CONFIDENTIAL EMERGENCY ASSIGNMENT DUTIES CHECKLIST

	Department of Education

PLANNING SECTION CHIEF
May assign a Deputy Planning Section Chief if needed


	NAME                                                                                      PHONE #                                      RADIO #

LOCATION:     __________________________________________________________      

SUPERVISED BY:            INCIDENT COMMANDER

EMERGENCY TYPE

	SUBORDINATES

	TITLE
	NAME
	PHONE/RADIO

	Deputy Planning Section Chief
	
	

	Resources Unit
	
	

	Situation Unit
	
	

	Documentation Unit
	
	

	Demobilization Unit
	
	

	Technical Specialists
	
	

	
	
	

	SUGGESTED EQUIPMENT

	* DEEPLAN          *Television         *Whiteboard           *Recording Devices       * Poster Board                                                  *  Am/Fm Portable Radio      *Department Photo’s , Maps And Videos       *Clock                                      *TV/ VCR/DVD Player        * 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) to help ensure responders have accurate information pertaining to the emergency event and those affected by the incident.
Provide resources and provide chronology of incident events for legal, analytical, fiscal and historical purposes.
	QUALIFICATIONS 
to operate this general staff position

	1. Completion of ICS training
1. Ability to: 
1. Organize and analyze information
1. Write clear, accurate documents
1. Interpret diagrams and maps
1. Develop and present briefings
1. Use computer-based application including databases and spreadsheets
1. 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
	
	

	Collect, evaluate and display incident intelligence and information
	
	

	Prepare and document Incident Action Plans (IAP)
	
	

	Maintain incident documentation
	
	

	Develop plans for demobilization
	
	

	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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