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	Incident Management Team  >>  Operations Section
	

	Reports to: Operations Section Chief   Supervises: RAs/ART 
	Loc’n: Thorrington/Carr
	Radio: 6WELF



[bookmark: _GoBack]Common mission: Care for the Westmont community, and get back on track ASAP
Your mission: Account for students and employees. Provide for their basic social and emotional needs
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 table under tent that Tent Unit will provide on Thorrington Field

	
	Check in RAs and ART (Area Response Team) members, provide them w/ rosters & wristbands (found in Welfare kit)
· Instruct RAs to check in students at Tent City & ART to check in employees near the Welfare Tent
· Encourage RAs to send a text message to their residents in the event they are unable to find them
· Designate a student to serve as the Off-Campus check in person on campus
· Advise individuals to return to the Welfare Tent only if they are unable to locate their RA/ART

	
	Direct Emergency Response Team members to report to Resources Unit in WOC at the Observatory 

	
	Work with Planning Section Chief to advise students (via Regroup emergency notification system): “Check in with RA if possible; if not, use safeandwell.org”

	
	



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

	
	Attend shift briefing

	
	



Job Duties (applicable to all shifts)
	
	Note and escalate special circumstances re: individuals (panic attacks, medication needs, etc.)
· Utilize Psychological First Aid resources in your resource folder
· Escort those in need to Counseling Care Team or Medical Team at Infirmary (located at Health Center)

	
	Initiate Safe & Well data collection and distribution
· Collect rosters from RAs/ART
· 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 from MERC and enter status for those people who have checked in Safe & Well Helper Tool
· Electronic rosters and Safe & Well tool are located on the Welfare 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 

	
	Recruit someone to plan & organize student activities
· Route willing students to the Volunteer Unit for duty assignment 
· Set up entertainment (Frisbees, Football, playing cards, evening DVD w/ subtitles, music, origami, magazines, books, journaling, and coloring materials)
· Extend support to off-campus students

	
	

	
	



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]
	[bookmark: OLE_LINK23][bookmark: OLE_LINK24]Identify excess resources and recommend release for demobilization (name/type, quantity, time of available release)

	
	

	
	



Resources
	
	[bookmark: OLE_LINK27][bookmark: OLE_LINK28]Welfare Unit Clamshell, Kit and Unit Leader Vest (red)

	
	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

	
	Red Cross Safe & Well website: https://safeandwell.communityos.org

	
	Extra bullhorn & batteries located in Track Shed Office

	
	Laptop located in MERC

	
	Advocate (Student Life software) to track student service issues

	
	Current RA list with pictures in Clamshell

	
	Cottage Hospital – Susanna Shaw, Dir. of Environmental Safety & Security (o: 805-569-7535; c: 805-729-7330)
· If we know the full first & last legal name of a patient, we can learn their “acceptable conditions”: good, fair, serious, critical
· If we know that name and the room they're in we will in many instances be able to visit them. However, in highly public cases the hospital may classify the patient as Confidential and prevent our access

	
	





3201-WelfareUnit-JobActionSheet.docx
image1.png
% WESTMONT
OPERATIONS CENTER






e
T et
e e
Ot o e i S e e e W ok
g Ty
o —
i




