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	Incident Management Team
	

	Reports to: Executive Team   Supervises: Incident Management Staff
	Location: Observatory
	Radio: 1IMGR



Common mission: Care for the Westmont College community, and get back on track ASAP.
Your mission: As the chief facilitator, implement and orchestrate an Incident Action Plan (IAP) that achieves the greatest good for the greatest number of people in the shortest amount of time.
[bookmark: OLE_LINK9][bookmark: OLE_LINK10]Common Priorities: Life Safety; Incident Stabilization; Environment/Property Conservation
On Arrival Event+00:03
	[bookmark: OLE_LINK1][bookmark: OLE_LINK2]
	Report to the Westmont Emergency Operations Center (WOC) at Observatory and check-in with Resources Unit: get wristband, vest, timecard, clamshell from the 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

	
	Review this entire Job Action Sheet, the Planning P job aid (attached), and the Org Chart/Rradio Jjob Aaid

	
	

	
	



[bookmark: OLE_LINK11][bookmark: OLE_LINK12][bookmark: OLE_LINK13][bookmark: OLE_LINK14]Initial Actions  (applicable only if you are the first person from your unit to respond; all others move to “Begin Shift” below)
[bookmark: OLE_LINK21][bookmark: OLE_LINK22]Understand the Situation ASAP (Initially Event + 00:10 – 1:45)
	
	Use Incident Briefing form (ICS 201) to assess the situation, establish immediate priorities, and determine objectives and strategies

	
	Make certain with Plans Chief that each direct report role has been assigned (see Planning P)

	
	Obtain a quick update from each direct report prior to the initial Incident Management Staff meeting

	
	Update the President

	
	Identify Initial Incident objectives based on the top 5 priorities listed in box 8 of ICS 201

	
	Conduct Initial Management meeting with ICS 201 form (by 01:45) 

	
	Set time for Management Objectives meeting (by Operational Period (OP) + 10min)

	
	Direct Chiefs Management to develop initial Specific, Measurable, Action-oriented, Realistic, Time-sensitive (SMART) objectives in preparation for that meeting

	
	[bookmark: _GoBack] 

	
	


“If everything is a priority, then nothing is a priority!”
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]Begin Shift 
	
	Review with outgoing IM the previous shift’s completed, in-progress and pending activities

	
	Attend Operations briefing led by Ops Chief

	
	Modify existing SMART Incident Objectives as necessary

	
	Re-prioritize critical resources as necessary

	
	Update the President



Job Duties (applicable to all shifts)
[bookmark: OLE_LINK29][bookmark: OLE_LINK30]Establish SMART Incident Objectives (with ICS 202 form) (Initial Event + 02:00)
	
	Attend short Management Objectives Meeting facilitated by Plans Chief
· Public Safety Officer delivers Safety Message with ICS 208 form
· Finalize Incident Objectives form (ICS 202) for Ops Chief to develop tactics by Event + 6:45)

	
	Set time for Operations Meeting (by Event + 06:45)

	
	

	
	


[bookmark: OLE_LINK31][bookmark: OLE_LINK32]Develop the Incident Action Plan (Initial Event + 06:45)
	
	[bookmark: OLE_LINK5][bookmark: OLE_LINK6]Ensure that Officers & Management Chiefs weighs in on key issues from their perspective

	
	Ensure that Ops Chief and team develop “Strategies” and “Tactics” to achieve Incident Objectives.

	
	Set time for Planning Meeting when IAP will be approved

	
	


[bookmark: OLE_LINK33][bookmark: OLE_LINK34]Prepare and Disseminate the Plan (Initial Event + 10:45)
	
	Ensure that the Plans Chief develops the draft IAP based on the operational plan developed in Operations Meeting

	
	Confirm that the Ops Chief delineates the amount and type of resources needed to accomplish the plan

	
	Confirm that Logs Chief and Admin/Finance work together to make sure the Ops Chief resources are available and affordable

	
	Ensure that the Planning Meeting (led by Plans Chief) validates the operational plan as proposed by the Ops Chief

	
	

	
	


Execute, Evaluate, and Revise the Plan (Initial Event + 12:45 / Every 12:00 thereafter)
	[bookmark: OLE_LINK7][bookmark: OLE_LINK8]
	Ensure that the Ops Chief conducts the operations briefing before each operational period begins, and that those who need the information have access.

	
	Execute and assess progress

	
	Repeat operational period (typically 12 hours initially)

	
	

	
	



End Shift
	
	Update Activity Log (Form 214)

	
	Brief replacement on previous period, ongoing, and pending activities

	
	Know when to report back

	
	Check out with Plans Chief & Resources Unit and submit all documentation

	
	



Demobilization
	
	

	
	




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

	
	Additional resources: https://westmont.egnyte.com/fl/coGQnaizNEhttps://readytracker.app.box.com/WestmontGeneralDocs

	
	Incident Manager Unit Clamshell, Unit Kit, and Section Chief Vest & Cap (yellow)
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