CONFIDENTIAL EMERGENCY ASSIGNMENT DUTIES CHECKLIST

	Department of Education

FINANCE/ADMINISTRATION SECTION CHIEF
May assign Deputy Finance/Administration Section Chiefs if needed


	NAME                                                                                      PHONE #                                      RADIO #

LOCATION:     __________________________________________________________      

SUPERVISED BY:            INCIDENT COMMANDER

EMERGENCY TYPE

	SUBORDINATES

	TITLE
	NAME
	PHONE/RADIO

	Deputy Finance/Administration Section Chief
	
	

	Deputy Finance/Administration Section Chief
	
	

	Deputy Finance/Administration Section Chief
	
	

	Procurement Unit
	
	

	Time Unit
	
	

	Cost Unit
	
	

	Compensation/Claims Unit
	
	

	SUGGESTED EQUIPMENT

	* DEEPLAN                         *Clock                                  * ID Vest                  *Applicable Forms and Logs                        *Office Supplies                               *Radios                                     *Telephones                                          *Cellular Telephones                         *Resource Lists                                       

	PRIMARY DUTIES

	The person designated by the Incident Commander (if needed) responsible for paying for the cost of the response efforts.  This individual works closely with the Logistics Section Chief to ensure the ability to contract for and procure the resources necessary to manage the incident.

	QUALIFICATIONS 
to operate this general staff position

	· Completion of ICS training
· Knowledge of workers’ compensation, insurance claims and contracting requirements
· Ability to: 
· keep accurate accounting records
· purchase/contract for needed resources
· process claims
· communicate effectively orally and in writing
· direct others in a crisis


	DUTY CHECKLIST

	
	Time
	Initials

	Establish contact with the Incident Commander  for an initial briefing
	
	

	Initiate and Emergency Log to record essential information
	
	

	Assign duties to subordinates as needed using Assignment Roster
	
	

	Assist the Incident Commander in establishing goals and Objectives
	
	

	Negotiate Contracts as needed-monitor work
	
	

	Track personnel and equipment time
	
	

	Process claims for injury or property damage
	
	

	Track financial cost analysis
	
	

	Keep a running tally of the costs associated with the incident
	
	

	Work closely with LOGISTICS to ensure needs and costs are met
	
	

	Work closely with other command staff to keep informed of progress, and needed resources
	
	

	Report to the Incident Commander for other assignments or personal debriefing
	
	

	Gather all logs, reports, tapes and video tapes from subordinates for debriefing
	
	

	Assist the Incident commander in the Deactivation process 
	
	

	· Debriefing 
· Emergency Reports
· Post Emergency Plans
· Internal Incident Review
· Critical Incident Stress Debriefing
· Serious Incident Review
	
	

	EMERGENCY INFORMATION
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