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	Incident Management Team  >>  General Staff
	

	Reports to: Incident Manager   Supervises: Logistics
	Loc’n: Observatory
	Radio: 9LOGSC



[bookmark: _GoBack]Common mission: Care for the Westmont College community, and get back on track ASAP
Your mission: Ensure that adequate resources are in place to support the incident objectives and tactics that will achieve the greatest good for the greatest number of people in the shortest amount of time
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, the Planning P Job Aid, and the Organization Chart/Radio Job Aid

	
	

	
	



[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)
	
	Use Form 201 to assess the situation, establish immediate priorities, and determine objectives and strategies

	
	Identify with Planning Chief initial Ops Unit responders

	
	Attend initial Incident Management meeting (by Event + 01:45)

	
	Develop SMART objectives from a Logistics Section perspective for the next operational period in preparation for Management meeting

	
	Attend Management meeting (by Event + 02:00)

	
	Organize and staff Logistics Section as appropriate, addressing communications, supply flow, and campus infrastructure

	
	[bookmark: OLE_LINK17][bookmark: OLE_LINK18]Identify tactical resources for initial Planning Meeting for the next operational period (by Event + 11:00)

	
	

	
	



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

	
	Attend operational briefing and assign Logistics personnel in accordance with Incident Action Plan (IAP)

	
	

	
	



Job Duties (applicable to all shifts)
	
	Develop/Update Incident Objectives 

	
	Develop/Update and Manage resources required to meet incident objectives and tactics

	
	Prepare for and attend Planning Meeting
· Provide input on resource availability, support needs, identified shortages, and response time-lines for key resources
· Identify future operational needs (both current and contingency), in order to anticipate logistical requirements
· Ensure Medical Plan (ICS Form 206) is prepared
· Assist in the preparation of Transportation Plan

	
	

	
	



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

	
	Check-out with the Resources Unit and submit all documentation

	
	



Demobilization
	[bookmark: OLE_LINK7][bookmark: OLE_LINK8]
	Identify excess resources and recommend release for demobilization (name/type, quantity, time of available release)

	
	

	
	

	
	



Resources
	
	Logistics Unit Clamshell, Unit Kit, and Section Chief Vest & Cap (green)

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

	
	Emergency Operations Plan
· Public Version (http://www.westmont.edu/resilience/eop/)
[bookmark: OLE_LINK5][bookmark: OLE_LINK6][bookmark: OLE_LINK3][bookmark: OLE_LINK4]Internal Viewer Access (do not share outside Westmont) (https://app.smartsheet.com/b/publish?EQBCT=e760e8135a2d4f54b74280a5939f9f38)

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