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	Incident Management Team  >>  Operations Section
	

	Reports to: Operations Section Chief   Supervises: Off-Campus Volunteers 
	Loc’n: DoubleTree
	Radio: 6WELF



[bookmark: _GoBack]Common mission: Care for the Westmont community, and get back on track ASAP
Your mission: Account for and attend to the needs of off-campus students until they return to campus
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_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)
	
	Station current Assistant Director (AD) at Ocean View (OV), send 2nd Off-Campus responder to DoubleTree with radio and back up batteries
· OV AD is to remain at/travel to OV until Incident Manager releases them from duty
· A third Off-Campus responder should be stationed on Campus at Tent City

	
	If OV AD is not available, assign an Off-Campus responder to fill the role (additional instructions, lock codes, etc. to be provided in Clamshell for that eventuality)

	
	Retrieve Off Campus roster and begin to locate residents using whatever means available including Safe and Well

	
	Initiate Safe & Well data collection and distribution
· Collect rosters from RAsAD
· Collaborate w/ the Technology Unit to access internet connection which is necessary to post on Safe & Well
· If there is no internet access, attempt to go where it is functional once the Helper Tools are ready
· Obtain laptop and enter status for those people who have checked in Safe & Well Helper Tool
· Electronic rosters and Safe & Well tool are located on the Off Campus USB in your clamshell 
· [bookmark: OLE_LINK3][bookmark: OLE_LINK4]Follow instructions to upload to Safe& Well site; only upload students/fac/staff we have accounted for who are both safe and well (i.e. green triage tag – minimal injury). DO NOT SAY SOMEONE HAS NOT BEEN ACCOUNTED FOR (MIA).
Inform VP of Student Life of any student casualties

	
	



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

	
	Attend shift briefing

	
	Be sure the Global Star satellite phone from Ocean View is charged and functional 

	
	

	
	



Job Duties (applicable to all shifts)
	
	Coordinate w/ Welfare Unit to designate a care provider for Off-Campus students once they arrive on campus

	
	Designate 2-4 people to remain at OV for security; be sure they are trained on radio use

	
	Distribute FEMA and/or Red Cross resource handouts to off-campus students as appropriate (copies can be made on campus at the WOC)

	
	Arrange for someone to serve as a radio relay on Via Alicia 

	
	Utilize power source for radios in shed

	
	

	
	



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

	
	Submit all documentation to the Planning Section  >>  Documentation Unit

	
	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
	
	Off-Campus Unit Clamshell, Kit, and vest (rRed) 

	
	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/coGQnaizNEhttps://readytracker.app.box.com/WestmontGeneralDocs - additional Quake resources bookmark at bottom of page

	
	Emergency Cache at Ocean View contains: 2400cal food bars, water, First Aid, LSAR tools, tents, etc.
· Lock code: 138 (located around side of shed)

	
	Tsunami Inundation Map in Clamshell

	
	DoubleTree Contacts: (805)564-4333
· [bookmark: OLE_LINK50][bookmark: OLE_LINK51]Director of Engineering, Jeff Maushui (ext. 8542) – assistant: Spencer Sperritt (ext. 8543)
· Director of Security, Darrin Williams (Call main line and ask to be transferred to security)
· General Manager, Matthew LavineNeal Poisson (Secretary’s ext. 8501)
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