CONFIDENTIAL EMERGENCY ASSIGNMENT DUTIES CHECKLIST

	Department of Education

INCIDENT COMMANDER
MAY ASSIGN one or more DEPUTY INCIDENT COMMANDER as NEEDED


	NAME                                                                                      PHONE #                                      RADIO #

LOCATION:     Emergency Operations Center (EOC)      

SUPERVISED BY:            BOARD OF EDUCATION

EMERGENCY TYPE

	SUBORDINATES


	TITLE
	NAME
	PHONE/RADIO

	Safety Officer
	
	

	Public Information Officer
	
	

	EOC Liaison Officer
	
	

	Operations Section Chief
	
	

	Logistics Sections Chief
	
	

	Planning Section Chief
	
	

	Finance Section Chief
	
	

	SUGGESTED EQUIPMENT

	*Office Supplies                             * Department of Education Emergency Plan (DEEPLAN )                                                                                       *                                        *Radios                                              *Telephones        
*Cellular Telephones                         *Resource Lists               *Applicable Forms and Logs

	PRIMARY DUTIES

	This position is ALWAYS filled. The Incident Commander has overall responsibility for managing the incident by establishing objectives, planning strategies and implementing tactics.  Responsible for all Incident Command System (ICS) management functions until he or she delegates the functions to someone.

	DUTY CHECKLIST


	
	Time
	Initials

	Provide overall leadership for incident response
	
	

	Approve all information that is released by the PIO
	
	

	Establish incident objectives based on the situation
	
	

	Develop a written Incident Action Plan (IAP) for long term complex incidents:
IAP must include: 
· What we want to do
· Who is responsible for doing it
· How do we communicate with each other
· What is the procedure if someone is hurt

	
	

	Establish and maintain liaison with other agencies participating in the incident
	
	

	Assess the need for staff depending on complexity  and time frame
	
	

	Activate and delegate Command Staff functions as needed
	
	

	Provide  updates on the emergency situation to subordinates as directed
	
	

	Review all reports and logs  when the emergency has been resolved
	
	

	Lead the command staff in the development of a short and long term deactivation plan and process
	
	

	Lead the debriefing and after emergency review with all staff
	
	

	Assist in the development of a Post-Emergency Plan to return the agency to routine operations
	
	

	Assess the effectiveness of the DEEPLAN with the command staff
	
	

	Assist in preparing a critical incident stress debriefing and any additional Post-trauma staff program
	
	

	TRANSFER OF COMMAND MAY TAKE PLACE WHEN:
A jurisdiction or agency is legally required to take command
A more qualified Incident commander arrives and assumes command
Incident complexity changes
The current Incident Commander needs to rest
	
	

	REQUIREMENT FOR TRANSFER OF COMMAND: Incoming Incident Commander
	
	

	Perform an assessment of the incident situation with the existing Incident Commander
	
	

	Receive a face-to-face briefing from existing IC and Command Staff  which includes:
	
	

	· Incident History
· Current plan
· Resource assignments
· Resources ordered
· Resources needed
· Delegation of authority
	· Priorities and Objectives
· Incident organization
· Status of communication
· Facilities established
· Any constraints or limitations
· Incident potential
	
	

	Determine an appropriate time for transfer of command

	
	

	Notification of transfer of command to:
Agency headquarters
General Staff members
Command Staff members
All incident personnel
	
	

	
	
	

	EMERGENCY INFORMATION

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	

1

