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	Incident Management Team  >>  Operations Section 
	

	[bookmark: _GoBack]Reports to: Medical Care Unit Leader  Supervises: N/A 
	Loc’n: Reynolds Lawn
	Radio: 4MED



Common mission: Care for the Westmont community, and get back on track ASAP
Your mission: Monitor the emotional state of students and responders; administer psychological first aid as necessary
Common priorities: Life Safety; Incident Stabilization; Environment/Property Conservation 

[bookmark: OLE_LINK14][bookmark: OLE_LINK15]On Arrival (applicable to all responders)
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]
	Report to Westmont Emergency Operations Center (WOC) at Observatory and check in with Resources Unit: get wristband/clamshell/timecard; get vest/kit from Mobile Emergency Response Container (MERC) 

	
	Obtain radio (with job aid, distributed by Radio Unit) and ensure set to appropriate channel (see above)

	
	Identify your two assistants (assigned by Volunteer Unit); perform their duties until volunteers are available
Scribe: list actions/resources needed on Activity Log (show start/end military time for all items noted)
Radio monitor: assist in filtering radio traffic for you

	
	Read this entire Job Action Sheet and review Organization Chart



[bookmark: OLE_LINK23][bookmark: OLE_LINK24][bookmark: OLE_LINK11][bookmark: OLE_LINK12][bookmark: OLE_LINK13][bookmark: OLE_LINK16]Initial Actions (applicable only if you are the first person from your unit to respond; all others move to “Begin Shift” below)
	
	Establish locations to meet with both individuals and groups; coordinate set up of Easy-Up tents, tables, and chairs with Medical Admin Unit

	
	Communicate location/protocols with the Welfare Unit who will direct students in need to Counseling Unit

	
	(One additional tent with privacy rooms will be needed for Psychological First Aid)

	
	



Begin Shift
	
	Transfer current open items from predecessor’s shift to your Activity Log 214

	
	Attend shift briefing

	
	

	
	



Job Duties (applicable to all shifts)
	

	With a calming presence, lead discussion focused on problem-solving & applying coping strategies to immediate issues 

	
	Promote an environment of safety and comfort by:
· Encouraging people to do things that are active, practical, and familiar 
· Facilitating conversation between individuals with similar experiences
· Protecting them from the additional trauma of triggers (sight, sounds or smells); keep media away

	
	Monitor individuals who are at higher risk after the traumatic event including people who:
· Were injured or have pre-existing mental/physical illness
· Were exposed first-hand to grotesque scenes or a threat to their safety
· Have previously experienced other disasters or trauma
· Lost a significant portion of their possessions 

	
	Link individuals with available services both on campus and in the community for ongoing support

	
	

	
	



End Shift
	
	Brief successor on previous period, ongoing, and pending activities; hand off clamshell, radio, etc.

	
	Check out with Resources Unit and submit all documentation

	
	



Demobilization
	[bookmark: OLE_LINK7][bookmark: OLE_LINK8]
	Develop plans for identification, monitoring and long-term support of PTSD cases

	
	[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Identify excess resources and recommend release for demobilization (name/type, quantity, time of available release)

	
	



Resources
	
	Additional Activity Logs and Ans-R-Grams can be found at the Planning Section, as supplies allow

	
	[bookmark: OLE_LINK9][bookmark: OLE_LINK10]Additional resources: https://westmont.egnyte.com/fl/coGQnaizNE

	
	Medical Unit Clamshell, Kit, and Unit Leader Vest (red)

	
	SERC:
· Tables & Chairs (as available)
· Plastic Containers w/ Lids

	
	Psychological First Aid (PFA) Information in Clamshell
· “PFA for First Responders: Tips for Emergency and Disaster Response Workers”
· “PFA: Supporting Staff Using the M.A.N.E.R.S. Model”
· World Vision “PFA Guide for Field Workers”
· Several informational handouts available to copy and distribute 

	
	For extensive outside resources call the United Educators ProResponse line at 866-713-1978.  The line is answered live 24/7. One of their consultants would gather the following information:
· What happened? When? Where? How many affected?
· If applicable, describe current activity at scene
· Presence of law enforcement? Fire? EMS? Media?
· Victim status information available?
· Jointly determine scale and scope of the response
Through the UE program if we have a death in the school community, services would be covered up to $50,000 dollars. If there is not a death and UE does not make an exception, we can still access the services and would pay a per person/per hour fee. The Risk Management office has the rate sheet for the roles to provide an idea of cost.

	
	blackswancrisissolutions.com
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