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	Incident Management Team  >>  Planning Unit
	

	Reports to: Planning Section Chief   Supervises: xx 
	Loc’n: Thorrington/Carr
	Radio: 16PLNU



Common mission: Care for the Westmont community, and get back on track ASAP
Your mission: Immediately set out to resume the college’s educational mission
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)
	
	Assemble Recovery Team & await the recovery objectives to be set by the Executive Team

	
	Establish communication with the Facilities Unit to assess condition/possibility of using buildings on campus

	
	

	
	



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

	
	Attend shift briefing

	
	Review the departmental WestmontBackOnTrack plans to identify & prioritize critical functions to resume

	
	



Job Duties (applicable to all shifts)
	
	Consider possible next steps to resume the academic schedule:
· Remote/online instruction
· Alternate space usage
· Syllabus adjustments

	
	Vet all potential building rentals with Incident Manager & E-Team prior to signing agreement 

	
	Work with Risk Manager to contact insurance broker to discuss advance funding, timelines, documentation, etc.

	
	



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

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

	
	Recovery Unit Clamshell, Unit Leader Vest (black)

	
	WestmontBackOnTrack Plans for each department in Clamshell (in progress)
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