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	Incident Management Team  >>  Logistics Section
	

	Reports to: Logistics Section Chief   Supervises: Volunteers 
	Loc’n: Thorrington/Carr
	Radio: 14VOLS



[bookmark: _GoBack]Common mission: Care for the Westmont community, and get back on track ASAP
Your mission: Manage unit request for volunteers; Screen, organize and deploy volunteers accordingly
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)
	
	Set up volunteer station outside of the WOC

	
	Allocate initial volunteers to fill necessary radio aid & scribe positions for unit section chiefs, officers & leaders

	
	

	
	



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

	
	Attend shift briefing

	
	

	
	



Job Duties (applicable to all shifts)
	
	Check to be sure all volunteers have checked in with the Welfare Unit and have a wristband

	
	Ensure all volunteers fill out a timecard and sign in/out

	
	Screen and assign volunteers; think of assignments according to natural groupings/teams
· Ex: Athletics teams will be assigned campus quadrants to assist with medical transport
· Designate a group to post themselves neat the WOC to await ad hoc assignments

	
	Assure triplicate forms include: job type, # people, contact person & means, location, time to report, expected length

	
	Deploy volunteer to assignment location for duties such as:
· Scribes/Radio Aids
· Medical Transport or Care Team (if trained)
· LSAR
· Tent Set-Up
· Runners
· Crowd Control
· Building Security
· Radio Monitoring
· Food Preparation/Distribution
· Childcare for fac/staff families who are working

	
	Provide seating (via Supply Unit) and entertainment (hacky sack, cards, etc.) for downtime, if possible

	
	

	
	




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

	
	Volunteer Unit Clamshell, Unit Kit, and Unit Leader Vest (green)
· Volunteer timecards in Unit Kit

	
	Santa Barbara Volunteer Organizations Active in Disaster (VOAD) Contact: Kathleen Riel (805) 450-7856
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