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	Incident Management Team  >>  Logistics Section
	

	Reports to: Logistics Section Chief   Supervises: Supply Unit Volunteers 
	Loc’n: MERC
	Radio: 13STUF


	
[bookmark: _GoBack]Common mission: Care for the Westmont community, and get back on track ASAP
Your mission: Distribute and acquire items necessary for the response effort; protect from loss or extravagance
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)
	
	Gain access to MERC and Stationary Emergency Response Container (SERC) (lock combination is 1138 for both) and unload in an orderly fashion
· Distribute unit kits

	
	Coordinate with the Medical Admin Unit to deliver medical supplies to the Infirmary on the Health Center lawn

	
	Visit Event Services & Custodial storage warehouses at Physical Plant to take initial inventory of potential supplies

	
	

	
	



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

	
	Attend shift briefing

	
	

	
	



Job Duties (applicable to all shifts)
	
	Recruit volunteer to serve as the quartermaster of MERC and check items in/out
· Do not leave MERC unlocked when unattended

	
	Maintain inventory of available items in warehouses (supplies may vary by time of year) at Physical Plant
· Event Services Warehouse: Tables, Chairs, Trash Cans/Bags, Umbrellas/Stands
· Custodial Warehouse: Toilet Paper, Trash Bags, Cleaning Supplies, Feminine Hygiene Supplies

	
	Work with Procurement Unit to obtain materials needed from off-campus (see Resources below for pre-approved vendors we likely have accounts with)
· Collaborate with Admin/Finance for payment of suppliers if needed

	
	Anticipate donations and plan what will be done with unnecessary items; recruit volunteers to help sort and store
· Accumulate list of needed items and coordinate with Public Information Officers to advise potential donors
· Do not turn away those looking to donate items, be gracious even when items are not needed

	
	Identify suitable locations and receptacles for storing waste until it can be removed
· Utilize students to patrol for litter and problem areas

	
	

	
	






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]Additional resources: https://westmont.egnyte.com/fl/coGQnaizNE

	
	Supply Unit Clamshell, Unit Kit, and Unit Leader Vest (green)

	
	MERC Inventory List & Check-Out Sheet (in plastic sheet above copier in MERC)

	
	Event Services Warehouse Key in Clamshell

	
	Contact for ordering fuel
· McCormix: (805) 963-9366 (open account: gasoline, red-dye diesel)

	
	Pre-approved vendor list
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