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	Incident Management Team  >>  Command Staff
	

	Reports to: Incident Manager   Supervises: Response Team	
	Loc’n: Observatory
	Radio: 33PSAR



[bookmark: _GoBack]Common mission: Care for the Westmont College community, and get back on track ASAP.
Your mission: Ensure the safety of all emergency responders
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

	
	(Create Job Aid on default assignments for first responders)



[bookmark: OLE_LINK11][bookmark: OLE_LINK12][bookmark: OLE_LINK13][bookmark: OLE_LINK16][bookmark: OLE_LINK17][bookmark: OLE_LINK18]Initial Actions  (applicable only if you are the first person from your unit to respond; all others move to “Begin Shift” below)
	
	Identify hazardous situations and/or materials associated with the incident

	
	Ensure Personal Protective Equipment (PPE) is available to responders and they are instructed on its use

	
	Report preliminary safety concerns in initial Incident Management Staff meeting

	
	



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

	
	Attend shift briefing

	
	Identify new sites or operations that may require attention or adjustments to the safety plan

	
	

	
	



Job Duties (applicable to all shifts)
	
	Deliver/update safety message via ICS Form 206 to Management meeting 

	
	Exercise emergency authority to stop or prevent unsafe acts; communicate action to the Incident Manager

	
	Monitor responder well-being through the Resources/Welfare units to mitigate increasing stress levels, and review staffing plan for people on duty too long

	
	Monitor weather conditions and recommend advisories that may be suitable for our community

	[bookmark: OLE_LINK3][bookmark: OLE_LINK4]
	Participate in planning and tactics meetings; listen for safety hazards and deliver news of site safety concerns/plans

	
	Review the Incident Action Plan (prepared by Planning Section) for safety implications

	
	Investigate and document accidents that occur within the incident area on Activity Log 214

	
	Attend Operations meeting 

	
	Attend Planning meeting

	
	

	
	



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
	
	Safety Officer Clamshell: Emergency Response Guidebook, Safety Message/Plan Forms (ICS 206), Campus Map

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

	
	Hazard Tags with place to note date/time/issue 

	
	Fanny pack with nutrition/hydration supplies 

	
	[bookmark: OLE_LINK9][bookmark: OLE_LINK10][bookmark: OLE_LINK19]Additional resources: https://westmont.egnyte.com/fl/coGQnaizNE 
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