookmark: _Toc320897783][bookmark: _Toc320900196]

[bookmark: _Toc320897784][bookmark: _Toc320900197]Position Checklist
The following checklist indicates minimum requirements for position.  Note some tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.
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	PURCHASING AND CONTRACTS UNIT LEADER
[bookmark: _Toc320897785]POSITION TASK CHECKLIST
[bookmark: _Toc320897786][bookmark: _Toc320900198]SHEET NO. 46
	[bookmark: _Toc320897787][bookmark: _Toc320900199]NAME:

	
	[bookmark: _Toc320897788][bookmark: _Toc320900200]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Report and Incident Brief
	Report to Finance and Administration Section Chief, receive assignment and obtain briefing.  Note:  the Finance and Administration Section may operate remotely from the local emergency operation
	☐	
	

	Station Setup
	Establish the Purchases and Contracts Unit
	☐	
	

	Unit Establishment
	Determine charge code and delegate authority to commit Agency funds.  If Agency cannot delegate procurement authority to Purchasing and Contracts Unit Leader, it must assign one of its procurement people to the incident
	☐	
	

	
	Determine status of bid process
	☐	
	

	
	Determine current vendor list
	☐	
	

	
	Determine current blanket purchase order (PO)
	☐	
	

	
	Determine time-lines established for reporting cost information
	☐	
	

	OPERATIONAL PERIOD
	
	

	Rental Equipment
	Prepare and sign offers for rental, as necessary
	☐	
	

	
	Review equipment rental agreement and use statements for terms and conditions of use within 24 hours after equipment arrival at incident.  Provide hourly rates and associated costs to Cost Unit
	☐	
	

	Incident Procurement Plan
	Develop Incident Procurement Plan.  This plan should address:
· Spending caps
· Necessary forms
· Identification of who has purchasing authority
· Process for obtaining approval to exceed caps
· Coordination process with Supply Unit
· Supply of emergency purchase orders
	☐	
	

	Vendor Management
	Establish contact with supply vendors, as needed 
	☐	
	

	
	Determine whether additional vendor-service agreements will be necessary
	☐	
	

	
	Interpret contracts/agreements and resolve claims or disputes within delegated authority
	☐	
	

	
	Ensure all contractors are accounted for and their time documented
	☐	
	

	Finance Calculations
	Provide cost data from rental agreements, contracts, and so on to Cost Unit Leader according to reporting time frames established for operational period
	☐	
	

	Invoicing
	Verify and process invoices
	☐	
	

	
	Complete final processing and send documents for payment
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	Replacement Brief
	Ensure Finance and Administration Section Chief’s awareness of personnel change
	☐	
	

	End of shift Report
	Inform replacement of any outstanding or pending issues regarding your post 
	☐	
	

	
	Collect all documentation from the other Section Chiefs
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Ensure preparation of final incident package.  Note:  Finance and Administrative Section may need to maintain functionality following RHRC closure
	☐	
	

	
	Submit all records, forms, and paperwork to local emergency manager
	☐	
	

	Supervisor Debrief
	Provide debrief to the Finance and Administration Section Chief
	☐	
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[bookmark: _Toc320897789][bookmark: _Toc320900201]Compensations and Claims Unit Leader 
Roles and Responsibilities
[bookmark: _Toc319333836][bookmark: _Toc320897790][bookmark: _Toc320900202]Position Information
Station Name:		Compensation and Claims Unit Leader
ICS Section:			Finance
[bookmark: _Toc319333837][bookmark: _Toc320897791][bookmark: _Toc320900203]NIMS Management Structure
Reports to:			Finance and Administration Section Chief
Direct Reports:		Unit staff as assigned
[bookmark: _Toc319333838][bookmark: _Toc320897792][bookmark: _Toc320900204]Deliverable
Forms Prepared:		Insert jurisdiction-specific forms
Forms Reviewed:		Incident Action Plan
Facility Situational Reports
Medical Plan (ICS Form 206)
Forms Approved:		Not Applicable
[bookmark: _Toc319333839][bookmark: _Toc320897793][bookmark: _Toc320900205]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Compensation and Claims Unit Leader is responsible for managing Unit personnel and ensuring roles and responsibilities assigned to the Section are completed.  Specifically, the Compensation and Claims Unit Leader needs to: 
· {Insert summary of major responsibilities not covered below}
· Manage and direct all compensation for injury 
· Collect and disseminate compensation and claims information
· Establish contact with incident Safety Officer, Liaison Officer, or Agency Representatives 
· Coordinate with Procurement Unit on procedure for handling claims
· Manage Incident Injury Claims and Personnel/Specialists
· Obtain copies of incidents 
· Periodically review all logs and forms produced by Compensation/Claims Specialists
· Coordinate actions with Office of Administration Risk Management personnel 
Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here

· [bookmark: _Toc320897794][bookmark: _Toc320900206]
· [bookmark: _Toc320897795][bookmark: _Toc320900207]


Position Checklist
The following checklist indicates minimum requirements for position.  Note some tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.
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	COMPENSATION AND CLAIMS UNIT LEADER
[bookmark: _Toc320897796]POSITION TASK CHECKLIST
[bookmark: _Toc320897797][bookmark: _Toc320900208]SHEET NO. 47
	[bookmark: _Toc320897798][bookmark: _Toc320900209]NAME:

	
	[bookmark: _Toc320897799][bookmark: _Toc320900210]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Report and Incident Brief
	Report to Finance and Administration Section Chief, receive assignment and obtain briefing.  Note:  the Finance and Administration Section may operate remotely from the local emergency operation center
	☐	
	

	Station Setup
	Establish the Compensation and Claims Unit.  Note this will only be activated as needed 
	☐	
	

	
	Determine need for Compensation for Injury and Claims Specialists; request additional personnel as necessary
	☐	
	

	Unit Establishment
	Establish procedures with Medical Unit Leader on prompt notification of injuries or deaths 
	☐	
	

	OPERATIONAL PERIOD
	
	

	Compensation Management
	Ensure volunteer personnel have been appropriately registered
	☐	
	

	
	Ensure written authority for persons requiring medical treatment
	☐	
	

	
	Ensure correct billing forms for transmittal to doctor and/or hospital
	☐	
	

	
	Ensure all witness statements and statements from Safety Officer and Medical Unit are reviewed for completeness
	☐	
	

	Coordination with Safety Officer
	Coordinate with Safety Officer to:
· Provide liaison with Occupational Safety and Health Administration (OSHA)
· Provide analysis of injuries
· Ensure appropriate level of personnel protection equipment is being used, and personnel have been trained in its use
· Work with Safety Officer to determine trends of accidents and provide analysis of injuries
	☐	
	

	Incident Monitoring
	Provide briefing to Section Chief on current activities and unusual events
	☐	
	

	Liaison for RHRC Workers
	Coordinate with FEMA, private aid organizations (American Red Cross), and other government agencies for claims documentation and their needs (the Liaison Officer can often help coordinate and obtain information from other agencies or private entities)
	☐	
	

	
	Prepare written authority for persons requiring medical treatment, and correct billing forms for transmittal to doctor and/or hospital.  Ensure all witness statements are reviewed for completeness
	☐	
	

	
	Keep informed and report on status of hospitalized personnel
	☐	
	

	
	Arrange for notification of next of kin for serious injuries and deaths
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	Replacement Brief
	Ensure Finance and Administration Section Chief’s awareness of personnel change
	☐	
	

	End of shift Report
	Inform replacement of any outstanding or pending issues regarding your post 
	☐	
	

	
	Collect all documentation from the other Section Chiefs
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Administrative Duties
	Ensure all records are in order 
	☐	
	

	
	Ensure preparation of final incident package.  Note:  Finance and Administrative Section may need to maintain functionality following RHRC closure
	☐	
	

	
	Submit all records, forms, and paperwork to local emergency manager
	☐	
	

	Supervisor Debrief
	Provide debrief to the Finance and Administration Section Chief
	☐	
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[bookmark: _Toc320897800][bookmark: _Toc320900211]Cost Unit Leader 
Roles and Responsibilities
[bookmark: _Toc319333841][bookmark: _Toc320897801][bookmark: _Toc320900212]Position Information
Station Name:		Cost Unit Leader
ICS Section:			Finance
[bookmark: _Toc319333842][bookmark: _Toc320897802][bookmark: _Toc320900213]NIMS Management Structure
Reports to:			Finance and Administration Section Chief
Direct Reports:		Unit staff as assigned
[bookmark: _Toc319333843][bookmark: _Toc320897803][bookmark: _Toc320900214]Deliverable
Forms Prepared:		Insert jurisdiction-specific forms
Forms Reviewed:		Incident Action Plan
Facility Situational Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333844][bookmark: _Toc320897804][bookmark: _Toc320900215]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Cost Unit Leader is responsible for managing Unit personnel and ensuring roles and responsibilities assigned to the Section are completed.  The Cost Unit Leader needs to: 
· {Insert summary of major responsibilities not covered below}
· Collect all cost data
· Perform cost effectiveness analysis of incident operations
· Provide cost estimates and cost saving recommendations
· Collect, share, and disseminate costing information
· Maintain cumulative incident cost records
· Prepare incident cost summaries.
[bookmark: _Toc320897805][bookmark: _Toc320900216][bookmark: _Toc319333845]Concept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here

· [bookmark: _Toc320897806][bookmark: _Toc320900217]
· [bookmark: _Toc320897807][bookmark: _Toc320900218]

[bookmark: _Toc320897808][bookmark: _Toc320900219]Position Checklist
The following checklist indicates minimum requirements for position.  Note some tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.
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	[bookmark: _Toc320897809]COST UNIT LEADER
[bookmark: _Toc320897810]POSITION TASK CHECKLIST
[bookmark: _Toc320897811][bookmark: _Toc320900220]SHEET NO. 48
	[bookmark: _Toc320897812][bookmark: _Toc320900221]NAME:

	
	[bookmark: _Toc320897813][bookmark: _Toc320900222]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Report and Incident Brief
	Report to Finance and Administration Section Chief, receive assignment, and obtain briefing.  Note:  the Finance and Administration Section may operate remotely from the local emergency operation center
	☐	
	

	Station Setup
	Establish the Cost Unit.  Note this will only be activated as needed
	☐	
	

	Initiate Time Charging Procedures
	Determine whether hosting agency will maintain time records for the incident (if not who will)—and what forms/procedure for time sheet completion will be used
	☐	
	

	
	Determine procedure for establishing charge codes
	☐	
	

	OPERATIONAL PERIOD
	
	

	Cost Tracking
	Track contract or mutual aid equipment and personnel costs
	☐	
	

	
	Track damage to facilities, infrastructure, equipment, and vehicles
	☐	
	

	
	Ensure all cost documents are accurately prepared
	☐	
	

	Time Charging
	Ensure all Sections and Supply Units are aware of charge codes
	☐	
	

	
	Distribute timekeeping forms to all Sections—ensure forms are being completed correctly
	☐	
	

	Finance Calculations
	Maintain cumulative incident cost records.  Costs should reflect each individual entity (individual or crew personnel, individual pieces of equipment, food, and facilities), the entity’s agency or contractor, and pay premiums (overtime/hazard).  These records should reflect:
· Equipment time – Operations Section
· Personnel time – Unit Leaders
· Accident reports – Safety Officer, Operations Section
· Potential and existing claims – Operations Section, Safety Officer, equipment contractors, Agency representative, and Compensation/Claims Unit Leader
· Arrival and demobilization of personnel and equipment – Planning Section
· Status of supplies – Supply Unit Leader and Purchasing and Contracts Unit Leader
· Use agreements – Purchasing and Contracts Unit Leader
· Resources ordered – Supply Unit Leader
· Unassigned resources – Resource Unit Leader and Cost Unit Leader
	☐	
	

	Efficiency
	Make recommendations on cost savings to Finance and Administration Section Chief.  This must be coordinated with Operations and Planning Sections—use of high-cost equipment may have justifications unknown to Finance/Administration
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	Replacement Brief
	Ensure Finance and Administration Section Chief’s awareness of personnel change
	☐	
	

	End of shift Report
	Inform replacement of any outstanding or pending issues regarding your post
	☐	
	

	
	Collect all documentation from the other Section Chiefs
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Administrative Duties
	Ensure all records are in order
	☐	
	

	
	Ensure preparation of final incident package.  Note:  Finance and Administrative Section may need to maintain functionality following RHRC closure
	☐	
	

	
	Submit all records, forms, and paperwork to local emergency manager
	☐	
	

	Supervisor Debrief
	Provide debrief to the Finance and Administration Section Chief
	☐	
	



Regional Hub Reception Center	Illinois - Indiana - Wisconsin
Operational Guidance	Combined Statistical Area
DRAFT
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[bookmark: _Toc320897814][bookmark: _Toc320900223]Personnel and Time Unit Leader 
Roles and Responsibilities
[bookmark: _Toc319333848][bookmark: _Toc320897815][bookmark: _Toc320900224]Position Information
Station Name:		Personnel and Time Unit Leader
ICS Section:			Finance
[bookmark: _Toc319333849][bookmark: _Toc320897816][bookmark: _Toc320900225]NIMS Management Structure
Reports to:			Finance and Administration Section Chief
Direct Reports:		Unit staff as assigned
[bookmark: _Toc319333850][bookmark: _Toc320897817][bookmark: _Toc320900226]Deliverable
Forms Prepared:		Insert jurisdiction-specific forms
Forms Reviewed:		Incident Action Plan
Facility Situational Reports
Forms Approved:		Not Applicable
[bookmark: _Toc319333851][bookmark: _Toc320897818][bookmark: _Toc320900227]Equipment
Equipment Assigned:	
Responsibilities
The {Insert Name} RHRC Personnel and Time Unit Leader is responsible for managing Unit personnel and ensuring roles and responsibilities assigned to the Section are completed.  Specifically, the Personnel and Time Unit Leader needs to: 
· {Insert summary of major responsibilities not covered below}
· Determine incident requirements for time recording function
· Ensure daily personnel time recordings are prepared and comply with time policy
· Ensure all records are current or complete prior to demobilization
· Complete personnel acquisitions
· Contract or appoint additional personnel
· Process personnel and help them integrate into their appropriate units.
[bookmark: _Toc320897819][bookmark: _Toc320900228][bookmark: _Toc319333852]Cocept of OperationsNote to planners:  Insert facility operational details, position-specific planning assumptions, diagrams, operation layout, and resources here

· [bookmark: _Toc320897820][bookmark: _Toc320900229]
· [bookmark: _Toc320897821][bookmark: _Toc320900230]

[bookmark: _Toc320897822][bookmark: _Toc320900231]Position Checklist
The following checklist indicates minimum requirements for position.  Note some tasks are one-time actions; others are ongoing or repetitive for the duration of the incident.
Regional Hub Reception Center	Illinois - Indiana - Wisconsin 
Operational Guidance	Combined Statistical Area
DRAFT
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	[bookmark: _Toc320897823]PERSONNEL AND TIME UNIT LEADER
[bookmark: _Toc320897824]POSITION TASK CHECKLIST
[bookmark: _Toc320897825][bookmark: _Toc320900232]SHEET NO. 49
	[bookmark: _Toc320897826][bookmark: _Toc320900233]NAME:

	
	[bookmark: _Toc320897827][bookmark: _Toc320900234]DATE:

	Task Area
	Description
	Complete
	Initials
	Time
(Military)

	Facility/resource activation

	Report and Incident Brief
	Report to Finance and Administration Section Chief, receive assignment, and obtain briefing.  Note:  the Finance and Administration Section may operate remotely from the local emergency operation center
	☐	
	

	Station Setup
	Establish the Personnel and Unit Time Leader 
	☐	
	

	Initiate Financial Reporting Requirements
	Determine incident requirements for time recording
	☐	
	

	
	Determine required time-lines for reports
	☐	
	

	
	Determine location of timekeeping activity
	☐	
	

	
	Determine number of personnel and rental equipment for which time will be kept
	☐	
	

	
	Determine number of individuals to contract or appoint
	☐	
	

	Initiate Time Charging Procedures
	Establish contact with appropriate Agency personnel representatives
· Determine time-keeping constraints of individual Agencies
· Ensure time records are maintained for volunteer and mutual aid resources whether or not time will be reimbursed
	☐	
	

	OPERATIONAL PERIOD
	
	

	Time Charging
	Ensure that daily personnel and equipment time recording documents are prepared, and compliance with time policy is maintained.  Submit cost estimate data forms to Cost Unit as required
	☐	
	

	
	Determine audit schedule for review and provide estimate of daily response and contractor personnel to the Finance and Administrative Section Chief
	☐	
	

	
	Initiate, gather, or update time sheets from all applicable personnel assigned to the RHRC for each operational period
	☐	
	

	
	Verify all personal identification information on time report.  Ensure time sheets are signed and approved
	☐	
	

	Coordination
	Ensure time reports from assisting Agencies are released to respective Agency representatives: 
· Review reports for accuracy and legibility
· Obtain necessary signatures and approvals
· Organize and direct recording of equipment time
· Coordinate with Transportation and Supply Units for obtaining equipment use information
· Verify that information is correct
	☐	
	

	PRIOR TO SHIFT CHANGE
	
	

	Replacement Brief
	Ensure Finance and Administration Section Chief’s awareness of personnel change
	☐	
	

	End of shift Report
	Inform replacement of any outstanding or pending issues regarding your post 
	☐	
	

	
	Collect all documentation from the other Section Chiefs
	☐	
	

	DEACTIVATION/CLOSE OUT
	
	

	Administrative Duties
	Ensure all records are in order
	☐	
	

	
	Ensure preparation of final incident package.  Note:  Finance and Administrative Section may need to maintain functionality following RHRC closure
	☐	
	

	
	Submit all records, forms, and paperwork to local emergency manager
	☐	
	

	Supervisor Debrief
	Provide debrief to the Finance and Administration Section Chief
	☐	
	


Regional Hub Reception Center	Illinois - Indiana - Wisconsin 
Operational Guidance	Combined Statistical Area
DRAFT
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[bookmark: _Toc319333854][bookmark: _Toc320897828][bookmark: _Toc320900235]Attachment A
[bookmark: _Toc320897829][bookmark: _Toc320900236]Incident Action Plan
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