CONFIDENTIAL EMERGENCY ASSIGNMENT DUTIES CHECKLIST

Department of Education

NAME PHONE # RADIO #
LOCATION: Emergency Operations Center (EOC)
SUPERVISED BY: INCIDENT COMMANDER

EMERGENCY TYPE

SUBORDINATES

TITLE NAME PHONE/RADIO
Assistant Liaison Officer
Assistant Liaison Officer
Assistant Liaison Officer
Assistant Liaison Officer
Assistant Liaison Officer
Assistant Liaison Officer
Assistant Liaison Officer

SUGGESTED EQUIPMENT

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

PRIMARY DUTIES

The person designated by the Incident Commander responsible for coordinating with representatives
from cooperating and assisting agencies. Assists the Incident Commander by serving as the point of
contact for other response organizations participating in the operation

DUTY CHECKLIST

Time Initials

Establish contact with the Incident Commander for an initial briefing

Assist and advise the Incident Commander on the application of the DEEPLAN
Initiate and Emergency Log and Assignment Roster to record essential
information

Identify mutual aid agreements between the Department of Education and
other facilities and activate as directed by the Incident Commander

Make contact with cooperating agency liaisons

Provide briefings to other agencies involved in the operation/emergency
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Respond to requests from incident personnel for contacts among the assisting
agencies

Monitor incident operations

Identify any current or potential problems between the department and
responding agencies.

Report problems to the Incident Commander

Provide updates on the emergency situation to subordinates as directed

Assist the Incident Commander in the development of an Action Plan to
resolve the emergency

Submit all reports and logs to Incident Commander when relieved or when the
emergency has been resolved

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

Assist the Incident Commander with 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

EMERGENCY INFORMATION
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