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FOREWORD
The Department of Water Resources (DWR) uses the Standardized Emergency Management System (SEMS) for coordinating activities associated with planning for and responding to emergencies.  The Incident Command System (ICS) is a key component of SEMS at the field level, facilitating orderly and effective response to a single incident or to multiple simultaneous incidents.  DWR’s application of the ICS during numerous flood emergencies resulted in effective field response to those incidents.
This Field Operations Guide provides guidance for using ICS to manage response to any event.  All DWR personnel involved in the incident, in the field and at the command post, must be familiar with ICS to use the system effectively.  This Guide is written with an emphasis towards flood emergencies and highlights ICS positions and organizations typically used by DWR’s Incident Command Teams (ICTs).  This most recent revision is consistent with the ICS position binders recently developed by DWR.  For additional ICS information, refer to the current edition of FIRESCOPE (Field Operations Guide Incident Command System Publication, ICS 420-1, July 2007).
When activated by the Chief of the Flood Operations Branch, the State-Federal Flood Operations Center (FOC) will mobilize ICTs for flood emergencies and set priorities as needed.  For non-flood emergencies, activation and deployment of DWR emergency response teams or other resources will occur as directed by the Department Operations Center (DOC), in conformance with the DWR Emergency Response Plan, Business Resumption Plan, or other SEMS/ICS based plan.
DWR has published Guidelines for Flood Fight Specialists and Initial Attack Incident Commanders - April 2003 as a guide for first responders.  Emergency response staff stationed at the FOC should refer to DWR’s “Flood Emergency Operations Manual” for their responsibilities.
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Typical ICS Structure
A generalized ICS structure for a DWR Incident Command Team (ICT) is depicted in the organization chart below.  It omits units generally not used by DWR.  The shaded boxes with dashed borders are units or services used only occasionally by DWR.
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Incident Action Plan (IAP) Checklist

The IAP is a compilation of reports and completed forms detailing all aspects of the incident for each Operational Period.  The checklist below shows the responsibilities of each individual involved in preparing an IAP.

IC =	Incident Commander
PSC =	Planning Section Chief
OSC =	Operations Section Chief
LSC =	Logistics Section Chief
FASC =	Finance/Administration Section Chief
SO =	Safety Officer
	CHECKLIST
	PRIMARY RESPONSIBILITY

	· Brief on situation and resource status
	PSC

	· Set control objectives
	IC

	· Specify tactics for each group
	OSC

	· Specify resources needed by groups
	OSC, PSC

	· Specify Operations facilities and reporting locations–plot on map
	OSC, PSC, LSC

	· Place resource and personnel orders
	LSC

	· Consider communications, medical and traffic plan requirements
	PSC, LSC

	· Finalize, approve and implement IAP
	IC, PSC, OSC, LSC, FASC, SO



NOTE: Not all incidents will require a written IAP.  The need for written plans and attachments is based on incident requirements and the decision of the IC.  Detailed information on developing an IAP may be found in the Job Aids Section on page 101.
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Unified Command Description

Incident Command Team (ICT) leaders often find themselves working in a flood emergency response that involves multiple jurisdictions and responding agencies.  A Unified Command is a standard ICS tool that fills a critical need in managing these multi-agency or multi-jurisdictional incidents.  A Unified Command integrates the management of resources from multiple agencies into one operational organization that is managed and supported by one command organization.  It is an integrated, multi-disciplined organization.

A Unified Command allows all agencies with relevant jurisdictional responsibility for an incident – and/or for an objective that requires accommodation by the Incident Command – to participate in the management of the incident.  (Agencies contributing resources, but having no jurisdictional responsibility, participate by assigning Agency Representatives.)

Unified Command participants work collaboratively and cooperatively to develop and implement a common set of incident objectives and strategies to which all can subscribe, without losing or abdicating agency authority, responsibility or accountability.  Those agencies that participate in a Unified Command have statutory responsibility for some portion of the incident or event.  Under Section 128 of the Water Code, DWR usually has statutory authority and will therefore be part of the Unified Command.  In such cases, DWR expects the IC to work collaboratively and cooperatively, without ceding any DWR responsibilities.

A Unified Command incorporates the following principles:

· One set of objectives
A collective approach to developing strategies
· Information flow and coordination among all jurisdictions and agencies
· Understanding priorities, capabilities, and limitations of each participant
· Maintaining agency authority/legal requirements
· Plans, actions and constraints known by all participants
· Agency assignments optimized under a single IAP
· Eliminating duplicative efforts to reduce incident costs and minimize frustration and conflict
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Area Command Description

An Area Command is established on a specific geographic basis to manage a very large incident or multiple incident command teams.  The Area Command can be a single Area Command or a Unified Area Command.  The principal responsibility of an Area Command is to develop overall objectives and to coordinate the development of objectives and strategies.  The Area Command will set priorities for the allocation and use of critical resources assigned to the incident(s) within the Area Command.
The organization of an Area Command is normally small.  Generally, only Command, Planning and Logistics functions are carried out.  Specialists are often assigned to other areas on an as-needed basis.
Field Operations Guide 2012 -- Overview
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	* New position; not in previous versions of FOG
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General Responsibilities
The IC is charged with providing overall management of the ICT’s response in accordance with the FOC’s priorities.  This requires communicating and supporting DWR decisions, knowing the current status of ICT activities and progress on objectives, assigning specific duties to staff, and providing supervision.  A key part of overall management is participating in incident action planning meetings and confirming dispatch and estimated time of arrival of staff and supplies.  In assuming responsibility for the ICT, the IC assumes responsibility for developing and implementing accountability, safety, and security measures for personnel and resources (although the IC may delegate this to the Safety Officer).  The IC must be willing to delegate authority as needed to maintain effective management and to be a leadership example in maintaining records, including the Activity Log (ICS Form 214).  Ultimately, the IC is responsible for supervising demobilization of the ICT, including storage of ICT supplies (which the IC may delegate to the LSC).

MOBILIZATION
Respond to notification from FOC Director
Participate in pre-activation briefing provided by FOC Director
Obtain:
· Increased situational awareness
· Verbal Delegation of Authority
Mobilize Command Staff:
· Alert Deputy IC, Command Staff, and Section Chiefs through conference call
· Inform Deputy IC, Command Staff, and Section Chiefs about meeting time and location
· Obtain team member departure and arrival times and destinations
· Provide preliminary brief on knowledge of incident
Assemble personal Go Kit
Ensure Cal Card limits are raised (delegate to FASC)

NOTE: Section Chiefs are responsible for informing their own deputies and subordinates if the IC requires them.

ACTIVATION
Receive Activation Letter and Delegation of Authority, assigning ICT to incident
Designate meeting site and time for initial deployment
Assemble Command Staff and Section Chiefs at designated location(s)
Check in with the Resource Unit at:
FOC
ICP
Incident Site
If relieving an IC, complete transfer of command and relieve the prior IC
Verify your status as an IC to prior IC
Obtain briefing from prior IC using ICS Form 201.  Determine the following:
· Size and complexity of incident
· Initial objectives
· Current organization
· Agencies/organizations/stakeholders involved
· Special concerns and sensitivities, including environmental/cultural sites
Advise Operations Section Chief (FOC Ops Chief) of status
Assess incident situation
Assess operational implications of information provided in initial report/brief
Determine other critical information needed from staff
Establish briefing protocol
Establish the ICP (Delegate to OSC)
Set up workstation and identify immediate resource needs (e.g., computer, phone, reference documents, etc.)
Verify computerized Decision Support and Resource Management tools are operational by contacting the FOC
Identify the sources of incident funding and anticipate daily expenditures (manage costs) (Delegate to FASC)
Assess incident command organizational needs and request additional requirements through Logistics
Develop ICT strategies and immediate objectives
Be alert to the potential need for Unified Command
Review, approve and authorize implementation of the Incident Action Plan (IAP)
Brief the FOC Operations Section Chief on incident status and planning
Evaluate further staffing needs based on size of event
Establish and maintain an Activity Log (ICS Form 214) to chronologically account for actions during your shift
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Manage overall incident response
Oversee the well-being and safety of personnel assigned to the incident
Coordinate with the FOC
Attend or obtain summaries of tailgate meetings by Safety Officer
Obtain safety incident briefings
Support Safety Officer safety messages, protocols, and procedures
Attend the Planning Meeting (held by the PSC)
Stress the importance of staff timekeeping and Activity Logs
Develop the IAP (Delegate to PSC)
Set up and conduct morning briefings for Section Chiefs and Command Staff; Obtain/Provide:
Incident status
Daily goals and priorities, including statewide priorities of the FOC
Updated strategies
Action Items and special needs/concerns
Unit activity updates
Review staffing needs based on size of event
Obtain staffing updates from Section Chiefs
Ensure  coordination and communication among Command Staff and Section Chiefs
Determine information needs and inform staff of requirements
Set up and conduct other routine briefing schedule
Periodically check progress on assigned tasks of ICT personnel
Approve changes to ICT’s strategic goals, objectives, and IAP
Verify that the Liaison Officer makes periodic contact with participating agencies
Brief FOC Ops Chief and keep informed about incident-related problems and progress
Obtain status of disaster declaration from FOC
Identify and request technical specialists if needed (Delegate to LSC or OSC)
Evaluate location of ICP for possible relocation (Delegate to OSC or SO)
If necessary, have LSC obtain/set up work space for relocated ICP
Establish level of planning to be accomplished
Written IAP, Contingency Planning, Formal Planning Meeting
Establish parameters for resource requests and releases:
Review requests for critical resources
Confirm who has ordering authority within the organization (Delegate to LSC)
Confirm orders that require Command authorization (IC or Deputy IC)
Determine need for incident-specific support from additional sources
Authorize release of information to the media in cooperation with the FOC
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Deactivation
Receive/verify deactivation notification from the FOC Director
Inform Command Staff and Section Chiefs of deactivation notification
Verify all paperwork for Command staff (timesheets, previous resource requests) is completed prior to command transfer
Prepare to transfer command to incoming IC
Brief relieving IC as appropriate (Relieving IC must have appropriate identification)
De-brief team, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the FOC Director
Receive/approve Demobilization Plan from Demobilization Unit Leader/Planning Section Chief
Review and approve lists of major resources proposed for demobilization
Brief subordinates regarding demobilization
Supervise demobilization of ICT
Verify all Command Staff documentation is forwarded to the Documentation Unit
Inform FOC of incident demobilization status
Verify ICT demobilization is complete
Conduct After Action Briefing and prepare After Action Report (delegate to PSC)
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General Responsibilities
The IO is responsible for developing and releasing information about the incident to the news media.  This involves identifying affected and interested media, agencies and stakeholders within the incident area, obtaining briefing and situation information from the IC and approving all media releases jointly with the IC and FOC Public Information Officer (PIO).  This also includes determining constraints on media releases.  Obtaining current information on the situation will require participation in IAP meetings and reviewing the IAP for potential press release information.

MOBILIZATION
Receive notification from the IC, FOC, or PAO
Attend initial briefing
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
Staging Area
ICP
Incident Site
Report to IC (or initial IO) and obtain briefing:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving an IO, obtain a briefing using ICS Form 201
Complete transfer of duties and relieve the prior IO
Establish and maintain an Activity Log, which chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs
Computer, phone, reference documents, etc.
Contact assisting and supporting agencies, including local governments, to coordinate public information activities
Develop material for use in media briefing
Obtain approval for release of information from IC and/or FOC
Release information to news media, conduct briefings, and post information in ICP and other appropriate locations
Arrange for tours and other interviews or briefings that may be required
Attend meetings to update information releases
Obtain media information that may be useful to incident planning
Establish initial organization
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Establish a dedicated phone line for inquiries from the media
Gather basic facts about the flood emergency and response – who, what, where, and when
Use this information to answer inquiries and create news releases
Maintain close coordination with the FOC
Inquiries
Use the dedicated phone to answer calls from the media
Record names and phone numbers
Use approved news release and information to answer media calls
If a question is asked that you cannot answer, write down the question, who asked it and their number, so that it can be answered later—return all calls
News Release
Assemble the facts into two or three sentences that answer– who, what, where, and when
List the remaining facts and information in bullet form
Example: What agencies are responding? Types and amounts of equipment?
NOTE: The release should be only one page in length.  If there is a need for more information about specific topics, make a separate fact sheet.
Get release approved by IC and/or FOC PIO
Fax to media and other requestors
Periodically brief Command Staff and Section Chiefs
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the IC
Verify all paperwork required of IO (timesheets, media contact list, etc.) is completed before leaving the incident site
Ensure all documentation and Activity Logs are forwarded to the IC or FOC
Work with FASC to complete cost data information
Prepare to transfer command to incoming IO (if one is arriving)
Brief relieving IO as appropriate
De-brief IC of current status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the IC
Brief any on-site media regarding demobilization
Debrief appropriate personnel prior to departing incident
IC (provide with demobilization press release)
Planning Section Chief
Logistics Section Chief
Agency representatives
Brief subordinates regarding demobilization
Verify all documentation is forwarded to the Documentation Unit
Debrief staff on lessons learned and procedural/equipment changes needed
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General Responsibilities
The Environmental Compliance Officer (ECO) ensures baseline documentation – including photography and videography – of environmental issues at the incident site and coordinates through the FOC to obtain Subject Matter Experts and policy inputs from federal and State environmental resource and regulatory agencies.  The ECO also recommends response options to protect sensitive site(s) within the area of operation and ensures documentation of activities taken to avoid/minimize damage to sensitive sites.  The ECO oversees strategic assessment, modeling, surveillance, and environmental monitoring and permitting (as needed), as well as preparing environmental data for the Situation Unit.

The ECO has the authority to make independent contact with representatives of federal and State environmental resource and regulatory agencies, to identify and recommend protection of environmentally sensitive or culturally significant sites, to document the ICT’s efforts to identify the site’s original condition and activities taken to avoid/minimize damage to sites, and to inform the IC of actions taken to protect sensitive sites.  Fulfillment of these responsibilities is documented by maintaining records, including the Activity Log (ICS Form 214).

MOBILIZATION
Receive notification from the IC
Attend initial briefing
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
Staging Area
ICP
Incident Site
Obtain assignment and initial briefing from the IC
Size and complexity of incident
Expectations of the IC
Incident objectives
Agencies/organizations/stakeholders involved
Incident activities/situation
Special concerns and sensitivities
During this meeting, arrange site inspection to identify existing or potential environmentally sensitive or culturally significant sites that must be addressed immediately
If relieving an ECO, obtain a briefing using ICS Form 201
Complete transfer of duties and relieve the prior ECO
Establish and maintain an Activity log, which chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs
Computer, phone, reference documents, etc.
Set up work station
Perform site assessment
Identify environmentally sensitive areas within the incident area that need to be addressed
Perform Resources Risk Assessment and develop initial environmental and resources protection priorities
Evaluate location of ICP and staging areas for environmental damage
Prepare documentation – written, photographic and video – of the entire site to establish environmental baseline and the context for that baseline
Assess environmental implications of information provided in initial report
Establish environmental/cultural objectives
Request that IC assign relevant components of environmental plan to section chiefs or their delegates
Provide environmentally sound alternative response proposals to field teams

OPERATIONS
Perform Assessments
Review existing site documentation regarding environmentally sensitive and culturally significant site
Review service contracts to ensure environmental concerns are addressed
Assess incident site periodically and update environmental/cultural objectives accordingly
Consult with FOC and resource/regulatory agency Subject Matter Experts regarding environmental/cultural sites and response options
Document site assessment using the Resources at Risk form (ICS Form 232)
Attach photographic documentation of entire site
If video, upload from smart phone to DWR data network immediately and provide file name and storage location
Serve as the point of interface if there is a Federal On-Scene Coordinator or federal Scientific Support Coordinator
Hold and participate in meetings and briefings
Provide regular briefings to the IC
Assist in identifying less environmentally invasive options, protective actions, or alternate tactics if proposed tactics are unnecessarily damaging to environmentally sensitive and culturally significant sites
Keep IC informed on environment-related issues and corrective actions
Document all actions taken and alternatives considered to address environmental/cultural concerns
Review environmental objectives
Uphold DWR policy
Ensure environmental issues are documented and addressed
Develop and communicate incident environmental objectives
Communicate with FOC and Subject Matter Experts about environmental/ cultural issues
Identify protective actions and ensure implementation.  Coordinate protective action with IC and Operations
Log environmental issues on ICS Form 214 and make recommendations on preventative or corrective actions to IC
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Deactivation
Receive/deactivation notification from the IC
Review deactivation plans for environmental/cultural aspects
Verify all paperwork (timesheets, previous resource requests) is completed prior to leaving the incident site
Verify all Environmental/Cultural documentation is forwarded to the Documentation Unit
Prepare to transfer responsibilities to incoming ECO (if one is arriving)
Brief relieving ECO as appropriate
De-brief IC of current environment-related issues and corrective actions, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the IC
Review Demobilization Plans for environmental/cultural aspects
Verify all Environmental/Cultural documentation is forwarded to the Documentation Unit

As shown in the following diagram, the principal document created and updated by the ECO is the Resources at Risk Form (ICS Form 232).  It is created by using maps of the incident site from GIS, forecasts from CDEC, field observations, consultations with Subject Matter Experts, and objectives from the IAP.  Based on the Resources at Risk, the ECO proposes alternative strategies to protect sensitive sites at risk.  The alternative strategies may lead to a revised IAP and/or may require waivers or permits.  This is documented in displays (e.g., maps) and the Situation Report and transmitted to the FOC.
FIELD OPERATIONS GUIDE 2012 – Command Section
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General Responsibilities
The LO is the point of contact for assisting/cooperating Agency Representatives.  This requires identifying affected and interested agencies within the incident area, preparing a roster of participating agencies and stakeholders, and ensuring briefings are held for non-DWR agencies.  It also involves reviewing all areas of the IAP for potential conflicts and advising the PSC and IC.  Fulfillment of these responsibilities is documented by maintaining necessary records, including the Activity Log (ICS Form 214).

MOBILIZATION
Receive notification from the IC
Attend initial briefing
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at designated location:
Staging Area
ICP
Incident Site
Obtain assignment and initial briefing from the IC
Size and complexity of incident
Expectations of the IC and incident objectives
Agencies/organizations/stakeholders involved
Incident activities/situation
Special concerns and resource needs
If relieving an LO, obtain a briefing from the initial LO using ICS Form 201
Complete transfer of duties and relieve the prior LO
Establish and maintain an Activity Log, which chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs
Computer, phone, reference documents, etc.
Advise DWR personnel that the LO position has been activated
With assistance from Logistics Section, establish a work location that is:
Accessible, adequate in space, with communications capability
Acquire work materials
Contact IO to arrange a public notice to stakeholders about the appropriate means to liaise with the response team
Discuss functions with IO
Ensure no duplication of effort
Create list of stakeholders
Contact LSC to arrange for required communications, meeting room and services to facilitate inter-organizational information exchange and dialogue
Identify Agency Representatives, include a communications link and location, and establish a mechanism for liaison with ICT
Ensure that all external agency resources have completed check-in
Initiate contact with external agency representatives and provide an initial briefing
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Oversee the well-being and safety of personnel assigned to the incident
Assessment
Review operations to ensure proper coordination with external agencies
Assess operations periodically and update IC and FOC accordingly
Review list of stakeholders and level of coordination
Conduct and participate in meetings and briefings
Set up and conduct briefings for Section Chiefs and Command Staff
Ensure Command and General Staff cooperation during coordination meetings
Assist IO with public/town meetings
Conduct stakeholder group meetings/forums.  Include IO as availability permits
Escort VIPs as directed by IC
Listen to tactical options being considered.  Assist in identifying potential conflicts/issues and propose resolution options
Keep IC and FOC informed of inter-agency issues and actions
Determine external agency special needs or requirements and arrange to meet them

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive demobilization/deactivation notification from the IC
Verify all paperwork required of the LO (timesheets, previous resource requests) is completed before leaving
Prepare to transfer command to incoming LO (if one is arriving)
Brief relieving LO as appropriate
Ensure all documentation and Activity Logs are forwarded to the Documentation Unit
Work with the FASC to complete cost data
De-brief IC of current status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the IC
Advise Agency Representatives of demobilization timeframes and protocols
Verify all documentation is forwarded to the Documentation Unit
[bookmark: _Toc307382438]Ensure that all non-DWR personnel and/or equipment are properly accounted for and released prior to departure
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General Responsibilities
The SO is responsible for identifying hazardous situations within the incident area, preparing a Health and Safety Plan (HASP), and ensuring a safe work environment and safety compliance.  This will require participating in IAP meetings, reviewing all areas of the IAP for safety implications, and advising the PSC.  The Safety Officer also ensures safety messages and briefings – including tailgate meetings – are held, and, when necessary, exercises emergency authority to stop and prevent unsafe acts.  Fulfillment of these responsibilities is documented by maintaining records, including the Activity Log (ICS Form 214).

MOBILIZATION
Receive notification from the IC
Attend initial briefing
Assemble personal Go Kit and ICT safety kit

ACTIVATION
Upon arrival to area, determine nearest emergency services to site/ICP
Check in with the Resources Unit at the designated location:
ICP
Incident Site
Obtain assignment and initial briefing from the IC
Size and complexity of incident
Expectations of the IC
Incident objectives
Agencies/organizations/stakeholders involved
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
During this meeting, arrange site inspection to identify existing or potential hazardous situations that must be addressed immediately
Brief Assistant Safety Officer prior to planning meetings, if assigned
If relieving a Safety Officer, obtain a briefing using ICS Form 201
Complete transfer of duties and relieve the prior Safety Officer
Establish and maintain an Activity Log, which chronologically describes actions taken during the shift  (ICS Form 214)
Determine your resource needs
Computer, phone, reference documents, first-aid kits, etc.
Set up work station
Perform site assessment
Identify hazards and potentially unsafe situations associated within the incident area that need to be addressed during site assessments
Perform Risk Assessment and establish priorities for hazards
Develop safety strategies and immediate objectives for hazard mitigation
Evaluate location of ICP for safety
Prepare HASP
Prepare (or review) a site-specific IAP Safety and Risk Analysis (ICS Form 215A)
Assess safety implications of information provided in initial report (if you are the relieving Safety Officer)
Establish safety objectives
Assign relevant components of safety plan to Section Chiefs or their delegates
Provide Safety Protocols to field teams
Review and approve Medical Plan (ICS Form 206) from LSC
Activate Assistant Positions upon approval from the IC
Contact assistants – email, phone call, etc.
Confirm dispatch and arrival times of activated resources
Confirm work assignments
Minimize risk to all incident responders within the incident area
Ensure adequate levels of protective equipment are available and used
Monitor familiarity of auxiliary personnel with field equipment and safety
Ensure first-aid personnel, safety equipment, and ambulance services are available to meet health and safety requirements
Ensure visible field identity for safety staff and first-aid stations
Initiate appropriate mitigation measures; e.g., personnel accountability, Swift Water Rescue Teams, Emergency Medical Services Teams (if applicable), etc.
Ensure adequate sanitation and safety in food preparation, if applicable

OPERATIONS
Perform Assessments
Review staffing needs based on size of event
Review service contracts to ensure safety and health regulations are met
Assess incident site periodically and update safety plan accordingly
Hold and participate in meetings and briefings
Set up and conduct daily safety briefings for Section Chiefs and Command Staff
Ensure Command Staff and Section Chiefs’ cooperation during daily tailgate meetings with field teams
Provide regular briefings to the IC
Listen to tactical options being considered and assist in identifying safer options, protective actions, or alternate tactics if proposed options are deemed unsafe
Keep IC informed about safety-related issues and corrective actions
If an accident occurs:
Verify accident occurred within incident area
Coordinate with FOC Claims Unit Leader and/or DWR Risk Manager
Prepare accident report per DWR policy, procedures, and direction
Recommend corrective actions to IC and DWR
Review level of safety to be accomplished
Policy
Exercise emergency authority to stop and prevent unsafe acts and communicate such exercise of authority to the IC.  Ensure a “stop work” order is in place
Ensure all unsafe practices and injuries are reported
Investigate and report accidents that have occurred within incident areas, even if DWR personnel are not involved (see Job Aid p.165)
Develop and communicate incident safety messages
Identify and prevent potentially unsafe acts
Identify corrective actions and ensure implementation; coordinate corrective action with Command and Operations
Log accidents/injuries to date and make recommendations on preventative or corrective actions to IC (ICS Form 226)
In multi-discipline incidents, consider bringing in an Assistant Safety Officer from each discipline

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the IC
Review deactivation plans for safety aspects
Verify all paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Prepare to transfer command to incoming Safety Officer (if one is arriving)
Brief relieving Safety Officer as appropriate
De-brief IC of current incident safety status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the IC
Review Demobilization Plans for safety aspects
Provide briefing regarding safety during demobilization
Brief subordinates regarding demobilization
Supervise demobilization of section/unit
Verify all Safety documentation is forwarded to the Documentation Unit
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[bookmark: _Toc308435124][bookmark: _Toc317681208][bookmark: _Toc317682149][bookmark: _Toc318180971][bookmark: _Toc307382443]OPERATIONS SECTION CHIEF (OSC)
General Responsibilities
The OSC is responsible for managing all operational activities applicable to the primary mission.  The OSC activates and supervises field staff in accordance with the IAP.  The OSC also directs the preparation of unit operational plans, requests or releases resources, makes expedient changes to the IAP as necessary, and briefs the IC.  A Deputy OSC may be appointed and may be assigned specific tasks; e.g., construction operations, day/night operations, etc.

These responsibilities entail knowing the current status of all Operations Section activities, assigning specific duties to staff, and providing supervision.  The scope includes confirming dispatch and estimated time of arrival of staff and supplies, as well as developing and implementing accountability, safety, and security measures for personnel and resources.  Ultimately, this involves supervising demobilization, including storage of re-usable supplies in coordination with Logistics.

The OSC shows leadership in participating in IAP meetings, activating and supervising resources in accordance with the IAP, making necessary changes to the IAP in consultation with the IC, and maintaining unit records, including the Activity Log (ICS Form 214).

MOBILIZATION
Receive notification from the IC
Attend initial briefing
Inform subordinates of the incident if the IC requires them
Assemble personal Go Kit and retrieve Section Go Kit (may delegate latter)

ACTIVATION
Check in with the Resource Unit at designated location:
Staging Area
ICP
Incident Site
Obtain assignment and initial briefing from the IC
Size and complexity of incident
Expectations and priorities of the IC
Incident objectives
Agencies/organizations/stakeholders involved
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving an OSC, obtain a briefing using ICS Form 201
Complete transfer of duties and relieve the prior OSC
Determine resource needs
Computer, phone, reference documents, first-aid kits, etc.
Set up workstation
Establish and maintain an Activity Log, which chronologically describes actions taken during the shift (ICS Form 214)
Assemble, brief, and assign work locations and preliminary work tasks to Section personnel
Distribute the Daily Time Sheet to Operations Section personnel and ensure they record time accurately each operational period
Submit to Finance/Administration Section’s Time Unit Leader at the completion of a shift or at the end of each operational period
Establish ICP in coordination with Safety Officer and ECO
Establish Operations Section
Activate Operations personnel as necessary
Establish Staging Area(s) in coordination with Safety Officer and ECO
Attend IAP Meeting
Develop Operations portion of IAP
Brief DOSC and other Operations personnel on IAP
Create/review strategies and priorities and determine needs for additional resources
OPERATIONS
Supervise Operations Section
Oversee the well-being and safety of personnel assigned to the incident
Attend morning Tailgate Meeting and support messages of Safety Officer
Review and determine status of operations
Re-evaluate span of control within the Operations Section
Determine other technical specialists needed to meet objectives
Review need, identify and assign resources to specific functions
Review/revise incident objectives in coordination with the IC as necessary
Develop new strategies, tactics, and assignments based on revised incident objectives
Review accountability for tactical resources
Continue to implement safety protocols
Analyze resource allocation within the Operations Section
Assemble/Disassemble Flood Fight Teams (delegate to DOSC)
Brief subordinates on current response actions and last shift’s accomplishments
Distribute the Daily Timesheets; ensure time is recorded completely and accurately
Submit Daily Timesheets to FASC or Timekeeping Unit Leader at the completion of a shift or at the end of each operational period
Form task force or group to address emergency conditions
Identify immediate priorities, strategies and tactics
Identify resource needs
· Specialized equipment
· Incident-specific trained personnel
Brief the IC about:
Special incidents, accidents, and/or near misses
Incident status
Recommend updated strategies to IC
Initiate recommendations for release of resources

[bookmark: _Toc307382447]DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the IC (or provide orders to ICT)
Authorize deactivation of the Operations Section elements when no longer required.  Ensure open actions are completed or transferred to other ICS elements appropriately
Verify all paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Ensure that any required forms or reports are completed and forwarded to the FOC prior to your release and departure
Prepare to transfer duties to incoming OSC (if one is arriving) using ICS Form 201
Brief incoming Safety Officer of any unusual operations or safety hazards, as appropriate
Brief IC or incoming OSC of current status, check-out with Resources Unit, and leave incident site
Demobilization
Receive demobilization notification from the IC (or provide orders to ICT)
Consult with and provide input for release priorities to LO, Demobilization Unit Leader, and PSC
Receive Demobilization Plan from Demobilization Unit Leader/PSC
Review and approve lists of major resources proposed for demobilization
Brief Operations Section personnel regarding safety during demobilization 
Brief subordinates regarding demobilization
Supervise demobilization of Section
Verify all Operations Section documentation is forwarded to the Documentation Unit
Provide input to the After-Action Report
NOTE: Expect demobilization to occur incrementally.

[bookmark: _Toc308435125][bookmark: _Toc318180972][bookmark: _Toc307382448]Deputy Operations Section Chief (DOSC)
General Responsibilities
The DOSC periodically may be required to oversee much of the Operations Section.  The actual responsibilities of the DOSC will depend on assignments given by the OSC, but are likely to include knowing and reporting current status of field activities, confirming dispatch and estimated time of arrival (ETA) of staff and supplies, assigning specific duties to staff and/or providing supervision.  Other responsibilities may include participating in IAP meetings, activating and providing supervision in accordance with the IAP, and making required and expedient changes to the IAP.

MOBILIZATION
Receive notification from the OSC
Obtain meeting location and time
Inform subordinates of the incident if required by the OSC or IC
Assemble personal Go Kit and retrieve Section Go Kit
ACTIVATION
Obtain assignment and initial briefing from the IC/OSC
Size and complexity of incident
Expectations of the IC/OSC
Incident objectives and priorities
Agencies/organizations/stakeholders involved
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a DOSC, obtain a briefing using ICS Form 201
Complete transfer of duties and relieve the prior DOSC
Check in with the Resources Unit at designated location:
Staging Area
ICP
Incident Site
Determine your personal resource needs
Begin/maintain Activity log (ICS Form 214)
Assemble, brief, and assign work locations and work tasks to Section personnel as directed by the OSC
Distribute Daily Timesheets to field personnel and ensure they record time accurately and completely; submit timesheets at the end of each operational period
Submit to FASC or Timekeeping Unit Leader at the completion of a shift or at the end of each operational period
Assist in establishing ICP
Assist in establishing the Staging Area(s) in coordination with the Safety Officer and ECO
Attend IAP Meeting
Assist in development of Operations portion of IAP
Establish immediate priorities with OSC/IC
Establish briefing schedule with OSC regarding field activities
Brief Operations personnel on IAP (If OSC assigns)
Create, review and determine needs for additional resources; initiate recommendations for release of resources through OSC
OPERATIONS
Supervise Operations field units
Attend morning Tailgate Meetings and support Safety Officer
Oversee the well-being and safety of personnel assigned to the incident
Review and determine status of operations; report to OSC
Re-evaluate and report span of control issues within the Operations Section to OSC
Review other technical specialists needed to meet objectives
Review need, identify and assign resources to specific functions
Review/revise incident objectives and priorities in coordination with the OSC or IC
Assist in development of new strategies, tactics, and assignments based on revised incident objectives and priorities
Continue to implement safety protocols
Analyze resource allocation within field response
Assemble/Disassemble Flood Fight Teams and report actions to OSC/IC
Brief subordinates on current response actions and last shift’s accomplishments
Lead task force or group to address emergency conditions
Immediate strategies and tactics
Resource needs
Specialized equipment
Incident specific trained personnel
Brief OSC and IC about:
special incidents, potential incidents, accidents, and/or near misses
incident status
ad hoc changes to tactics
recommend updated strategies to OSC and IC
Maintain Activity log (ICS Form 214)
[bookmark: _Toc307382452]DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the IC (OSC)
Verify all paperwork (timesheets, etc.) is completed before leaving the incident site
Prepare to transfer command to incoming DOSC (if one is arriving)
Brief relieving DOSC as appropriate
Brief OSC/IC of current incident safety status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the IC
Participate in briefing with LO, Demobilization Unit Leader, and PSC
Coordinate with Demobilization Unit Leader to identify resources to be demobilized
Act as Section Chief for release priorities at OSC’s request
Provide briefing regarding safety during demobilization
Review and approve lists of major resources proposed for demobilization
Brief subordinates regarding demobilization
Supervise demobilization of Section
Verify all Section documentation is forwarded to the Documentation Unit

[bookmark: _Toc308435126][bookmark: _Toc317681209][bookmark: _Toc318180973]Staging Area Manager
General Responsibilities
The Staging Area Manager is responsible for managing all activities within a Staging Area.  (NOTE: This is a rarely used position.)  Staging Area Manager responsibilities include the following:

MOBILIZATION
Receive notification from the OSC
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
ICP
Incident Site
Report to OSC and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a Staging Area Manager, obtain a briefing using ICS Form 201
Complete transfer of duties and relieve the prior Staging Area Manager
Establish and maintain an Activity Log that chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs and coordinate with Logistics
Computer, phone, reference documents, etc.
Establish Staging Area Layout and organize the Staging Area
Assemble, brief, and assign work locations and preliminary work tasks to Unit personnel
Establish a routine and a process for check-in function
Provide incident status as required

OPERATIONS
Determine any support needs for equipment, food services, sanitation and security
Post areas for ID verification and traffic control
Request maintenance service for equipment at Staging Area if needed
Supervise activities within the Staging Area
Respond to requests for resource assignments (NOTE: These may be received directly from the Operations Section or via the Incident Communication Center at the ICP)
Obtain and issue receipts for equipment and supplies distributed and received at Staging Area
Determine required resource levels as set by the OSC
Advise the OSC when reserve levels reach minimums
Maintain and provide status to Resources Unit of all resources in Staging Area
Maintain Staging Area in an orderly condition
Maintain Activity log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the OSC
Verify all personal paperwork (timesheets, previous resource requests) is completed before leaving the incident
Verify all documentation and Activity Logs are accurate, complete, and filed appropriately
Prepare to transfer command to incoming Staging Area Manager (if one is arriving)
Brief relieving Staging Area Manager as appropriate
De-brief OSC of Unit status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the OSC
Brief subordinates regarding demobilization
Verify all documentation and Activity Logs are accurate, complete, and filed appropriately
Debrief staff on lessons learned and procedural/equipment changes needed
If equipment is also demobilized, verify plan with Demobilization Unit Leader

[bookmark: _Toc308435127][bookmark: _Toc318180974]Division or Group Supervisor
General Responsibilities
Division and Group Supervisors report to OSC.  The Supervisor is responsible for implementing the assigned portion(s) of IAP, assigning resources within the group, and reporting on the progress of operational activities and status of resources within the group.  Each emergency will dictate what groups are necessary for an effective response.  For example, a flood emergency may dictate that all, some, or none of the following functional Groups be activated: Patrol Group(s), Flood Fight Group(s), Boat Group, Construction Group Geotechnical Group, Water Monitoring Group.  Additional Division or Group Supervisor responsibilities include:

MOBILIZATION
Receive notification from the OSC
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
ICP
Incident Site
Staging Area
Report to OSC and obtain briefing.  Obtain:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a Division/Group Supervisor, obtain a briefing using ICS Form 201
Complete transfer of duties and relieve the prior Division/Group Supervisor
Establish and maintain an Activity Log that chronologically describes actions taken during the shift (ICS Form 214)
Determine resource needs and coordinate with the OSC
Provide incident status as required

OPERATIONS
Implement IAP for Division or Group
Provide IAP to subordinate leaders
Identify resources assigned to the Division or Group
Review Division/Group assignments/activities with subordinates and assign tasks
Ensure that Incident Communications and/or Resources Unit are advised of all changes in status of resources assigned to the Division or Group
Coordinate activities with other Division or Group Supervisors
Determine need for assistance on assigned tasks
Submit situation and resources status information to OSC
Report special occurrences or events (e.g., accidents, sickness) to OSC
Resolve logistics problems within the Division or Group
Participate in the development of Division or Group Plans for next operational period
Attend planning meetings at the request of the OSC
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the OSC
Verify all personal paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Verify all documentation and Activity Logs are accurate, complete, and filed appropriately
Prepare to transfer command to incoming Division/Group Supervisor (if one is arriving)
Brief relieving Division/Group Supervisor as appropriate
De-brief OSC of current Unit status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the OSC
Brief subordinates regarding demobilization
Verify all documentation and Activity Logs are accurate, complete, and filed appropriately
Debrief staff on lessons learned and procedural/equipment changes needed
If equipment is also demobilized, verify plan with Demobilization Unit Leader

[bookmark: _Toc308435128][bookmark: _Toc318180975]Task Force/Strike Team Leaders
General Responsibilities
The Task Force/Strike Team Leader reports to the Division or Group Supervisor and is responsible for performing tactical assignments with the assigned work crews.  The Leader reports work progress, resources status, and other important information to the Group Supervisor and maintains work records on assigned personnel.  Task Force/ Strike Team Leader responsibilities include:

MOBILIZATION
Receive notification from the Division/Group Supervisor
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
ICP
Incident Site
Staging Area
Report to Division/Group Supervisor and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a Task Force/Strike Team Leader, obtain a briefing using ICS Form 201
Complete transfer of duties and relieve the prior Task Force/Strike Team Leader

Establish and maintain an Activity Log that chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs and coordinate with Logistics
Provide incident status as required

OPERATIONS
Review assignments with subordinates and assign tasks
Monitor work progress and make changes when necessary
Coordinate activities with adjacent Strike Teams, Task Forces and single resources
Travel to and from active assignment area with assigned resources
Retain continuous control of assigned resources, whether in available or out-of-service status
Submit situation and resource status information to Division/Group Supervisor
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the Division/Group Supervisor
Verify all personal paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Verify all documentation and Activity Logs are accurate, complete, and filed appropriately
Prepare to transfer command to incoming Division/Group Supervisor (if one is arriving)
Brief relieving Division/Group Supervisor as appropriate
De-brief OSC of current Unit status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the OSC
Brief subordinates regarding demobilization
Verify all documentation and Activity Logs are accurate, complete, and filed appropriately
Debrief staff on lessons learned and procedural/equipment changes needed
If equipment is also demobilized, verify plan with Demobilization Unit Leader

[bookmark: _Toc308435129][bookmark: _Toc318180976]Single Resource
General Responsibilities
The person in charge of a single tactical resource reports to the Division or Group Supervisor and will carry the unit designation of that resource.  Single Resource responsibilities include:
MOBILIZATION
Receive notification from the Division/Group Supervisor
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
ICP
Incident Site
Staging Area
Report to Division/Group Supervisor and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
Establish and maintain an Activity Log, which chronologically describes actions taken during the shift (ICS Form 214)
Determine resource needs and coordinate with Division/Group Supervisor
Provide incident status as required

OPERATIONS
Obtain necessary equipment and supplies
Review weather/environmental conditions for work area
Brief subordinates on safety measures
Monitor work progress
Ensure adequate communications with supervisor and subordinates
Keep Division/Group Supervisor informed of progress and any changes
Inform Division/Group Supervisor of problems with assigned resources
Brief relief personnel and advise them of any changes in conditions
Return equipment and supplies to appropriate unit
Complete and turn in all time and use records on personnel and equipment
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the Division/Group Supervisor
Verify all personal paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Verify all documentation and Activity Logs are accurate, complete, and filed appropriately
Brief Division/Group Supervisor as appropriate, check-out with Resources Unit, and leave site

Demobilization
Receive/verify demobilization notification from the OSC
Verify all documentation and Activity Logs are accurate, complete, and filed appropriately
If equipment is also demobilized, verify plan with Demobilization Unit Leader
[bookmark: _Toc308435130]
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General Responsibilities
The Construction Group Supervisor reports to the OSC.  (NOTE: This is a rarely used position.)  The Construction Group Supervisor is responsible for administering and controlling emergency construction contracts awarded in support of the IAP.  The Construction Group Supervisor is also responsible for assigning resources to the Group, reporting on the progress of construction operations, and reporting the status of resources within the Group.  The Construction Group Supervisor may also serve as a Deputy OSC with specific responsibility for construction operations.  Additional Construction Group Supervisor responsibilities include the following:

MOBILIZATION
Receive notification from the OSC
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
Staging Area
ICP
Incident Site
Report to OSC and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a Construction Group Supervisor, obtain briefing using ICS Form 201
Complete transfer of duties and relieve the prior Construction Group Supervisor
Establish and maintain an Activity Log that chronologically describes actions taken during the shift (ICS Form 214)
Determine resource needs and coordinate with Logistics
Computer, phone, reference documents, etc.
Establish and manage Construction Group
Assemble, brief, and assign work locations and preliminary work tasks to Unit personnel
Establish a routine and a process for check-in function
Provide incident status as required

OPERATIONS
Implement IAP for Construction Group
Provide IAP when available to subordinate leaders
Review Group assignments and incident activities with subordinates and assign tasks
Administer and control construction contracts awarded in support of the incident
Report progress and coordinate with Division of Engineering
Monitor progress and make changes when necessary
Coordinate activities with other Divisions and/or Groups
Ensure that Incident Communications and/or Resources Units are advised of all changes in status of resources assigned to the group
Determine need for assistance on assigned tasks
Submit situation and resources status information to OSC
Report special occurrences or events (e.g., accidents, sickness) to OSC
Resolve logistics problems within the Group
Participate in the development of plans for next operational period
Attend planning meetings as required
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the OSC
Verify all personal paperwork (timesheets, etc.) is complete before leaving the site
Verify all documentation and Activity Logs are accurate, complete, and filed appropriately
Prepare to transfer responsibility to incoming Construction Group Supervisor
Brief relieving Construction Group Supervisor as appropriate
De-brief OSC of current Unit status, check-out with Resources Unit, and leave site
Demobilization
Receive/verify demobilization notification from the OSC
Brief subordinates regarding demobilization
Verify all documentation and Activity Logs are accurate, complete, and filed appropriately
If equipment is also demobilized, verify plan with Demobilization Unit Leader
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* Incident specific – may be assigned to other sections
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General responsibilities
The Planning Section Chief (PSC) has lead responsibility for holding and leading the IAP meetings, supervising and providing guidance in preparation of the IAP, and incorporating plans (i.e., Traffic, Medical, Communications, Safety, etc.) into the IAP.  A focal point for information, the PSC is also responsible for receiving reports of any significant changes to incident status, as well as receiving, compiling and displaying incident status summary information within the ICP.  This may include providing periodic forecasts for weather, river forecasts, and other aspects potentially affecting the incident to IC, Command Staff, and other Section Chiefs.  Finally, the PSC has a key role in assembling information on alternative strategies from OSC and DOSC.

MOBILIZATION
Receive notification from the IC
Attend initial briefing
Inform subordinates of the incident if the IC requires them
Obtain personal and Section Go Kits

ACTIVATION
Check in with the Resources Unit at designated location:
Staging Area
ICP
Incident Site
Obtain assignment and initial briefing from the IC
Size and complexity of incident
Expectations of the IC
Incident objectives and priorities
Agencies/organizations/stakeholders involved
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a PSC, obtain a briefing using ICS Form 201
Complete transfer of duties and relieve the prior PSC
Establish and maintain an Activity Log that chronologically describes actions taken during the shift  (ICS Form 214)
Determine personal resources needs
Activate appropriate Deputy Positions
Assemble, brief, and assign work locations and preliminary work tasks to Section personnel
Distribute the Daily Timesheets and ensure time is recorded completely and accurately
Submit Daily Timesheets to FASC or Timekeeping Unit Leader at the completion of a shift or at the end of each operational period
Schedule and lead the IAP Meeting
Update the IAP as needed and meet with IC and Section Chiefs to determine data elements required by the IAP.  Include:
Information requirements
Overall strategy (offensive/defensive)
Estimate of incident duration
Upon approval of the IAP, distribute to the FOC and Public Information Officer (PIO)
Identify and coordinate with Communications Unit Leader to establish access to data sources as needed (California Data Exchange Center (CDEC), the Flood Operations Center Information System (FOCIS), etc.)
Set priorities for the procurement and allocation of available resources in consultation with the IC/OSC
Ensure standardization of information collection and reporting
Review responsibilities of Section; develop plan for carrying out all responsibilities
Make a list of key issues to be addressed in consultation with section staff and other Section Chiefs; identify objectives for the initial Operational Period
Ensure that the Situation Analysis Unit is maintaining current information for the situation status report

OPERATIONS
Hold and participate in meetings and briefings
In cooperation with the IC, establish regular times for IAP meetings
Provide regular briefings to the IC
Report significant changes of incident status to the IC and FOC
Continue to receive projected activity reports from Section Chiefs and Planning Section
Communicate all technical support and supply needs to LSC
Establish Planning/Data Collection Center and other data entry sites, including:
CDEC
FOCIS
California Emergency Management Agency Response Information System 
Flood Emergency Response Information System
Levee Locator Tool
Collect, interpret, synthesize, and display data regarding status of and response to incident and provide reports to the IC
Assemble information and/or incident projections for the IAP
Maintain Activity Log (ICS Form 214) and other necessary files
Ensure all external requests for data or plan information or status are routed and documented through the IO or IC
Meet with the Communications Unit Leader
Obtain briefing on communication capabilities and restrictions
Establish operating procedure with Communications Unit for use of all communications systems, including data; specify priorities or special requests
Periodically meet with other Sections Chiefs to exchange situation information
Meet with Planning staff to discuss Advance Planning for potential situations
Based on the situation as known or forecasted, determine likely future information and personnel support needs
Ensure that a Situation Status Report is produced and distributed to the FOC at least once during each operational period
The following information should be collected and displayed:
Status of incident
Special hazards
Status of critical facilities (structural collapse, utilities)
Outside agencies/mutual aid (called, arriving, in-place)
Road conditions
Weather conditions (present and pending)
Brief IC on current, emerging, or potential problems that may require solutions
Share status information with other sections as appropriate
Shift Change
Conduct Shift Change Meeting
Brief your relief at shift change time
Prepare end of shift report for oncoming PSC
Complete forms and reports required of the PSC and send these documents to Documentation Unit at end of each operational period

[bookmark: _Toc307382457]DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the IC or FOC
Authorize deactivation of Planning Section elements when no longer required.  Ensure open actions are completed or transferred to other ICS elements
Verify all Section paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Ensure that any required forms or reports are completed and forwarded to the FOC prior to your release and departure
Prepare to transfer duties to incoming PSC (if one is arriving)
Brief IC or incoming PSC about current status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the IC or FOC
Review and approve lists of major resources proposed for demobilization
Brief subordinates regarding demobilization
Supervise demobilization of Section
Verify all Section documentation is forwarded to the Documentation Unit
Be prepared to provide input to the After-Action Report
NOTE: Expect demobilization to occur incrementally.

[bookmark: _Toc308435133][bookmark: _Toc318180980][bookmark: _Toc307382458]Situation Status Unit Leader (SITSTAT)
General Responsibilities
The Situation Status (SITSTAT) Unit Leader has principal responsibility for collecting and reporting incident information.  This often involves obtaining weather and river forecasts, evaluating and displaying collected data for ICT use, and liaising with the FOC regarding reporting issues.  Information dissemination responsibilities include compiling and reporting incident status to all Sections/Units, preparing incident documentation for the PSC when requested, and posting information on work displays and ICP displays at scheduled intervals.  It may also involve responding to requests for information.

MOBILIZATION
Receive notification from the PSC
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
Staging Area
ICP
Incident Site
Report to PSC and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a SITSTAT, obtain a briefing using ICS Form 201
Complete transfer of duties and relieve the prior SITSTAT
Establish and maintain an Activity Log that chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs and coordinate with Logistics
Computer, phone, reference documents, etc.
Establish and organize the Situation Unit
Assemble, brief, and assign work locations and preliminary work tasks to Unit personnel
Establish a routine and a process for incident status updates and Status Report development
Provide incident status as required

OPERATIONS
Review situation and resource status for personnel assigned to Unit
Review current organization
Provide regular briefings to the PSC
Provide reports of projected activity and resource needs to PSC
Provide status updates on any outstanding issues
Obtain information on equipment requests
Ensure that Unit Activity Logs and other necessary files are maintained
Document all communications on ICS Form 213G
Maintain documentation of all actions and decisions on a continual basis; forward completed Activity log to the PSC
Request weather forecasts as necessary to assist in incident forecasting
Participate in briefings as required
Gather situation status information from ICT personnel on a regular basis
Verify all forms are complete and accurate
Compile, maintain, and display incident status information at the ICP
Determine appropriate data for displays
Review all data for completeness, accuracy, and relevancy
Provide or assist in situation evaluation, prediction, and analysis as required
Develop Status Report
Shift Change
Brief your relief at shift change time
Prepare end of shift report and present to incoming SITSTAT
Complete required forms and reports and send to Documentation Unit at end of each operational period
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the PSC
Verify all personal paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Verify all documentation and Activity Logs are accurate, complete, and filed appropriately
Prepare to transfer command to incoming SITSTAT (if one is arriving)
Brief relieving SITSTAT as appropriate
De-brief PSC of current Unit status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the PSC
Brief subordinates regarding demobilization
Verify all documentation and Activity Logs are accurate, complete, and filed appropriately
Debrief staff on lessons learned and procedural/equipment changes needed
If equipment is also demobilized, verify plan with Demobilization Unit Leader

[bookmark: _Toc308435134][bookmark: _Toc318180981]Field Observer
General Responsibilities
The Field Observer reports to SITSTAT and is responsible for collecting situation information from personal observations and/or field measurements at the incident and providing that information to SITSTAT.  Additional Field Observer responsibilities include:

MOBILIZATION
Receive notification from SITSTAT
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
Staging Area
ICP
Incident Site
Report to SITSTAT and obtain briefing.  Obtain:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
Establish and maintain an Activity Log that chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs and coordinate with SITSTAT

OPERATIONS
Obtain copy of IAP for Operational Period
Obtain necessary equipment and supplies
Determine location of assignment, type of information required, priorities, methods of communication and transportation, and time limits
Identify facility locations (e.g., Division boundaries, Levee Maintaining Agency boundaries etc.)
Report information to SITSTAT using established procedures
Immediately report any condition observed that may be hazardous to personnel
Gather information to assist in advanced planning and predictions
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from SITSTAT
Verify all paperwork (timesheets, etc.) is completed before leaving the incident
De-brief SITSTAT of current status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the SITSTAT
Verify all documentation and Activity Logs are accurate, complete, and filed
[bookmark: _Toc308435135]
[bookmark: _Toc317681212][bookmark: _Toc318180982]Resources Unit Leader (RESTAT)
General Responsibilities
The RESTAT reports to the PSC and is responsible for:
1) Establishing all incident check-in activities
2) Preparing and maintaining displays, charts and lists that reflect the current incident status
3) Maintaining a master check-in list of resources assigned to an incident

MOBILIZATION
Receive notification from the PSC
Assemble personal Go Kit

ACTIVATION
Establish the Check-in process at the designated location:
Staging Area
ICP
Incident Site
Report to PSC and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a RESTAT, obtain a briefing using ICS Form 201
Complete transfer of duties and relieve the prior RESTAT
Establish and maintain an Activity Log that chronologically describes actions taken during the shift (ICS Form 214)
Determine position resource needs and coordinate with Logistics
Computer, phone, reference documents, etc.
Establish and organize the Resources Unit
Assemble, brief, and assign work locations and preliminary work tasks to Unit personnel
Establish a routine and a process for incident resource status updates

OPERATIONS
Obtain briefing and special instructions from the PSC
Maintain check-in function at incident locations
Prepare Organization Assignment List and SEMS Organization Chart
Establish contacts with incident facilities by telephone or through the Communications Center, and continue maintenance of resource status
Prepare and maintain ICP displays (organization chart, resource allocation and deployment sections of display)
Maintain master roster of all resources checked in at the incident
Maintain and post the current status and location of all resources
Participate in Planning Section meetings as required by the PSC
Maintain Activity Log ICS Form 214

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the PSC
Verify all personal paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Prepare to transfer responsibility to incoming RESTAT (if one is arriving)
Brief relieving RESTAT as appropriate
De-brief PSC of current Unit status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the PSC
Verify all documentation and Activity Logs are accurate, complete, and filed appropriately
Debrief staff on lessons learned and procedural/equipment changes needed
If equipment is also demobilized, verify plan with Demobilization Unit Leader

[bookmark: _Toc308435136][bookmark: _Toc318180983]Documentation Unit Leader
General Responsibilities
The Documentation Unit Leader is responsible for ensuring records security – obtaining, tracking, and filing all documents completed by ICT Sections/Units.  This requires establishing security protocols for records, as well as liaising with FOC/DWR regarding documentation issues.  Additional responsibilities include preparing incident documentation for PSC when requested, responding to requests for duplicates, and retaining and filing duplicate copies of official forms and reports (which may require reviewing and verifying accuracy and completeness of such documents).  Finally, the position will contact responsible personnel to correct errors and omissions, as well as to provide duplicates of forms/reports to authorized requestors.

MOBILIZATION
Receive notification from the PSC
Inform subordinates of the incident if required by the PSC/IC
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
Staging Area
ICP
Incident Site
Report to PSC and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a Document Unit Leader, obtain a briefing using ICS Form 201
Complete transfer of duties and relieve the prior Document Unit Leader
Establish and maintain an Activity Log that chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs
Computer, phone, reference documents, etc.
Establish and organize the Documentation Unit
Assemble, brief, and assign work locations and preliminary work tasks to Unit personnel
Establish a secure filing system for all documents, ensuring the following:
Secure location
Logical system
Clear labeling
Good organization
Establish a routine and a process for documentation drop-off
Provide duplicate documents when required

OPERATIONS
Review situation and resource status of personnel assigned to Unit
Review current organization
Provide regular briefings to the PSC
Provide reports of projected activity and resource needs to PSC
Provide briefing on any issues
Obtain information on equipment requests from OSC, LSC and/or FASC
Document all communications on ICS Form 213
Maintain documentation of all actions and decisions on a continual basis; forward completed Activity Log to the PSC
Accept and file all reports and forms submitted by incident personnel
Provide duplicates of documents and reports as required
Verify all forms are complete and accurate
Shift Change
Brief your relief at shift change time
Prepare end of shift report and present to oncoming Document Unit Leader
Complete forms and reports required of the assigned position and send these documents to Documentation Unit at end of each operational period
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the PSC
Verify all Unit paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Verify all ICT documentation/Activity Logs are accurate, complete, and filed
Prepare to transfer command to incoming Document Unit Leader (if one is arriving)
Brief PSC or incoming Document Unit Leader of current Unit status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the PSC
Brief subordinates regarding demobilization
Verify all ICT documentation/Activity Logs are accurate, complete, and filed
Debrief staff on lessons learned and procedural/equipment changes needed
If equipment is also demobilized, verify plan with Demobilization Unit Leader

[bookmark: _Toc318180984]Demobilization Unit Leader
General Responsibilities
The Demobilization Unit Leader is responsible for developing the Incident Demobilization Plan.  On large incidents, demobilization can be quite complex, requiring a separate planning activity.  All agencies or resources require specific demobilization instructions.  (NOTE: This is a rarely used position.)

MOBILIZATION
Receive notification from the PSC
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
Staging Area
ICP
Incident Site
Report to PSC and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
Establish and maintain an Activity Log that chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs
Computer, phone, reference documents, etc.
Establish and organize the Demobilization Unit
Assemble, brief, and assign work locations and work tasks to Unit personnel

OPERATIONS
Review incident resource records to determine the likely size and extent of the demobilization effort
Based on above analysis add additional personnel, workspace and supplies as necessary
Coordinate demobilization with Agency Representatives through LO
Monitor ongoing Operations Section resource needs
Identify surplus resources and probable release time
Develop incident checkout function for all units
Coordinate releases with Procurement and Cost Units
Evaluate logistics and transportation capabilities needed to support demobilization
Develop an Incident Demobilization Plan detailing specific responsibilities, release priorities, and procedures
Distribute Incident Demobilization Plan
Ensure that all Sections/Units understand their specific demobilization responsibilities
Brief PSC on demobilization progress
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the PSC
Verify all Unit paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Verify all ICT documentation and Activity Logs are accurate, complete, and filed appropriately, check-out with Resources Unit, and leave site
Demobilization
Receive/verify demobilization notification from the PSC
Supervise execution of Incident Demobilization Plan
Verify all paperwork, documentation and Activity Logs are accurate, complete, and filed appropriately

[bookmark: _Toc308435137][bookmark: _Toc318180985]Technical Specialists
Technical Specialists are advisors with special skills needed to support incident operations.  Technical specialists may report to the PSC; may function within an existing unit (e.g., Situation Unit), form a separate unit, or be reassigned to other parts of the organization (e.g., Operations, Logistics, or Finance).  Certain Technical Specialists have been identified and checklists for Operations are listed below.  All Technical Specialists use the Mobilization, Activation, and Demobilization checklists found here.
MOBILIZATION
Receive notification and determine who is functioning as the Incident Supervisor
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
ICP
Incident Site
Staging Area
Report to Incident Supervisor and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
Establish and maintain an Activity Log that chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs and coordinate with Logistics
Provide incident status as required

OPERATIONS
	SEE INDIVIDUAL CHECKLISTS
Geotechnical	p. 48
Flood Fight	p. 49
Construction	p. 49
Advanced Planning	p. 50
Environmental	p. 50
Geographic Information Systems (GIS)	p. 50

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from Incident Supervisor
Verify all paperwork (timesheets, etc.) is completed before leaving the incident
Inform Incident Supervisor about current status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the Incident Supervisor
Verify all documentation and Activity Logs are accurate, complete, and filed

[bookmark: _Toc318180986]Geotechnical Specialist
General Responsibilities
The Geotechnical Specialist is primarily responsible for assessing the stability of levees and other earthen flood control works/structures and recommending methods of stabilizing and/or repair.  The Geotechnical Specialist functions within the Planning Section.  The Geotechnical Specialist may be assigned to the Operations Section.

Obtain briefings from PSC, OSC, and/or Incident Supervisor
Determine location of incident and surrounding earthen flood control facilities
Participate in the development of the IAP and review the general control objectives including alternative strategies
Inspect and assess earthen flood control structures as requested
Make recommendations about the stability of structures and methods of stabilization and repair
Maintain Activity Log (ICS Form 214)

[bookmark: _Toc308435139][bookmark: _Toc318180987]Flood Fight Specialist
General Responsibilities
The Flood Fight Specialist provides information and expertise directly related to the flood fighting methods being used.  These specialists are often the ‘First Responders’ on the incident (See “Guidelines for Flood Fight Specialists and Initial Attack Incident Commanders”).  Due to their expertise, the Flood Fight Specialists may be assigned directly to the Operations Section.  Flood Fight Specialist Responsibilities during Operations include:

Obtain briefings from PSC, OSC, and/or Incident Supervisor
Obtain copy of IAP for current operational period
Investigate severity of problem(s)
Recommendation flood fight strategies and tactics to PSC
Participate in preparation of IAP and review flood fight and review general flood fight objectives, strategies and tactics
Maintain Activity Log (ICS Form 214)

[bookmark: _Toc308435140][bookmark: _Toc318180988]Construction Specialist
General Responsibilities
The Construction Specialist provides information and expertise on construction contracts directly related to the incident.  (NOTE: This is a rarely used position.)  The Construction Specialist represents the Division of Engineering and advises incident personnel on the use of emergency construction contracts.  The Construction Specialist primarily functions as part of the Planning Section, but may be assigned to the Operations Section.  Construction Specialist Responsibilities during Operations include:

Obtain briefings from PSC, OSC, and/or Incident Supervisor
Establish contact with Division of Engineering and the Construction Group as needed
Make recommendations on construction contracting
Participate in the development of the IAP and review the general control objectives and strategies from a construction engineering standpoint
Provide information on the status of construction contracts to the SITSTAT as needed or requested
Maintain Activity Log (ICS Form 214)

[bookmark: _Toc308435141][bookmark: _Toc318180989]Advanced Planning Specialist
General Responsibilities
The Advanced Planning Specialist is responsible for assessing information on weather, hydrology, hydraulics and flood control systems and assisting in preparing assessments on flooding potential in the incident area and the measures that may be necessary to conduct flood fight operations.  The Advanced Planning Specialist functions within the Planning Section.  Advanced Planning Specialist responsibilities during Operations include:

Obtain briefings from PSC, OSC, and/or Incident Supervisor
Establish work area and obtain work materials
Establish coordination with FOC and other relevant agencies
Participate in development of IAP and review general objectives and strategies from the standpoint of several operational periods into the future
Participate in planning meetings as needed
Maintain Activity Log (ICS Form 214)

[bookmark: _Toc308435142][bookmark: _Toc318180990]Environmental Specialist
General Responsibilities
The Environmental Specialist is primarily responsible for assessing the potential impacts of an incident on the environment, determining environmental restrictions, and recommending alternative strategies and priorities for addressing environmental concerns.  The Environmental Specialist functions within the Planning Section as part of the Situation Unit.  Environmental Specialist responsibilities during Operations include:

Participate in the development of the IAP and review the general control objectives including alternative strategies
Collect and validate environmental information within the incident area
Determine environmental restrictions within the incident area
Develop suggested priorities for preservation of the environment
Provide environmental analysis information as requested
Maintain Activity Log (ICS Form 214)

[bookmark: _Toc308435143][bookmark: _Toc318180991]Geographic Information Systems (GIS)/Mapping Specialist
General Responsibilities
The GIS/Mapping Specialist is responsible for spatial information collection, display, analysis and dissemination.  (This is more than mere map-making!)  The GIS/Mapping Specialist will provide Global Positioning System (GPS) support, integrate hydrologic and hydraulic data and incorporate all relevant data to produce map products and data for reports and/or analyses.  The GIS/Mapping Specialist usually functions within the Planning Section.  The GIS/Mapping Specialist assigned to the incident may be located in a facility other than the ICP.  GIS/Mapping Specialist responsibilities during Operations include:

Obtain briefings from PSC, OSC, and/or Incident Supervisor
Establish work area and obtain work materials
Establish coordination with FOC and other relevant agencies
Determine availability of needed GIS support products
Coordinate production of map products and data for the incident
Participate in Planning Section activities
Maintain Activity Log (ICS Form 214)

FIELD OPERATIONS GUIDE 2012 – Planning Section
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[bookmark: _Toc308435146][bookmark: _Toc317681214][bookmark: _Toc317682153][bookmark: _Toc318180993][bookmark: _Toc307382467]LOGISTICS SECTION CHIEF (LSC)
General responsibilities
The Logistics Section Chief (LSC) has the lead for providing service and support elements and identifying service and support requirements for Operations.  This will necessitate advising on current service and support capabilities and coordinating with the FOC in ordering and tracking resources.  In support of this responsibility, the LSC must be organizing and staffing the Logistics Section, participating in IAP meetings, and participating in preparation of the IAP.

MOBILIZATION
Receive notification from the IC
Attend initial briefing by IC
Inform subordinates of the incident if the IC requires them
Assemble personal Go Kit and retrieve Section Go Kit

ACTIVATION
· Check in with the Personnel Unit at the designated location upon arrival:
Staging Area
ICP
Incident Site
Obtain assignment and initial briefing from the IC
Size and complexity of incident
Expectations of the IC
Incident objectives, activities, and situation
Special concerns and resource needs
If relieving an LSC, obtain briefing from prior LSC using ICS Form 201
Complete transfer of duties and relieve the prior LSC
Establish and maintain an Activity Log, which chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs and acquire materials
Computer, phone, reference documents, etc.
Assemble, brief, and assign work locations and preliminary work tasks to Section personnel
Distribute Daily Timesheets to Logistics Personnel and ensure forms are recorded accurately and completely
Submit to Finance/Administration Section’s Time Unit Leader at the end of each shift or operational period
Attend IAP Meeting
Participate in preparation of IAP
Provide input on resource availability, support needs, identified shortages, and response timelines for key resources
Provide service and support elements of the IAP
Coordinate with the OSC to identify future operational needs and to anticipate logistical requirements
Ensure Incident Communications Plan (ICS Form 205) is prepared
Ensure Medical Plan (ICS Form 206) is prepared
Assist in preparation of the Transportation Plan
Ensure ICP and incident facilities are set up, physically adequate and activated
Confirm resources ordering process with Resources Unit Leader and FASC
Notify Resources Unit that Logistics Section Units activated

OPERATIONS
Review situation and resource status for number of personnel assigned to incident
Review and assess current organization
Review staffing needs based on size of event
Review IAP and estimate resource needs for the next operational period; order relief personnel if necessary
Research availability of additional resources
Request medical resources through the Mutual Aid System
Hold and Participate in Meetings and Briefings
Provide regular briefings to the IC
Periodically meet with other Sections Chiefs and exchange situation information
Identify service and support requirements for planned and expected operations
Continue to receive projected activity and resource needs reports from Section Chiefs
Ensure that Logistics Activity Logs and other necessary files are maintained
Distribute the Daily Timesheets and ensure time is recorded completely and accurately
Submit Daily Timesheets to FASC or Timekeeping Unit Leader at the completion of a shift or at the end of each operational period
Maintain documentation of all actions and decisions on a continual basis; forward completed Activity Log to the Documentation Unit
Maintain communication with the Operations Section Chief, Staging Manager, and Branch Directors to assess critical issues and resource needs
Meet with the Communications Unit Coordinator
Obtain briefing on on-site and external communication capabilities and restrictions
If necessary, establish procedure with Communication Unit for use of telephone and radio systems.  Make priorities or special requests known
Activate sufficient personnel to maintain a two-shift operation
Follow DWR procurement system standards
Based on the situation as known or forecast, determine likely future information and personnel support needs
Share status information with other sections as appropriate
Shift Change
Brief your relief at shift change time
Prepare end of shift report and present to oncoming Planning Section Chief
Complete forms and reports required of the assigned position and send these documents to Documentation Unit at end of each operational period
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the IC
Verify all Section paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Prepare to transfer command to incoming LSC (if one is arriving)
Ensure that all forms or reports required of the Logistics Section are completed prior to your release and departure
Ensure all documentation and Activity Logs are forwarded to the IC or FOC
Brief IC or relieving LSC of current Section status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the IC
Review and approve lists of major resources proposed for demobilization
Brief subordinates regarding demobilization
Supervise demobilization of Section
Verify all Section documentation is forwarded to the Documentation Unit
Debrief Section staff on lessons learned and procedural/equipment changes needed
Participate in preparation of the After Action Report and Implementation Plan
NOTE: Expect demobilization to occur incrementally.

[bookmark: _Toc308435147][bookmark: _Toc318180994][bookmark: _Toc307382472]Communications Unit Leader
General Responsibilities
The Communications Unit Leader is responsible for ensuring effective use of available communications systems, assessing communications systems and networks in use, and advising on communications capabilities/limitations.  This may include establishing the Incident Communications Center and/or setting up the Communications trailer, as well as participating in IAP meetings
MOBILIZATION
Receive notification from the LSC
Assemble personal Go Kit
Notify Security and/or other appropriate personnel of Communications Trailer deployment
Pick up Communications Trailer
ACTIVATION
Check in with the Personnel Unit at the designated location:
Staging Area
ICP
Incident Site
Report to LSC and obtain briefing.  Obtain:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a Communications Unit Leader, obtain a briefing using ICS Form 201
Establish and maintain an Activity Log that chronologically describes actions taken during the shift (ICS Form 214)
Determine resource needs
Computer, phone, reference documents, etc.
Establish and organize the Communications Unit
Assemble, brief, and assign work locations and preliminary work tasks to Unit personnel
Assess communication needs of the ICT
Set up communications vehicle(s), computer networks, telephones, etc.
Verify links with FOC and other agencies are established as required
Prepare and implement the Incident Radio Communications Plan (ICS Form 205)
Establish an equipment tracking system
Verify equipment works prior to distribution
Distribute personal portable radio equipment to ICT
Provide technical information as required about:
Adequacy of current communications system
Geographic limitations on communication systems
Equipment capabilities and limitations
Amount and types of communications equipment available
Any anticipated problems in the use of communications equipment
Repair any damaged equipment

OPERATIONS
Review situation and resource status for number of personnel assigned to Unit
Review current organization and staffing needs
Provide regular updates/briefings to LSC on equipment and communications status
Ensure that Unit Activity Logs and other necessary files are maintained
Monitor all channels and frequencies and verify they continue to work
Maintain communications vehicle(s), computer networks, telephones, etc.
Repair/replace damaged equipment
Continue to provide technical information to LSC
Provide incoming ICT/ICS personnel with radios/frequencies as required
Shift Change
Brief your relief at shift change time
Prepare end of shift report and present to incoming Communications Unit Leader
Complete forms and reports required and send to Documentation Unit at end of each operational period
Maintain Activity Log (ICS Form 214)
DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the IC
Verify all Unit paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Prepare to transfer duties to incoming Communications Unit Leader (if one is arriving)
Brief LSC or relieving Communications Unit Leader of current Unit status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the IC
Brief subordinates regarding demobilization
Verify all documentation is forwarded to the Documentation Unit
Debrief staff on lessons learned and procedural/equipment changes needed
If equipment is also demobilized, verify plan with Demobilization Unit Leader
Verify Communications Trailer is returned in proper form to storage location
Notify Security of return of Communications Trailer

[bookmark: _Toc308435148][bookmark: _Toc318180995]Supply Unit Leader
General Responsibilities
The Supply Unit Leader is primarily responsible for ordering personnel, materials, equipment and supplies; receiving, storing and inventorying all supplies, equipment and materials for the incident; and servicing non-expendable supplies and equipment.

MOBILIZATION
Receive notification from the LSC
Assemble personal Go Kit

ACTIVATION
Check in with the Personnel Unit at the designated location:
Staging Area
ICP
Incident Site
Report to LSC and obtain briefing.  Obtain:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a Supply Unit Leader, obtain a briefing using ICS Form 201
Establish and maintain an Activity Log, which chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs
Computer, phone, reference documents, etc.
Establish and organize the Supply Unit
Assemble, brief, and assign work locations and work tasks to Unit personnel

OPERATIONS
Participate in Logistics Section planning activities
Review IAP for information on the operation of the Supply Unit
Determine the type and amount of supplies being routed to the incident
Order, receive, store, and distribute supplies, material and equipment
Receive and respond to requests for personnel, materials, supplies and equipment from all sections and units
Develop and implement safety and security requirements
Maintain inventory of materials, supplies and equipment
Service reusable equipment
Demobilize Supply Unit
Submit reports to the LSC
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the LSC
Verify all Unit paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Prepare to transfer command to incoming Supply Unit Leader (if one is arriving)
Brief LSC or relieving Supply Unit Leader of current Unit status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the LSC
Brief subordinates regarding demobilization
Verify all documentation is forwarded to the Documentation Unit
Debrief staff on lessons learned and procedural/equipment changes needed
If equipment is also demobilized, verify plan with Demobilization Unit Leader

[bookmark: _Toc308435149][bookmark: _Toc318180996]Facilities Unit Leader
General Responsibilities
The Facilities Unit Leader reports to the LSC and is primarily responsible for the layout and activation of incident facilities, including ICP.  The Unit provides sanitation facilities for incident personnel at incident facilities and in the field.

MOBILIZATION
Receive notification from the LSC
Inform subordinates of the incident if the LSC requires them
Assemble personal Go Kit

ACTIVATION
Check in with the Personnel Unit at the designated location:
Staging Area
Incident Command Post (ICP)
Incident Site
Report to LSC and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a Facilities Unit Leader, obtain a briefing using ICS Form 201
Establish and maintain an Activity Log, which chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs
Computer, phone, reference documents, etc.
Establish and organize the Facilities Unit
Assemble, brief, and assign work locations and work tasks to Unit personnel

OPERATIONS
Receive copy of the IAP
Participate in Logistics Section planning activities
Determine requirements for each facility
Prepare layouts of incident facilities
Notify unit leaders of facility layout
Activate incident facilities
Provide security services
Provide facility maintenance services – sanitation, lighting, clean-up
Demobilize incident facilities
Maintain Facilities Unit records
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the IC
Verify all Unit paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Prepare to transfer command to incoming Facilities Unit Leader (if one is arriving)
Brief LSC or relieving Facilities Unit Leader on Unit status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the LSC
Brief subordinates regarding demobilization
Verify all documentation is forwarded to the Documentation Unit
Debrief staff on lessons learned and procedural/equipment changes needed
If equipment is also demobilized, verify plan with Demobilization Unit Leader

[bookmark: _Toc308435150][bookmark: _Toc318180997]Ground Support Unit Leader
General Responsibilities
The Ground Support Unit Leader is primarily responsible for support of out-of-service resources; transportation of personnel, supplies, food, and equipment; fueling, service, maintenance, and repair of vehicles; and other ground support equipment.  (NOTE: This is a rarely used position.)

MOBILIZATION
Receive notification from the LSC
Assemble personal Go Kit
ACTIVATION
Check in with the Personnel Unit at the designated location:
Staging Area
Incident Command Post (ICP)
Incident Site
Report to LSC and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a Ground Support Unit Leader, obtain a briefing using ICS Form 201
Establish and maintain an Activity Log that chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs
Computer, phone, reference documents, etc.
Establish and organize the Ground Support Unit
Assemble, brief, and assign work locations and work tasks to Unit personnel

OPERATIONS
Participate in Logistics Section planning activities
Arrange for and activate fueling, maintenance, and repair of ground resources
Maintain inventory of support and transportation vehicles
Provide transportation services
Collect use information on rented equipment
Requisition maintenance and repair supplies (e.g., fuel, spare parts)
Submit reports to the LSC as directed
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the LSC
Verify all Unit paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Prepare to transfer duties to incoming Ground Support Unit Leader (if one is arriving)
Brief LSC or relieving Ground Support Unit Leader about current Unit status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the LSC
Brief subordinates regarding demobilization
Verify all documentation is forwarded to the Documentation Unit
Debrief staff on lessons learned and procedural/equipment changes needed
If equipment is also demobilized, verify plan with Demobilization Unit Leader

[bookmark: _Toc318180998]Food Unit Leader
General Responsibilities
The Food Unit Leader is responsible for supplying the food needs for the entire incident, including all remote locations (e.g., Camps, Staging Areas), as well as providing food for personnel unable to leave tactical field assignments.  (NOTE: This is a rarely used position.)

MOBILIZATION
Receive notification from the LSC
Inform subordinates of the incident if the LSC requires them
Assemble personal Go Kit

ACTIVATION
Check in with the Personnel Unit at the designated location:
Staging Area
ICP
Incident Site
Report to LSC and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a Ground Support Unit Leader, obtain a briefing using ICS Form 201
Establish and maintain an Activity Log that chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs
Computer, phone, reference documents, etc.
Establish and organize the Ground Support Unit
Assemble, brief, and assign work locations and preliminary work tasks to Unit personnel

OPERATIONS
Participate in Logistics Section planning activities
Determine food and water requirements
Determine the method of feeding to best fit each facility or situation
Use Mutual Aid system to obtain necessary equipment and supplies and establish cooking facilities
Ensure that well-balanced menus are provided
Maintain food service areas, ensuring that all appropriate health and safety measures are being followed
Supervise caterers, cooks, and other Food Unit personnel as appropriate
Submit reports to the LSC as directed
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the LSC
Verify all Unit paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Prepare to transfer command to incoming Ground Support Unit Leader (if one is arriving)
Brief LSC or relieving Ground Support Unit Leader about current Unit status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the LSC
Brief subordinates regarding demobilization
Verify all documentation is forwarded to the Documentation Unit
Debrief staff on lessons learned and procedural/equipment changes needed
If equipment is also demobilized, verify plan with Demobilization Unit Leader
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[bookmark: _Toc317684009]General Responsibilities
The FASC has responsibility for managing all financial aspects of an incident, including ensuring all personnel time records are complete and transmitted to DWR and documentation from incident is complete and turned in to the FOC.  An additional responsibility is assisting Logistics in resource procurement.  As a Section Chief, the FASC participates in IAP meetings and in preparing the IAP.

MOBILIZATION
Receive notification from the IC
Attend initial briefing
Call DWR to raise Cal Card limits
Inform any subordinates of the incident if the IC requires them
Assemble personal Go Kit and retrieve Section Go Kit

ACTIVATION
Check in with the Resource Unit at designated location:
Staging Area
Incident Command Post (ICP)
Incident Site
Obtain assignment and initial briefing from the IC
Size and complexity of incident
Expectations of the IC
Incident objectives
Agencies/organizations/stakeholders involved
Incident activities/situation
Special concerns and resource needs
If relieving an FASC, obtain a briefing from the prior FASC using ICS Form 201
Complete transfer of duties and relieve the prior FASC
Establish and maintain an Activity Log that chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs and acquire materials
Computer, phone, reference documents, etc.
Activate appropriate Deputy Position
Assemble, brief, and assign work locations and work tasks to Section personnel
Distribute the Daily Timesheet to Section personnel and ensure time is recorded appropriately
Determine incident funding sources and codes from the FOC
Attend IAP Meeting
Ensure all personnel are aware of charge code and timesheet protocols (DWR 208)
Verify SAP system is available for use on laptop
Participate in preparation of IAP
Provide input on cost implications of incident objectives
Ensure the IAP is within financial limits established by IC
Confirm resources ordering process with LSC (ICS Form 201-5)
Discuss injury claims protocol with Safety Officer (ICS Form 226)

OPERATIONS
Review situation and resource status for incident staffing levels
Review current ICT organization
Conduct assessments:
Review staffing needs based on size of event
Review IAP and estimate section needs for the next operational period; order relief personnel if necessary
Hold and Participate in Meetings and Briefings
Provide regular briefings about funding to the IC
Periodically meet with other Section Chiefs and exchange available situation information
Continue to receive projected activity and resource needs reports from Section Chiefs and Logistics Section
Provide cost saving recommendations to IC
Monitor Cal Card expenditures against new limits
Follow DWR standards for procurement and accounting
Ensure that Activity Logs and other necessary documents are maintained
Assign clerical staff to sections where requested
Maintain documentation of all actions and decisions on a continual basis; forward completed Activity Log to the Documentation Unit, with a copy to the FOC
Maintain communication with the Operations Section Chief and Staging Manager to assess critical issues and resource needs
Liaise with LSC re: preparation of equipment and service contracts and rentals, and with PSC for specialist contracts—Confirm with FOC and transfer to DOE
Process Procurement Requests
Activate sufficient personnel to maintain a two-shift operation
Shift Change—(Generally not applicable to the Finance/Admin Section Chief)
Prepare end of shift report and present to incoming FASC
Complete forms and reports required of the assigned position and send these documents to Documentation Unit at end of each operational period

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the IC
Verify all paperwork (timesheets, previous resource requests) is completed before leaving the incident site
Prepare to transfer duties to incoming FASC (if one is arriving)
Ensure that all required forms or reports are completed prior to your release and departure
Ensure all documentation and Activity Logs are forwarded to the Documentation Unit or FOC
Work with Planning /Intel Section to complete cost data information
Brief IC or relieving FASC about current Section status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the IC
Review and approve lists of major resources proposed for demobilization
Brief subordinates regarding demobilization
Supervise demobilization of Section
Verify all Section documentation is forwarded to the Documentation Unit
Debrief Section staff on lessons learned and procedural/equipment changes needed
[bookmark: _Toc308435153][bookmark: _Toc318181001][bookmark: _Toc307382481]Timekeeping Unit Leader (TML)
General Responsibilities
The TML has primary responsibility for setting up time recording systems and ensuring all timekeeping records are complete, accurate, and secure.  This will involve liaising with DWR regarding timekeeping issues to provide DWR with time reports from all ICT personnel.

MOBILIZATION
Receive notification from the FASC
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
Staging Area
ICP
Incident Site
Report to FASC and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Special concerns and sensitivities, including environmental/cultural sites
If relieving a TML, obtain a briefing using ICS Form 201
Establish and maintain an Activity Log that chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs
Computer, phone, reference documents, etc.
Establish and organize the Timekeeping Unit
Assemble, brief, and assign work locations and preliminary work tasks to Unit personnel
Meet with Unit Leaders to assist them in establishing time recording procedures for their Unit
Provide Unit Leaders with daily timesheets
Inform Unit Leaders of form protocol (e.g., completeness, when to turn in, charge codes, etc.)
Establish a secure filing system for all documents.  Ensure the following:
Secure location
Logical system
Clear labeling
Good organization

OPERATIONS
Review situation and resource status of personnel assigned to Unit
Review current organization
Provide regular briefings to the FASC
Provide reports on projected activity and resource needs to FASC
Provide briefing on any issues regarding timekeeping protocol
Obtain information on equipment requests for summary invoice preparation
Collect all ICT personnel timesheets and review
Review all timesheets from the previous shift at the beginning of the new shift
Forward tabulated timesheets to the FASC or to the Flood Operations Center (FOC) as required
Obtain accrued expenses (e.g., travel expenses) from ICT personnel
Ensure that Activity Logs and other necessary files are maintained
Document all communications on ICS Form 213G
Maintain documentation of all actions and decisions on a continual basis; forward completed Activity Log to the FASC
Shift Change
Brief your relief at shift change time
Prepare end of shift report and present to oncoming TML
Complete forms and reports required of the TML and send these documents to Documentation Unit at end of each operational period

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the FASC
Verify all paperwork (timesheets, previous resource requests) is completed prior leaving the incident site
Prepare to transfer duties to incoming TML (if one is arriving)
Brief relieving TML as appropriate
Ensure all documentation and Activity Logs are forwarded to the Documentation Unit
Brief FASC of current status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the FASC
Brief subordinates regarding demobilization
Verify all documentation is forwarded to the Documentation Unit
Debrief staff on lessons learned and procedural/equipment changes needed
If equipment is also demobilized, verify plan with Demobilization Unit Leader

[bookmark: _Toc318181002]Procurement Unit Leader
General Responsibilities
The Procurement Unit Leader is responsible for administering all financial matters pertaining to vendor contracts.  This will involve liaising with DWR regarding procurement issues to provide DWR with documentation of ICT purchases.

MOBILIZATION
Receive notification from the FASC
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
Staging Area
ICP
Incident Site
Report to FASC and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Charge code, and delegation of authority to commit DWR funds (if DWR cannot delegate procurement authority to the Procurement Unit Leader, they will need to assign a procurement specialist to the ICT)
Cal Card limits and contact DWR to increase if needed
Current vendor list
Current blanket Purchase Order (PO) list
Timelines established for reporting cost information
If relieving a PUL, obtain a briefing using ICS Form 201
Establish and maintain an Activity Log that chronologically describes actions taken during the shift  (ICS Form 214)
Determine resource needs
Computer, phone, reference documents, etc.
Establish and organize the Procurement Unit
Assemble, brief, and assign work locations and work tasks to Unit personnel
Review incident needs and any special procedures with Section Chiefs, as needed
Develop Incident Procurement Plan.  This plan should address:
Spending caps
Necessary Forms
Person(s) with purchasing authority
Process for obtaining approval to exceed caps
Emergency purchase orders
Establish a secure filing system for all documents.  Ensure the following:
Secure location
Logical system
Clear labeling
Good organization

OPERATIONS
Establish contact with DWR business service units
Coordinate cost data (hourly rates and similar costs) with Cost Unit Leader
Ensure that a system is in place that meets DWR property management requirements
Process purchases as appropriate and needed within delegated authority
Determine if additional vendor-service agreements will be necessary and establish purchase instruments with supply vendors
Interpret contracts/agreements, and resolve claims or disputes within delegated authority
Review equipment rental agreement and use statements for terms and conditions of use within 24 hours after equipment arrival at incident
Provide cost data from rental agreements, contracts, etc. to Cost Unit according to reporting time frames established for operational period
Complete final processing and send documents for payment
Verify and obtain copies of all vendor invoices
Verify that all equipment time records are complete
Maintain comprehensive audit trail for all procurement documents
Check completeness of all data entries on vendor invoices
Compare invoices against procurement documents
Ensure that only authorized personnel initiate orders
Maintain final incident receiving documents
Brief FASC on current problems and recommendations, outstanding issues, and follow-up requirements
Maintain Activity Log (ICS Form 214)
Document all communications on ICS Form 213G
Shift Change
Brief your relief at shift change time
Prepare end of shift report and present to oncoming PUL
Complete forms and reports required of the Procurement Unit Leader and send these documents to Documentation Unit at end of each operational period

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the FASC
Verify all paperwork (timesheets, previous resource requests) is completed prior leaving the incident site
Prepare to transfer duties to incoming CUL (if one is arriving)
Brief relieving PUL as appropriate
Ensure all documentation and Activity Logs are forwarded to the Documentation Unit with copies to appropriate DWR business services
Brief FASC of current status, check-out with Resources Unit, and leave incident site
Demobilization
Receive/verify demobilization notification from the FASC
Brief subordinates regarding demobilization
Verify all documentation is forwarded to the Documentation Unit
Debrief staff on lessons learned and procedural/equipment changes needed
If equipment is also demobilized, verify plan with Demobilization Unit Leader

[bookmark: _Toc318181003]Cost Unit Leader
General Responsibilities
The Cost Unit Leader is responsible for collecting all cost data for the incident, providing cost estimates, and cost-saving recommendations for the incident.  (NOTE: This is a rarely used position.)

MOBILIZATION
Receive notification from the FASC
Assemble personal Go Kit

ACTIVATION
Check in with the Resources Unit at the designated location:
Staging Area
ICP
Incident Site
Report to FASC and obtain briefing on:
Incident objectives
Participating/coordinating agencies
Anticipated duration/complexity of incident
Political considerations
Incident activities/situation
Coordinate with Procurement Unit Leader on:
Charge code, and delegation of authority to commit DWR funds
Cal Card limits
Current vendor list
Current blanket Purchase Order (PO) list
Timelines established for reporting cost information
If relieving a CUL, obtain a briefing using ICS Form 201
Establish and maintain an Activity Log that chronologically describes actions taken during the shift (ICS Form 214)
Determine resource needs
Computer, phone, reference documents, etc.
Establish and organize the Cost Unit
Assemble, brief, and assign work locations and work tasks to Unit personnel
Review incident needs and any special procedures with Section Chiefs, as needed
Review Incident Procurement Plan.  This plan should address:
Spending caps
Necessary Forms
Person(s) with purchasing authority
Process for obtaining approval to exceed caps
Emergency purchase orders
Establish a secure filing system for all documents.  Ensure the following:
Secure location
Logical system
Clear labeling
Good organization

OPERATIONS
Coordinate with Procurement Unit and FOC on cost reporting procedures
Collect and record all cost data
Develop incident cost summaries
Prepare incident cost estimates for the Planning Section
Make cost-saving recommendations to the FASC
Maintain Activity Log (ICS Form 214)

DEACTIVATION/DEMOBILIZATION
Deactivation
Receive deactivation notification from the FASC
Verify all paperwork (timesheets, previous resource requests) is completed prior leaving the incident site
Prepare to transfer duties to incoming CUL (if one is arriving)
Brief relieving CUL as appropriate, check-out with Resources Unit, and leave site
Ensure all documentation and Activity Logs are forwarded to the Documentation Unit with copies to appropriate DWR business services
Brief FASC of current status and leave incident site
Demobilization
Receive/verify demobilization notification from the FASC
Brief subordinates regarding demobilization
Verify all documentation is forwarded to the Documentation Unit
Debrief staff on lessons learned and procedural/equipment changes needed
If equipment is also demobilized, verify plan with Demobilization Unit Leader
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This glossary contains definitions of terms frequently used in conjunction with the Department of Water Resources Incident Command System.  This may include terms used in the field, but not in this Guide.
Activation Sending mobilized resources into the field.
Agency Representative Individual assigned to an incident from an assisting or cooperating agency that has been delegated full authority to make decisions on matters affecting that agency’s participation at the incident.
Assigned Resources All resources checked-in and assigned work tasks on an incident.
Assisting Agency An agency directly contributing rescue, support, or service resources to another agency.
Base Location at which the primary logistics functions are coordinated and administered.  (Incident name or other designator will be added to the term "Base".) The Incident Command Post may be co-located with the base.
CDEC California Data Exchange Center
Check-In Locations Places where assigned resources check-in at an incident; e.g., the Incident Command Post or incident site.
Command Staff Consists of the Information Officer, Safety Officer, and Liaison Officer who report directly to the IC.
Communications Unit A vehicle, trailer, or mobile van used to provide a major part of an Incident Communications Center.
Cooperating Agency An agency supplying assistance other than rescue, support, or service functions to the incident control effort (e.g., Red Cross, law enforcement agency, telephone company, etc.).
Deactivation A general term for a resource leaving the field.  Includes leaving at the end of an Operational Period, i.e., “shift change.”
Demobilization The term for having all of a Unit, Section, or ICT leave the field.
Dispatch Implementation of a command decision to move a resource or resources from one place to another.
DOC Department Operations Center
EOC Emergency Operations Center
Finance/Administration Section Chief (FASC) Person responsible for managing all financial and administrative aspects of an incident.
FOC State-Federal Flood Operations Center
General Staff An ICS term for the group of incident management personnel comprised of:
- Incident Commander	- Logistics Chief
- Operations Chief	- Finance/Administration Chief
- Planning Section Chief
DWR refers to these positions as “Section Chiefs”
GPS Global Positioning System
Group Combination of up to five strike teams, task forces, or single resources.
Group Supervisor Person responsible for coordination and supervision of up to five Strike Teams, task force, or single resources; reports directly to the Operations Chief or Deputy.
Incident Action Plan (IAP) Contains control objectives reflecting the overall incident strategy and specific action plans for the next operational period.
Incident Commander (IC) Person responsible for overall management of the incident.
Incident Command Post (ICP) Location at which the primary command functions are executed, usually co-located with the incident base.
Incident Command System (ICS) Combination of procedures, communications, facilities, equipment and personnel operating within a common organizational structure with responsibility for managing assigned resources to effectively accomplish stated objectives pertaining to an incident.
Incident Command Team (ICT) Organized and trained group of DWR personnel assigned to an incident.
Jurisdictional Agency Agency having jurisdiction and responsibility for a specific geographical area.
Logistics Section Chief (LSC) Person responsible for all incident support needs except Air Support.
Message Center Part of the Communications Center and co-located or placed adjacent to it.  It receives records, and routes information about resources reporting to the incident, administration, and tactical traffic.
Mobilization Alerting resources of a probable field assignment.
NIMS National Incident Management System
Operational Area Designated under SEMS to be all political subdivisions within a county’s borders.
Operational Period Period of time set for achieving a set of objectives specified in the Incident Action Plan.
Operations Section Chief (OSC) Person responsible for management of all tactical operations.
Planning Meeting Meeting held as needed throughout the duration of an incident, to select specific strategies and tactics for control operations and for service and support planning.
Planning Section Chief (PSC) Person responsible for collection, processing, and dissemination of information at the incident.
REOC Regional Emergency Operations Center; operated by CalEMA
Resources All personnel, material and major items of equipment available, or potentially available, for assignment to incident tasks on which status is maintained.
Resources Unit A unit within the Planning Section responsible for ordering personnel, material, tools and equipment and tracking their use.
RESTAT An acronym for the Resources Unit Leader.
Safety Officer (SO) Member of the command staff that develops and recommends measures for ensuring personnel safety and to assess and/or anticipate hazardous and unsafe situations.
Section Organization level with functional responsibility for primary segments of incident operations such as: Operations, Planning, Logistics, Finance/Administration.
SEMS Standardized Emergency Management System
SITSTAT Acronym for the Situation Status Unit Leader, a unit within the Planning Section.
SOC The State Operations Center; operated by CalEMA
State-Federal Flood Operations Center (FOC) An emergency operations center located on the second floor of the Joint Operations Center (JOC) in Sacramento.  FOC staff provides forecasting, resource, and finance/administration support to DWR field staff, while maintaining communication among the field, the public, and the Directorate.
Strike Team Two or more ‘crews’ of emergency response personnel organized for flood emergency work in the field.
Strike Team Leader Operations position responsible for coordination and supervision of a ‘Strike Team’; reports directly to the Group Supervisor.
Task Force Group of varied resources with common communications and a common leader, assembled for a specific mission.
Technical Specialists Personnel with specialized skills who are activated only when needed.
Unit Organization element having functional responsibility for carrying out specific incident planning, logistics or Finance/Administration activities.
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DWR, in conjunction with the National Weather Service’s (NWS) California Nevada River Forecast Center (CNRFC), provides current and forecasted meteorological and hydrologic conditions for many streams throughout California.  Information is available on the Web from CDEC at: http://cdec4gov.water.ca.gov (most governmental agencies) or http://cdec.water.ca.gov.

Meteorological and hydrologic Information can also be accessed through the CNRFC’s website at: http://www.cnrfc.noaa.gov.

CDEC provides hydraulic information from 2,084 gauging stations (March 2005) throughout California.  Below are CNRFC flood forecast points.  This is a small portion of the forecast data available on CDEC for the Central Valley and Delta.

UPPER SACRAMENTO RIVER BASIN

	STATION
	CDEC ID
	STREAM

	Bend Bridge
	BND
	Sacramento River

	Tehama Bridge
	TEH
	Sacramento River

	Vina-Woodson Bridge
	VIN
	Sacramento River

	Hamilton City
	HMC
	Sacramento River

	Ord Ferry
	ORD
	Sacramento River

	Colusa Weir
	CLW
	Sacramento River

	Colusa
	COL
	Sacramento River

	Tisdale Weir
	TIS
	Sacramento River



LOWER SACRAMENTO RIVER BASIN

	STATION
	CDEC ID
	STREAM

	Fremont Weir
	FRE
	Sacramento River

	Verona
	VON
	Sacramento River

	H Street
	HST
	American River

	I Street
	IST
	Sacramento River

	Rumsey
	RUM
	Cache Creek

	Lisbon
	LIS
	Yolo Bypass





FEATHER RIVER BASIN

	STATION
	CDEC ID
	STREAM

	Gridley
	GRL
	Feather River

	Yuba City
	YUB
	Feather River

	Nicolaus
	NIC
	Feather River



SAN JOAQUIN RIVER BASIN

	STATION
	CDEC ID
	STREAM

	Newman
	NEW
	San Joaquin River

	Vernalis
	VNS
	San Joaquin River

	Stevinson
	MST
	Merced River

	Modesto
	MOD
	Tuolumne River

	Orange Blossom Br
	OBB
	Stanislaus River

	Benson’s Ferry
	BEN
	Mokelumne River

	Michigan Bar
	MHB
	Cosumnes River



DELTA

	STATION
	CDEC ID
	STREAM

	Rio Vista Bridge
	RVB
	Sacramento River

	Mallard Island
	MAL
	Sacramento River

	Venice Island
	VNE
	San Joaquin River

	Antioch
	ANH
	San Joaquin River




NOTE: The “Current River Conditions” link on the CDEC home page is a good place to begin searching for river gages.  Gages are sorted by hydrologic region, then by river basin.


DELTA & CENTRAL VALLEY PRIMARY GAGING STATIONS

River Forecast Bulletins
River forecast bulletins and planning guidance plots are available from the California Data Exchange Center (CDEC) website at the following addresses: http://cdec4gov.water.ca.gov (most governmental agencies) http://cdec.water.ca.gov.


[image: C:\Users\jwatkins\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Word\GagingStations.jpg]River forecasts and planning guidance plots can be viewed by clicking on “River/Tides Forecasts” from the CDEC Resources Directory.  Following is a list of forecast bulletins available on CDEC:

River Forecast Bulletins
	
	ID
	BULLETIN

	TIDES
	Delta Tide Forecast

	USACBUL
	Upper Sacramento River System Forecast (Bend Bridge to Tisdale Weir)

	LSACBUL
	Lower Sacramento River System Forecast (Fremont Weir to Rio Vista)

	SANBUL
	San Joaquin River System Forecast

	NORBUL
	North Coast River Forecast

	BAYBUL
	Russian/Napa Forecast

	CENBUL
	Central Coast River Forecast

	SCALBUL
	Southern California Rivers Forecast

	EASTBUL
	East Side Sierra Basins River Forecast



Stream forecast bulletins for the Upper Sacramento, Lower Sacramento and Tides, San Joaquin River Basin, Russian and Napa Rivers, Central Coast Rivers, and Tulare Lake Basin are also available by phone (toll-free, 24-hour) at: 1-800-952-5530.

The menu is as follows:

Main Menu
Press 0 to transfer to staff (answering service after hours)
Press 4 for recorded river & reservoir conditions & forecasts

River & Reservoir Conditions Menu

Press 2 for the Sacramento Valley and Northern Delta
Press 1 for the Upper Sacramento River and Tisdale Weir
Press 2 for the Lower Sacramento River (Fremont Weir to Rio Vista), Feather, Yuba, American River, tributaries, Yolo Bypass
Press 3 for the San Joaquin River Basin
Press 4 for the Russian and Napa Rivers
Press 5 for the North Coastal Rivers
Press 6 for the Central Coast Rivers
Press 7 for the Tulare Lake Basin


Weather Forecasts and Summaries
A suite of weather forecasts and summaries are available by clicking “Weather Forecasts” from the CDEC Resources Directory.  Weather forecasts and summaries on CDEC are provided by the NWS.  This information can also be accessed by going directly to the NWS California Nevada River Forecast Center website at: http://www.cnrfc.noaa.gov.  Information available includes State, Regional and Zone forecasts, Quantitative Precipitation Forecasts, and several event-driven weather products.

Road Condition and Traffic Information
Current road conditions can be obtained from Caltrans at: http://www.dot.ca.gov/hq/roadinfo/.
The California Highway Patrol provides the following traffic incident information page that may be useful for incident planning purposes.  http://cad.chp.ca.gov/
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1. 
2. Dept. of Water Resources
Division of Flood Management
Flood Operations Center
3310 El Camino Avenue
Sacramento, CA 95821
(916) 574-2619
3. Beckwourth Field Office
81313 State Highway 70	
Beckwourth, CA 96129
(530) 832-5161
4. North Central Region
3500 Industrial Blvd.
West Sacramento CA 95691
(530) 529-7370
5. Coalinga O&M Center
24001 S. Fresno Coalinga Rd	
Coalinga CA 93210
(209) 827-5451
6. Delta Field Division
5280 Burns Road
Byron, CA 94514
(209) 835-7106
7. Devils Canyon Field Office
6900 Devils Canyon Road
San Bernardino, CA 92407
(661) 944-8760
8. Eureka Satellite Flood Center
302 Startare Drive
Eureka, CA 95501
(707) 445-6576
9. Lancaster Project Headquarters
3121 East Avenue I
Lancaster, CA 93535
(661) 946-1024
10. Lost Hills Maint. Sub-center
21139 Highway 46
Lost Hills, CA 93249
(661) 791-2391
11. Mojave Field Office
16001 State Highway 173
Hesperia, CA 92345
(661) 944-8800



12. North Bay Maint. Sub-center
1750 Cement Hill Road
Fairfield CA 94533
(707) 437-5105
13. Northern Region
2440 Main Street
Red Bluff, CA 96080
(530) 529-7300
14. Oroville Field Division
460 Glen Drive
Oroville, CA 95966
(530) 534-2303
15. Sacramento Maint. Yard
1450 Riverbank Road
West Sacramento, CA 95605
(916) 375-6000
16. South Central Region
3374 East Shields Avenue
Fresno, CA 93726
(559) 230-3300
17. San Joaquin Field Division
4201 Sabodan Street
Bakersfield, CA 93313
(661) 858-5500
18. San Luis Field Division
31770 Gonzaga Road
Gustine CA 95322
(209) 827-5100
19. Southern Region
770 Fairmont Ave, Suite 102
Glendale, CA 91203
(818) 543-4600
20. Southern Field Division
34534 116th Street East
Pearblossom, CA 93553
(661) 944-8500
21. Sutter Maint. Yard
P.O. Box 40
6908 Colusa Highway
Sutter CA 95982
(530) 755-007
[bookmark: _Toc308435157][bookmark: _Toc317681220][bookmark: _Toc317682159][bookmark: _Toc318181007]APPENDIX C: DWR/ICT Map Symbols

All ICT members should become familiar with and use the following map legend symbols and corresponding colors when producing incident maps.
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	California Conservation Corps (CCC)
Emergency Branch – Statewide coordination
Bus: (916) 341-3100
After Hrs/Emg: (916) 341-3160
Fax: (916) 445-1007
	Department of Forestry and Fire
Protection (CALFIRE)
Sacramento Command Center
Bus: (916) 845-8680
After Hrs/Emg: (916) 327-3063
Fax: (916) 845-8692

	California Emergency Management Agency (CalEMA)
State Operations Center/REOC
Bus: (916) 845-8800 (24-hrs)
State Warning Center
Bus: (916) 845-8911 (24-hrs)
Fax: (916) 845-8910
	National Weather Service
California-Nevada River Forecast Center
After Hrs/Emg: (916) 979-3049


	California Highway Patrol
Headquarters
Bus: (916) 657-7261
After Hrs/Emg: (916) 861-1300
	U.S. Army Corps of Engineers
South Pacific Division
Emergency Operations Center
Bus: (415) 977-8080 (24-hrs)
Fax: (415) 977-8069

	California National Guard
Staff Duty Officer
Bus: (916) 854-3440 (24-hrs)

	U.S. Bureau of Reclamation
Central California Operations Office
Bus: (916) 979-3002 (24-hrs)
Fax: (916) 979-3080

	Division of Flood Management
State-Federal Flood Operations Center
Bus: (916) 574-2619 (24-hrs)
Fax: (916) 574-2798

	U.S. Coast Guard
11th Coast Guard District
Bus: (510) 437-3073 (24-hrs)
Fax: (415) 399-3554

	NOTE: First responders should have the most recent version of DWR’s Directory of Flood Officials and FOC’s Emergency Phone Numbers list in their possession before going into the field.  These two telephone information sources provide an extensive listing of emergency phone numbers for Local, County, State, and Federal agencies.
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Effective Management
Maintain effective span of control
NOTE: Span of Control Rule suggests having between 3 and 7 (optimally 5) direct subordinates.  Consider the use of deputies and assistants
Assess subordinates’ performance; provide feedback and mentor subordinates
Ensure information is flowing to all response elements
Be alert for log jams
Verify timeliness of actions and quality of products
Determine if resources are sufficient
Ascertain that feedback mechanism to IC and to FOC is working properly
Take action to correct problems identified during assessment (Item 2)
Attend required coordination meetings
Planning
Pre-Ops Brief
Agency/Stakeholder/Non Government Organizations

Organizational Needs
Use the following flowchart to assess incident command organization needs
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Use the matrix below to develop objectives and priorities
Priorities are situation dependent and influenced by many factors
Safety of life is always the highest priority
Concerns may or may not be present
Concerns should be considered in every incident


	Concerns
	Issues
	Criteria to Meet

	People
	General populace and ICT exposure
Personal protective equipment
Slips, trips, falls, drowning
	Overall objectives
must be:
· Attainable
· Measurable
· Flexible

	Property
	Contamination
Flooding
Source Control
	

	Environment
	Sensitive areas – habitats and corridors
Special interests, including historical sites
Resources at risk
	Operational objectives
must be:
1. Specific
2. Measurable
3. Assignable
4. Reasonable
5. Time specific


	Economic
	Industry
Tourism
Stakeholders
	

	Public
	Safety
Reaction/Perception
	

	Political
	Stakeholders
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Determine critical information needed from staff
Assess operational implications of information provided in initial report
e.g., Population safety, Environmental issues, Historical buildings, Team safety, Response operations, Inspection waivers
Personally observe incident
Review/approve IAPs
Determine when to transition from ICS Form 201 to IAP
Identify additional stakeholders –individuals and groups who may be adversely affected by the incident
Determine whether each stakeholder can contribute equipment, people, funds, or influence the best response
NOTE: Liaison Officer must keep IC informed of stakeholder concerns
Assess funding, legal, and best response implications
Review the current situation status and create/review initial incident objectives  Ensure all participating agencies have been notified
Ensure objectives adequately address all items in the above matrix
Identify operational situation changes that require augmenting/demobilizing resources

Operational Considerations 
Flood fighting
Population safety
ICT Safety
Response operations
Environmental/Cultural sites
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Meetings and Briefings Job Aids

[image: ]
The Planning Cycle
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Objective
Update FOC Operations Section Chief and Command staff on incident objectives, priorities, and status.

Meeting Time and Place
· Incident Command Post briefing room
· Each operational period

Who Is in Charge
Incident Commander

Who Should Attend
Command and General staff, Resource Status Unit Leader, Situation Status Unit Leader, and Technical Specialists

Recommended Duration
No more than fifteen (15) minutes

Goal of the Incident Briefing
Orderly and systematic summary of incident status

Responsible Party
1. Prepared and conducted by the IC
2. Input from activated Section Chiefs may be requested

Job Aids - Meetings and Briefings
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Attendance
Incident Commander, Planning Section Chief and Operations Section Chief or Deputy

Purpose
The Incident Commander prioritizes the incident objectives for the Operations Section Chief to follow as he/she makes task force assignments for the incident.

Duration—15 to 20 minutes

Order of Speakers
1. Planning Chief calls the meeting to order and reviews relevant hazard-specific checklist items and relevant sections of the Flood Emergency Operations Manual or Field Operations Guide.
2. Incident Commander dictates prioritized incident objectives to the Planning Chief, who records them on ICS Form 202.
3. Operations Section Chief is then invited to the meeting to determine if the incident objectives are:
· Clearly stated
· Achievable during this first shift
· Broad and flexible enough to allow him/her to use experience and knowledge to begin containment, control, and recovery.  If so, the incident objectives on ICS Form 202 become official for the shift.  If not, the IC and the Operations Section Chief modify them until they are agreeable.
4. Planning Chief adjourns the meeting and distributes copies of ICS Form 202 to all members of the Command Staff.
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Attendance
Incident Commander, Command Staff, and Section Chiefs

Purpose
The Operations Section Chief describes how the latest accomplishments of the ICT have fulfilled incident objectives of the IC.  The OSC highlights the issues and the types of resources and assistance he/she needed to solve it.

Duration—less than 15 minutes

Order of Speakers
1. Planning Section Chief calls the meeting to order.
2. Operations Section Chief gives a progress report.
3. Safety Officer describes hazards and precautions.
4. Environmental Compliance Officer describes sites of environmental/cultural concern.
5. Planning Section Chief confirms the ICT personnel and resources location.
6. Logistics Section Chief confirms the Operations Section Chief’s staging areas and contacted times for new equipment and personnel.
7. Incident Commander advises the Operations Section Chief whether current assignments are fulfilling the incident objectives or if changes are needed.
8. Planning Chief adjourns the meeting and announces the time of the next meeting.
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Tactics Meeting

Attendance
Operations Section Chief, Safety Officer, Planning Chief, Resource Unit Leader, Logistics Section Chief

Purpose
Develop specific assignments and identify resources to support overall incident objectives.

Duration—less than 20 minutes

Order of Speakers
1. Planning Section Chief calls the meeting to order
2. Operations Section Chief summarizes current activity by using the incident map.
3. Operations Section Chief uses ICS Form 215 Operational Planning Worksheet to describe Strike Team/Task.
4. Safety Officer states preliminary safety concerns for this work plan.
5. Environmental Compliance Officer states preliminary environmental concerns.
6. Planning Chief adjourns the meeting and announces the time of the next meeting.
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Attendance
Incident Commander, Command Staff, Section Chiefs, Unit Leaders

Purpose
Obtain agreement that the organization, resources, processes/procedures, supplies/ equipment, and facilities will come together and achieve the prioritized incident objectives.

Duration—30 to 45 minutes

Order of Speakers
1. Planning Chief calls meeting to order.
2. Operations Section Chief updates activity of the current shift.
3. Resources Unit Leader lists available resources for the next shift’s use.
4. Situation Unit Leader provides the weather forecast.
5. Incident Commander reads incident objectives for the next shift from ICS Form 202.
6. Operations Section Chief presents the completed ICS Form 215 Work Sheet for the next shift describing how each assignment fulfills one of the incident objectives.
7. Safety Officer analyzes hazards and states precautions for the work plan.
8. Environmental Compliance Officer analyzes environmental/cultural risks and recommended avoidance and mitigation measures.
9. Logistics Section Chief confirms ability to provide and deliver on time the resources needed to accomplish the work plan for the next shift or renegotiates ETAs with the Operations Section Chief.
10. Liaison Officer reports government and public affairs issues.
11. Public Information Officer discusses media issues and press reports.
12. Incident Commander approves the work plan for the next shift.
13. Planning Chief adjourns the meeting and announces the time of the next meeting.
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Operations Shift Briefing
General Responsibilities
Incident Commander
Provide general incident objectives and strategy
Provide direction or overall management and strategy
Approve the completed Incident Action Plan by signature
Planning Section Chief
Conduct the planning meeting and operations shift briefing
Coordinate preparation of the Incident Action Plan
Operations Section Chief
Define tactics
Define resource requirements
Define division boundaries
Define work assignments for Operations personnel
Logistics Section Chief
Establish the procedure for off-incident resource ordering
Ensure that resource ordering procedures are defined and made known
Ensure that the Logistics Section can support the Incident Action Plan
Finance Section Chief
Provide cost implications of incident objectives
Ensure that the Incident Action Plan is within the financial limits established by the Incident Commander
Who Is In Charge—Planning Section Chief
Shift Briefing and Incident Action Plan Distribution
Briefing Preparation
1. The Planning Section Chief is the facilitator for the briefing.  Preparation for this briefing includes:
a. Number of IAPs required.
b. Review the IAP to ensure it is up-to-date and complete.
c. Select the briefing location.  The area should be large enough to accommodate the number of personnel expected to attend.
d. Ensure display material and map/charts are complete and as accurate as possible.
Distribution
1. Copies of the IAP are distributed to all personnel in attendance.
2. The Planning Section Chief or appropriate speaker will review any significant changes to the published plan.  The Planning Section Chief also reminds all personnel to complete and submit notes, Activity Logs, and other reports to the Documentation Unit.
Purpose
The purpose of this meeting is for the Incident Commander to inform the response team – using all verifiable facts known at the moment – about the location, cause, magnitude of the incident, and the extent of the response organized and deployed.

Objectives
1. Disseminate and clarify information
2. Review incident objectives
3. Identify problem areas and solutions
4. Identify work progress
5. Identify additional resource needs
6. Distribute Incident Action Plan

Meeting Time and Place–Incident Command Post shortly before shift change.
Attendance
Relieved and relieving Incident Commanders, Officers, Section Chiefs and Deputy Section Chiefs
Recommended Duration—30-60 minutes, including de-briefing meetings among personnel.
At the conclusion of the Shift Briefing, a debriefing of personnel coming off shift is recommended.  Dialogue is encouraged to determine progress made, problems encountered and resource status changes affecting the plan.
Agenda—(Total Duration 30 Minutes)
Call to order by Planning Section Chief
Planning Section Chief reviews incident objectives and strategy of the Incident Commander (2 min)
Meteorologist or Situation Unit Leader forecasts weather conditions  (5 min)
Situation Unit Leader provides incident analysis  (5 min)
Operations Section Chief reviews current actions and the last shift’s accomplishments  (5 min)
Logistics Section Chief gives updates on transportation, communications, and supply (2 min)
Safety Officer delivers safety message  (2 min)
Environmental Compliance Officer summarizes Environmental issues (2 min)
Public Information Officer gives media report  (3 min)
Liaison Officer provides update  (2 min)
Incident Commander approves IAP and provides motivational remarks  (2 min)
Products
Review Initial Incident Commander’s objectives
Information for Incident Action Plan updates, changes, and improvements
Review previous shift’s accomplishments
Identify problem areas and solutions
Identify additional resource needs
Provide weather forecast
Identify safety concerns
Identify environmental concerns
Disseminate and clarity information
Distribute Incident Action Plan

During this meeting, the Planning Section may perform the following functions:
Document any changes to the Incident Action Plan made during the Shift Briefing.
Revise the Incident Status Summary (ICS Form 211).
Set up procedure to debrief operational personnel.  Revise resource status board to show current status change.
Prepare and submit all forms, reports, plans and miscellaneous written information to Documentation Unit for filing.
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1. Review your Activity Log (ICS Form 214) with your counterpart by highlighting the important actions and events that took place during your shift.
2. Review your General Messages (ICS Form 213G) so that your counterpart understands what resources are still on the way.  Feature ETAs.
3. Emphasize safety hazards and precautions to your counterpart.
4. Tell your counterpart where you can be reached while you are off shift.
5. Verify that all of your shift’s responders have left the work site.
6. Hand off your radio and remind your counterpart of your working frequency.
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Attendance
Incident Commander, Public Information Officer, Situation Unit Leader, and specialists as needed.
(Do not subject the Operations Section Chief to press conferences.)

Duration—30 to 45 minutes

Order of Speakers
1. Public Information Officer calls the meeting to order, announces that the Incident Commander has an opening statement to make, announces the order of speakers, and then introduces the Incident Commander.
2. Incident Commander refers to the incident objectives posted on the wall and reviews the logic of them with the media.
3. Situation Unit Leader refers to the incident map posted on the wall and shows ICT assignments, the site of the incident, and reviews the weather forecast for the next 24 hours.
4. The Incident Commander explains how current assignments are fulfilling the incident objectives by referring to information contained in ICS Form 201 and the latest Incident Status Summary (ICS Form 209).
5. The Public Information Officer recognizes reporters one-at-a-time to ask questions of the Incident Commander.  The Incident Commander never speculates if uncertain of the complete answer to a reporter’s question.  The Public Information Officer arranges for deferred questions to be answered by a specialist as soon as possible.
6. After reporters understand the status of the incident and the responses, the Public Information Officer adjourns the meeting by announcing where and when the next press conference will be held and when guided tours to the incident site will begin.
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· Prepare for a media briefing by having the Information Officer prepare the necessary briefing materials or by personally completing the Speaker Preparation job aid below.
· Use the worksheet on the next page to prepare a statement of commitment, empathy or concern to use as an introduction.  Put yourself into the shoes of your audience and address the issues about which they are most concerned.

1. Prepare two to three key messages you want to address and incorporate them into a bridge between Step 1 and the body of your statement.
a. Example: “As you know we are faced with a challenging safety, environmental, economic event.  All the involved parties, under the coordination of the Department of Water Resources are committed to working together to resolve this incident quickly.  Public safety for both the local citizens as well as the responders ...”
NOTE: From this point on, sentences should be short—7 to 12 words in length.
2. Prepare one to three key messages you want to address and incorporate them into a bridge between step one and the body of your statement.
3. Repeat your first key message and state two to four facts that support it.
4. Repeat Step 3 for other key messages you may have prepared.
5. Write a bridge between the body of your statement and your conclusion – repeat your one to three key messages.  Should be similar or exactly the same as the bridge in Step 2.
6. State future actions as a conclusion.
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All written responses from previous page should be put on this sheet.

1. Statement 	
	
		
2. Key Message(s) 	
	
	
	
	

3. – 4. Key Message(s) with Supporting Facts 
	
	
	
	
	
	
	

5. Re-iterate and Emphasize Key Message(s) 
	
	
	
	
6. Future Actions	
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Attendance
Incident Commander, Liaison Officer, Situation Unit Leader, Safety Officer, and specialists as needed

Duration—30 minutes

Order of Speakers
1. Liaison Officer calls the meeting to order, announces that the Incident Commander has an opening statement to make, announces the order of speakers, and then introduces the Incident Commander.
2. Incident Commander thanks the community leaders for attending, and then refers to the incident objectives posted on the wall and discusses their logic with community leaders.
3. Incident Commander asks community leaders for additions or corrections to the incident objectives, and solicits their local knowledge.  Incident Commander asks community leaders to endorse the incident objectives for this first shift and to continue voicing their priorities to him/her throughout the response.
4. Situation Unit Leader refers to the incident map posted on the wall and shows Division/Strike Team/Task Force locations, a map of the incident, and reviews the weather forecast for the next 24 hours.
5. Environment Unit Leader describes precautions being taken by the responders in the field to minimize effects of the incident on sensitive areas, wildlife, and residents.
6. Safety Officer reviews health precautions being taken to protect residents and responders.
7. Incident Commander describes how the current Strike Team/Task Force assignments are fulfilling the incident objectives.
8. After community leaders understand the status of the response, the Liaison Officer adjourns the meeting by announcing where and when the next community briefing will be held and when a guided tour to the incident site will begin.
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Responsible Party
Safety Officer

Attendance
Command Staff and field operations section personnel

Purpose
Update staff on safety objectives, priorities, and status.

Duration—15-20 minutes

Goal of the Tailgate Meeting
Orderly and systematic summary of Unit safety status
Provide safety updates/information
Identify safety issues and solutions
Provide immediate safety goals for each Unit
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Section Briefing
The checklist below should be completed at the BEGINNING OF EACH OPERATIONAL PERIOD.
1. Meet with Unit/Branch/Division Leaders
2. Discuss status of objectives from previous operational period
3. Establish and post short-term objectives for upcoming operational period
4. Discuss Environmental and Safety concerns
5. Provide feedback on Leader performance
6. Assess size of Section and determine need to order/demobilize personnel
7. Query Unit Leaders for problems or concerns to be addressed (personnel issues, training needs, etc.)
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[bookmark: _Toc287427194][bookmark: _Toc307382564]Shift Change
For all ICS personnel

A transfer of responsibilities will occur for shift changes and deactivation.

Receive notification from relieving personnel that you are relieved
Verify relieved status with IC or FOC OSC, if necessary
Fill out ICS Form 201
Provide Status Brief to relieving individual regarding
Incident
Resources
Personnel
Weather
Unit Updates
Goals, Strategies, and Priorities
Inform subordinates of relieved status and introduce replacement
If only at shift change:
Arrange return time and location
Inform staff of return time and location
Check-out with Resources Unit and leave site
If a deactivation:
Receive meeting information from IC
Provide direction to staff on a de-briefing meeting time and location
Check-out with Resources Unit and leave site
If a demobilization:
Provide direction to staff on a de-briefing time and location
Remind staff of After Action Report contribution responsibilities
Verify all documents are complete and turned into the Documentation Unit Leader prior to leaving the incident
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Moving responsibility for incident command from one Incident Commander to another is called “transfer of command.” Transition of command on an expanding incident is to be expected and does not reflect on the competency of the current Incident Commander.
There are five important steps in effectively assuming command of an incident in progress.
Step 1: The incoming Incident Commander should, if at all possible, personally perform an assessment of the incident situation with the existing Incident Commander.
Step 2: The incoming Incident Commander must be adequately briefed.  This briefing must be by the current Incident Commander and take place face-to-face if possible.  The briefing should cover the following:
Incident history (what has happened)
Priorities and objectives
Safety and Environmental Concerns
Current plan
Resource assignments
Incident organization
Resources ordered/needed
Facilities established
Status of communications
Any constraints or limitations
Incident potential
Delegation of Authority
ICS Form 201 is especially designed to assist in incident briefings.  It should be used whenever possible because it provides a written record of the incident as of the time prepared.  ICS Form 201 contains:
Incident objectives
A place for a sketch map
Summary of current actions
Organizational framework
Resources summary
Step 3: After the incident briefing, the new Incident Commander should determine an appropriate time for transfer of command.

Step 4: Notice of a change in incident command should be made to:
The FOC
General Staff members (if designated)
Command Staff members (if designated)
All incident personnel

Step 5: The incoming Incident Commander may give the previous Incident Commander another assignment on the incident.  There are several advantages of this:
The initial Incident Commander retains first-hand knowledge at the incident site.
This strategy allows the initial Incident Commander to observe the progress of the incident and to gain experience.
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The following outlines the process a DWR Incident Command Team will use in requesting resources.
NOTE: Any responder assigned to this incident may complete a resources request form (ICS Form 213RR)

Things to Remember:
Be specific!
What problem are you trying to solve?
Where do you want it delivered?
How long do you need to have/use it?
Does this item need service/fuel, etc.?
Possible source of supply?

Field resource Decision and Request Process


 (
Purchase Order (FASC
)
) (
Resources tracking matrix (RESL)
)






 (
ICS Form 213RR
) (
Signatures acquired
) (
Resource Tracking
) (
If no reassignment possible
)
Job Aids - Miscellaneous
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Analyze resource allocation within divisions and groups.  Use the decision table below
Identify resources not fully utilized
Identify resource deficiencies
Inform Resource Unit Leader of resource move

	Resource Is:
	AND
	AND
	THEN

	Needed
	Available from staging
	
	Direct to incident

	
	NOT available from staging
	
	Order and assign

	Surplus
	Assigned to another ICT
	Potential need exists
	Assign to staging

	
	
	NO potential need exists
	Demobilize




[bookmark: _Toc318181028]Access to Private Property

	IF Owner is
	AND Owner Can
	AND Adjacent Property Is
	THEN

	
Cooperative
	
	
	1.Document condition of property
2.Enter

	



Uncooperative
	Be persuaded
	
	1.Document condition of property
2.Enter

	
	


NOT be
persuaded
	Available and suitable
	1.Document condition of adjacent property
2.Enter adjacent property

	
	
	NOT available or NOT suitable
	1.Contact local, state, federal law enforcement for escort
2.Document condition of property
3.Enter
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Identify immediate resources and staffing needs
Consult with Resource Unit Leader if one is assigned
Consult with Division/Group Supervisors and Staging Area Managers
Activate necessary operations personnel
Identify/assign resources to accomplish objectives
Create necessary branches, division, and assemble strike teams
Evaluate initial span of control within the Operations Section
If span of control is optimal (e.g., 3-7 resources) then maintain current staffing
If span of control has exceeded or has the potential to exceed optimal staffing, create branches, divisions, or groups as needed and assign resources
NOTE: Establish division boundaries if using divisions.  Reasons for establishing divisions or groups are geographic constraints or multi-functional operations occurring within one geographic area.
Identify and request other agency and technical specialists needed to meet objectives
Identify and assign resources to specific functions
NOTE: These may be assigned to divisions or groups, strike teams or task forces
Establish communications protocol and schedule with the field staff leaders through the Deputy OSC.  Field staff leaders include branches, divisions, and group supervisors.  The following types of information should be obtained:
Tactics revision recommendations
Daily activities
Resource needs/assignments
Weather conditions on site
Safety constraints (discuss with Safety Officer, if assigned)
Accomplishments for inclusion into the operations brief, specified by time
Assignment recommendations
Establish security and accountability for non-DWR tactical resources
Address personnel safety issues.  Consult with Safety Officer if assigned (Incident Commander if no Safety Officer assigned)
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Technical specialists need to be properly checked-in and assigned.
When a technical specialist reports to the Planning Section, determine status and assign:
Properly checked-in
· Assign to requestor
· Notify Resources Unit of status
NOT properly checked-in
· Record check-in information on ICS Form 211
· Assign to requestor
· Notify Resources Unit of status
NOTE: Track technical specialists and determine continued need for assignment during operational planning
Re-assign or demobilize in consultation with FOC
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Inquiries Assistant
The first person assigned to assist the Initial IO will respond to telephone requests for information.
Use the dedicated phone to answer calls from the media
Record names and phone numbers of who called
Use approved news release and information from Incident Data Assistant to answer media calls
If a question is asked that you cannot answer, write down the question, who asked it, and their number so it can be answered later
Incident Data Assistant
The second person assigned to assist the Initial IO will gather incident data.
Gather information about the incident
Provide this information to the assistants handling inquiries and written news releases
News Release Assistant
The third person assigned to assist the Initial IO will prepare written news releases.
Assemble the facts into two or three sentences that answer:
Who	What
When	Where
List the remaining facts and information in bullet form
Example: What agencies are responding, type and amount of equipment
NOTE: The release should be only one page in length.  If there is a need for additional information about specific topics, a separate fact sheet should be completed.
Spell check and edit the release and give it to the IO for approval
Give approved release to Inquiries Assistant and Incident Commander
Fax to media and other requestors
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Establish the Incident Command Post (ICP) – Operations Section

Site Selection Criteria
Determine organization size and space requirements of each function
Is the proposed Incident Command Post (ICP) facility in a secure area, out of harm’s way?
Is it located in proximity to the incident, without being too close?
Will it cause unnecessary environmental damage?
Is location convenient for DWR Executives to access?
Is there adequate secure parking?
Is there appropriate work space separation?
Is there adequate meeting/briefing room space?
Are additional telephone lines available and will the facility accommodate them?
Are you able to control public access?
Is it in a quiet area, away from major distractions such as airports and railroads?
Is it in close proximity to billeting and feeding facilities such as other agency operations centers and Emergency Operations Centers?
Do you know the rental or lease cost of the facility?
Is there adequate wall space for required displays?

Setup and Operating Requirements
Develop a sketch map of the facility
Designate the name of the ICP using the incident name
Develop clear directions and a map along with reference points for location of the facility (Receive assistance from GIS)
Establish a desk with a check-in recorder and ICS Form 211 forms
Assign work space and identify each functional area (Planning, Operations, Logistics, Finance/Administration, Incident/Unified Command, etc.)
Ensure that the check-in recorder knows the location of all functional areas
Provide security for the facility and the parking area
Establish facility and services contract and agreement to include daily maintenance (Logistics Unit)
Procure required furniture, equipment, and supplies for the ICP (Logistics Unit)
Install communications system (Logistics Unit)
Conduct facility and grounds safety, and security evaluation; remedy/mitigate problems as needed
Develop and post an emergency evacuation plan and brief staff
If necessary, augment sanitation facilities
If necessary, negotiate facility use agreement

Equipment Requirements
Fax machines – incoming and outgoing
Professional-quality copy machine
Video projector and projection screen
Easels and flip charts
Wall clocks
Television with necessary connections to be compatible with audiovisual equipment (this could be supplemented by a laptop with internet access and a camera)
Computers and printers, radio display processor for displays, digital and video camera
ICS position vests
Maps and charts as needed
Dry-erase boards
Administrative support kits for Planning Section Chief, Logistics Section Chief, and Finance/Admin Section Chief
Communications trailer for internet connection
Miscellaneous items
Trash Cans/Dumpsters
Port o Potties
Tables
Chairs
Flood lights
Heaters/fans
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Site Selection Criteria
Coordinate with property owners for possible staging area use
Coordinate with Logistics Section Chief for possible lease agreements
Coordinate with state or local agencies if publicly owned
Determine size and space requirements of the Staging Area
Establish staging area in close proximity to incident operations
Establish staging area away from all hazards; consult with Safety Officer
Is the proposed Staging Area secure?
Is location convenient for field staff to access?
Is there appropriate equipment separation?
Is there adequate outfitting space?
Are you able to control public access?
Is it located out of harm’s way?
Will it cause unnecessary environmental damage?

Setup and Operating Requirements
Assign Staging Area Manager
Develop a sketch map of the facility
Develop an inventory of items
Designate the name of the staging area using the incident name
Develop clear directions and a map along with reference points for location of the facility
Establish a check-in/check-out listing of items for equipment tracking
Assign equipment space and identify each functional area, if applicable
Provide security for the facility
Establish facility and services contract and agreement to include daily maintenance
Procure required furniture, equipment, and supplies for the staging area
If necessary, negotiate facility use agreement

Equipment Requirements
Fencing or other demarcation
Safety requirements
Lighting
Tarp or tent
Dumpster
Shelving
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	Narrative (actions taken to address these issues)  Note: attach photos or video to establish baseline status of site(s)

	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	5. Prepared by: (Environmental Officer)
	Date / Time

	

	

	RESOURCES AT RISK SUMMARY
	ICS 232-OS
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[bookmark: _Toc287427210][bookmark: _Toc307382580][bookmark: _Toc318181034]Signs of Fatigue
Poor and careless performance
Greater tolerance for error
More difficulty concentrating and thinking clearly
Inattention to potentially important details
Increased lapses of attention
Increased irritability
Decreased motivation
Slow reaction time
Impaired communication and cooperation, particularly when working as a crew
Complaints of headache, stomach, or other problems
Feelings of depression
Poor morale
Loss of appetite
Weight loss

While there is no substitute for adequate sleep, rest, or time off, crew leaders can employ some short-term counter-measures to minimize the hazards presented by fatigued workers.

[bookmark: _Toc318181035]Recommendations to Minimize Fatigue
Ensure that workers are adequately rested before they begin a work shift
Slow the work pace to a moderate level on physically demanding tasks
Provide periodic rest breaks to allow physical and mental recovery
Alternate between heavy and light tasks
Change assignments to prevent boredom
Provide breaks, naps, or time off after tasks have been completed
Provide nutritional food before, during, and after work
Provide energy supplements between meals
Provide fluid energy supplements and make certain they are used
Ensure that workers maintain good personal hygiene
Maintain high standards of physical fitness and work capacity

[bookmark: _Toc287427213][bookmark: _Toc307382583][bookmark: _Toc318181036]CPR
· Attempt to wake victim
Briskly rub your knuckles against the victim’s sternum.  If the victim does not wake, call 911 and proceed to step 3.  If the victim wakes, moans, or moves, then CPR is not necessary at this time.  Call 911 if the victim is confused or not able to speak.
1. Check ABCs
· Airway
· Breathing
· Circulation
2. Begin rescue breathing
· Open the victim’s airway using the head-tilt, chin-lift method.  Put your ear to the victim’s open mouth:
· look for chest movement
· listen for air flowing through the mouth or nose
· feel for air on your cheek
· If there is no breathing, pinch the victim’s nose; make a seal over the victim’s mouth with yours.  Use a CPR mask if available.  Give the victim a breath big enough to make the chest rise.  Let the chest fall, and then repeat the rescue breath once more.  If the chest doesn’t rise on the first breath, reposition the head and try again.  Whether it works on the second try or not, go to step 3.
3. Begin chest compressions
· Place the heel of your hand in the middle of the victim’s chest.  Put your other hand on top of the first with your fingers interlaced.  Compress the chest about 1-1/2 to 2 inches.  Allow the chest to completely recoil before the next compression.  Compress the chest at a rate equal to 100/minute.  Perform 30 compressions at this rate (20 seconds).
4. Repeat rescue breaths
· Open the airway with head-tilt, chin-lift again.  This time, go directly to rescue breaths without checking for breathing again.  Give one breath, making sure the chest rises and falls, then give another.  Remember, if the chest doesn’t rise on the first breath, reposition the head before you give the second breath.
5. Perform 30 more chest compressions
· Repeat steps 4 and 5 for about two minutes.
· After 2 minutes of chest compressions and rescue breaths, stop compressions and recheck victim for breathing.  If the victim is not breathing, continue chest compressions and rescue breaths.
· Keep going until help arrives.
· Tips:
· If you have access to an automated external defibrillator, attach it to the victim after approximately one minute of CPR (chest compressions and rescue breaths).
· Chest compressions are extremely important.  If you are not comfortable giving rescue breaths, still perform chest compressions!
· It’s normal to feel pops and snaps when you first begin chest compressions - DON’T STOP! You aren’t going to make the victim any worse.  Cardiac arrest is as bad as it gets.
· When performing chest compressions, do not let your hands bounce.  Let the chest fully recoil, but keep the heel of your hand in contact with the sternum at all times.
· For more information on these steps go to the Emergency Cardiac Care (ECC) Guidelines from the American Heart Association.

[bookmark: _Toc287427214][bookmark: _Toc307382584]Bandage a Wound
· Protect yourself.  Scrub your hands thoroughly with soap and disinfected water and put on latex gloves to prevent the spread of infectious disease.
· Clean the wound and carefully remove any excess debris.
· Once bleeding has been controlled, the open wound should be cleaned with mild soap and water.  Liquid soaps do a great job, and there is no need for fancy antibacterial soaps.  Be sure to rinse the entire depth of the cut, and rinse the soap from the surface thoroughly.
· Water sometimes has a tendency to sting.  Saline solution (0.9% salt solution) can be a little easier on tender skin.  Bottled water can do double duty in a first aid kit that’s tight on space or weight (you can wash with it or drink it), but saline solution is better for cleaning wounds and eyes.
· Cleaning an open wound can sometimes cause bleeding to return.  The bleeding will be minor and should be easily stopped with direct pressure using a sterile - or at least clean - dressing.  Once the bleeding has been stopped, it’s time to dress the wound.
· Remove any jewelry, such as rings or watches that might impair circulation.
· Apply antibiotic cream to the inside of the material you are using as the dressing.
· Cover the wound with the dressing.  The dressing should extend beyond the wound by about ½ inch so that it covers the wound completely and allows room to affix the dressing to uninjured skin.
· Cut four strips of athletic tape and affix them to the dressing and skin on all four sides of the dressing.  The purpose of the bandage is to help keep the dressing in place, and it shouldn’t be too loose (able to move around) or too tight (impairing circulation).
· If there is a risk that the wound will be exposed to water, cover the bandage with waterproof material such as waterproof tape or plastic.
· Look at and feel the area and limb surrounding the wound to make certain the dressing does not impair circulation.
· Ask the injured person if he or she can feel the area you are touching, feels no pain or tingling, and can move the limb fully.  The skin should be pink and slightly warm to the touch.
· Tips & Warnings
· The best dressings to use are self-adhesive dressings that are resistant to bacterial invasion, or micro-thin film dressings that are transparent and water-repelling.  If none of these dressings are available, apply antibiotic ointment to sterile gauze and affix the gauze with tape.
· Be sure the dressing is sterile and bulky, and that it allows the skin to remain slightly moist.  Avoid using dry dressings or dressings that stick to the wound.
· Infectious diseases such as HIV and hepatitis are transmitted via the exchange of bodily fluids.  Protect yourself by wearing latex gloves.
· Avoid breathing or coughing into the wound, as this will increase the risk of infection.
· Do not apply antibiotic ointment directly to the wound, as this will increase the risk of contaminating the tube of ointment.
· Gauze and bandages that have been removed from the injured person should always be handled with latex gloves or tweezers, and should be disposed of immediately.  The best means of disposal is burning.  Tweezers should be disinfected immediately after use.


Job Aids – Medical and Safety Information


[bookmark: _Toc287427215][bookmark: _Toc307382585][bookmark: _Toc318181037]High Water Events
Numerous potential hazards exist during high-water events.  These hazards are manageable if identification and communication occurs on an ongoing basis.  Personal safety requires a conscious effort that every flood fighter must consider in their various duties and activities.
Changing Weather Patterns: This occurrence can affect existing conditions and create more serious situations.  Always know the forecast and how it affects vulnerable areas, workers and the public.
Changing Water Patterns: The rise and fall of water can occur gradually or very quickly.  Knowledge of high water and how it relates to levees, communities and workers is essential.  Continuous monitoring and communication of water level influences, (i.e., reservoir releases, tides and drainage inflow) is very important.  Always know your area and the flood history around you.
Swift Water: High velocities of water are common during flooding events.  Extreme caution should be used when anyone is exposed to high water.  Workers should have floatation devices, throw ropes and lifelines in the immediate area.  Swift water rescue teams may be available.  Use common sense and sound judgment around swift water.  Know your resources and how to activate them prior to the event.
Climate-Related Illness: During a flood fight, weather patterns can change constantly.  Climate changes present the potential for both hypothermia and heat prostration.  Flood fighters should know the signs of distress for these types of illnesses and how to treat them.  During cold, wet weather it is recommended that workers layer clothing to stay warm and dry.  Dry blankets and warm clear fluids should be on the work site for emergency use.  In warm, hot weather lightweight clothing is recommended.  If skin is exposed, a sun block agent may need to be applied.  Plenty of drinking water should be on site and consumed regularly.  In both hot and cold situations headgear is recommended.
Insect/Animal Exposure: Flooded areas force a variety of animals to evacuate to high ground.  Workers in these areas should be aware of these animals or reptiles and not handle them.  If animal removal is needed, contact a local professional.  Stinging and biting insects are prominent in certain flood prone areas.  Chemical repellents can be useful as a deterrent.  A complete first aid kit should be on site.
Contamination: Flooded areas can potentially carry high levels of contaminants.  Local Haz-Mat teams should be contacted if needed.  Always wear protective clothing to help limit contact with water.  Carry antibiotic hand soap and wash thoroughly after working around floodwater.
Exhaustion: Stress combined with long, physically demanding hours can have an adverse effect on the flood worker.  It is very important to recognize exhaustion or sleep deprivation and treat them immediately.  Operation of vehicles, machinery or equipment should be avoided.  A shift rotation of personnel will help eliminate fatigue factors.
Construction Equipment: There are times when equipment and people will occupy the same work area.  Workers should wear safety vests, hard hats and be aware of their surroundings.  Safety warning devices, (i.e., backup alarms and lights) should be intact and working on all equipment.  Communication and alertness is vital.  All operators must be certified for their equipment.
Boat Travel: Materials and/or personnel will sometimes need to be transported to work sites by boat.  Operators of the watercraft must be certified.  Floatation devices must be available for every passenger.  Extreme care should be taken while loading and off-loading.
Patrolling: Patrolling is key to effective flood fighting.  Patrols will identify, initiate control and monitor trouble spots in affected areas.  Vehicle patrols should travel in two person teams with dependable communication devices.  Lifelines, floatation devices and a blanket should be in the vehicle for possible water-related accidents.  Foot patrols should also have the same considerations.  Extreme caution should be exercised when traveling saturated, cracking or sloughing areas.
Vehicle Placement: Vehicles in work areas along the levee should remain parked on high ground.  This is usually the crown roadway.  Vehicles should also be parked facing their access point.  An escape plan should be communicated to all flood workers.
Structure Considerations: When working around structures, be aware of downed power lines, natural gas or propane leaks, and unstable structure supports.  Communicate with the structure owner if possible.
Safety Gear: Rain gear, warm clothing, handheld lights, gloves, goggles, hardhat, boots, first aid kit, ropes, floatation devices, hip boots.
[bookmark: OLE_LINK1]High Water Staking: Approach high water with caution, especially on steep slopes.  Surfaces can be slippery and cluttered with tripping hazards.  Watch for signs of unstable slopes, such as caving, cracking or erosion.
DWR Flood Fighting Methods Class: All staff should attend this training prior to being assigned to high water duties and activities.


[bookmark: _Toc287427217][bookmark: _Toc307382587][bookmark: _Toc318181038]Field Hazards and Risk
Field work should not to be performed alone, although you may drive to and from the site alone.  All drivers need to have completed the State’s Defensive Driver Training class.  At least one person must have a cell phone for emergencies.  If you do not have a State cell phone, a cell phone may be checked out from the FOC Response and Security Section.  Before leaving for field work, sign out (or have the office secretary sign out for you) on the sign-out board.  When you return, let your supervisor and the office secretary know that you have completed the field work.
Hazard Awareness
Uneven Ground
When walking on levees and through brush you and your team member(s) are likely to encounter rough terrain.  Use boots with good ankle support and walk carefully.  When approaching scarps on the river bank, be careful of bank undercutting that may not be visible – approach bank carefully.
Bites and Stings
Rattlesnakes are a potential hazard that could be encountered during field work.  Watch where you are stepping and be careful while walking through brush, over rocks, and on levees.  The FOC Response and Security Section has snake leggings that may be checked out for use in the field.  If bitten, try to keep the bitten extremity at heart level or in a gravity-neutral position.  Get medical help immediately by calling 911.
Insect stings are another potential hazard.  If you know you are allergic to insect stings, let your field partner know what they should do in case you get stung.  If you carry medicine with you, let them know what they need to do to administer it if you are incapacitated and how you will let them know that they should administer it.
Where areas might be infested with tics, long pants (tucked into boots or socks) should be worn.  Staff should check one another for tics before leaving the field.
First Aid for Minor Cuts, Scrapes, and Abrasions
All field vehicles are equipped with first aid kits that can be used to treat minor injuries.  Call 9-1-1 for any significant injuries.  Each car also has a list of hospitals that are equipped to handle emergencies near the areas that are routinely worked.
Driving on Levee Roads
Drive cautiously when using levee crown roads.  To turn around use ramps or turnarounds – avoid making “K” turns or “3-point” turns.  Maintain slow speeds to avoid raising dust in orchards or near residences and to avoid skidding on uneven levee roads.  When driving in bypasses, be careful of getting stuck in sand.  If sand is encountered while driving, maintain speed and avoid turning the steering wheel until firm ground is encountered.


[bookmark: _Toc287427219][bookmark: _Toc307382589][bookmark: _Toc318181039]ICT Information Collection and Reporting Protocol for Accidents (SO)

The following checklist represents minimal requirements for information collection and reporting.

Incident Name and Location

Date ____________________________________________ Time (24 hour format) 			

Occurrence/Observation 				
				
				

Name/Source of Information 		

· Photos attached

Action Taken/Resources Requested 					
					
					

	Reported to (as appropriate):

Local –
· LMA/RD
· County (OA) EOC
State –
· FOC
· Cal EMA Region
· Incoming shift
Federal –
· USACE on scene
· Other 		
	
	Follow up (as appropriate):

Local –
· LMA/RD
· County (OA) EOC
State –
· FOC
· Cal EMA Region
· Incoming shift
Federal –
· USACE on scene
· Other 		



Response Successful/Report Closed

Date 				 Time (24 hour format) 					

Signature 													

[bookmark: _Toc287427221][bookmark: _Toc307382591][bookmark: _Toc318181040]Accident Investigation by Safety Officer
· Verify accident occurred within incident area
· Coordinate with incident Compensation and Claims Unit Leader, DWR Risk Manager, and Occupational Safety and Health Administration (OSHA).
· Prepare accident report per DWR policy, procedures, and direction.
· Recommend corrective actions to Incident Commander and DWR.

Investigation How To
· Define the scope of the investigation
· Select investigators  Assign specific tasks to each (preferably in writing)
· Present a preliminary briefing to the investigating team, including:
· Description of the accident, with damage estimates
· Normal operating procedures
· Maps (local and general)
· Location of the accident site
· List of witnesses
· Events that preceded the accident
· Visit the accident site to get updated information
· Inspect the accident site
· Secure the area.  Do not disturb the scene unless a hazard exists
· Prepare sketches and photographs.  Label each carefully and keep accurate records
· Interview each victim and witness
· Also interview those who were present before the accident and those who arrived at the site shortly after the accident
· Keep accurate records of each interview.  Use a tape recorder if desired and if approved by witness (NOTE: Witness must agree to be recorded.  If so, turn on recorder and verify positive response)
· Determine
· What was not normal before the accident
· Where the abnormality occurred
· When it was first noted
· How it occurred
· Analyze data obtained.  Repeat any of the prior steps, if necessary
· Determine:
· Why the accident occurred
· A likely sequence of events and probable causes (direct, indirect, basic)
· Alternative sequences
· Check each sequence against the data
· Determine the most likely sequence of events and the most probable causes
· Conduct a post-investigation briefing
· Prepare a summary report, including the recommended actions to prevent a recurrence
· Distribute the report according to applicable instructions

Interview How To
· In general, experienced personnel should conduct interviews.  If possible, the team assigned to this task should include an individual with a legal background.  In conducting interviews, the team should:
· Appoint a speaker for the group
· Get preliminary independent statements as soon as possible from all witnesses
· Locate the position of each witness on a master chart (including the direction of view)
· Arrange for a convenient time and place to talk to each witness
· Explain the purpose of the investigation (accident prevention) and put each witness at ease
· Listen, let each witness speak freely, and be courteous and considerate
· Take notes without distracting the witness.  Use a tape recorder only with consent of the witness
· Use sketches and diagrams to help the witness
· Emphasize areas of direct observation.  Label hearsay accordingly
· Be sincere and do not argue with the witness
· Record the exact words used by the witness to describe each observation.  Do not put words into a witness’ mouth
· Word each question carefully and be sure the witness understands
· Identify the qualifications of each witness (name, address, occupation, years of experience, etc.)
· Supply each witness with a copy of his or her statements.  Signed statements are desirable
· After interviewing all witnesses, the team should analyze each witness’ statement.  They may wish to re-interview one or more witnesses to confirm or clarify key points.  While there may be inconsistencies in witnesses’ statements, investigators should assemble the available testimony into a logical order.  Analyze this information along with data from the accident site.  Not all people react in the same manner to a particular stimulus.  For example, a witness within close proximity to the accident may have an entirely different story from one who saw it at a distance.  Some witnesses may also change their stories after they have discussed it with others.  The reason for the change may be additional clues.  A witness who has had a traumatic experience may not be able to recall the details of the accident.  A witness who has a vested interest in the results of the investigation may offer biased testimony.  Finally, eyesight, hearing, reaction time, and the general condition of each witness may affect his or her powers of observation.  A witness may omit entire sequences because of a failure to observe them or because their importance was not realized.

Report Elements:
· Background Information
· Where and when the accident occurred
· Who and what were involved
· Operating personnel and other witnesses
· Account of the Accident (What happened?)
· Sequence of events
· Extent of damage
· Accident type
· Agency or source (of energy or hazardous material)
· Discussion (Analysis of the Accident – How/Why)
· Direct causes (energy sources; hazardous materials)
· Indirect causes (unsafe acts and conditions)
· Basic causes (management policies; personal or environmental factors)
· Recommendations (to prevent a recurrence) for immediate and long-range action to remedy:
· Basic causes
· Indirect causes
· Direct causes (such as reduced quantities or protective equipment or structures)

[bookmark: _Toc287427222][bookmark: _Toc307382592]Claims
Please follow the procedure below upon notification of a claim:

· Immediately contact the Flood Operations Center Safety Officer.  Obtain directions on how to proceed and what information to relay to the claimant.
· Verify the Injury and/or Claims Logs are accessible either digitally or hard copy.
· These logs are to verify an injury/claim is reported in a timely manner to the correct DWR personnel.
· The ICT Safety Officer (or Incident Commander) will complete and maintain all Injury/Claim Logs as well as perform preliminary Accident Investigation work on site.
· Interview claimant and complete Log(s).
· Complete an accident investigation report if required.
· Notify FSO that preliminary documentation and accident investigation has been completed.
· Forward paperwork and findings to the FOC for further investigation and processing.


[bookmark: _Toc287427226][bookmark: _Toc307382596][bookmark: _Toc318181041]Risk Assessment

· Choose a position for observation and analysis
· Break position actions into less than ten steps (segment of operation necessary to advance work).  Evaluate and observe those ten steps.
· Talk to personnel about hazards they face
· Identify risks and potential hazards.  Some potential hazards to be aware of are:
· Slips/trips/falls
· Drowning
· Exposure (generally cold weather)
· Illness
· Electric shock
· Weather (wind, rain, lightning)
· Strain (lifting, pushing, pulling)
· Allergies
· Consider normal operational situations as well as non-standard operations
· Decide who might be harmed and how.  Take actual and potential exposure of workers into account.

	Risk Assessment

	Likelihood of Harm
	Severity of Harm

	
	Slight Harm
	Moderate Harm
	Extreme Harm

	Very Unlikely
	Very low risk
	Very low risk
	High risk

	Unlikely
	Very low risk
	Medium risk
	High risk

	Likely
	Low Risk
	High Risk
	High risk

	Very Likely
	Low Risk
	High risk
	High risk



· Prioritize risks:
· Percentage of workforce exposed
· Frequency of exposure
· Degree of harm likely to result from exposure
· Probability of occurrence
· Evaluate risks and decide upon precautions:
· Eliminate the risk (remove hazard or select alternative work practices)
· Provide engineering controls (built in safety features)
· Provide administrative controls (buddy system)
· Issue Personal Protective Equipment (PPE) as necessary
· Record findings and implement actions to mitigate hazards
· Eliminate hazard
· Contain hazard
· Revise work procedures
· Reduce exposure
· Discuss alternatives with IC and OSC
· Review, monitor and evaluate risk assessment to ensure risks are controlled
· Post Risk Awareness Bulletins in easily visible locations on-site whenever possible
· Document and detail all safety hazards and actions implemented to mitigate hazard.  Turn all documentation into the Document Unit.


There is an identified need.	


Discuss possible solutions.


Identify final solution. Fill out ICS Form 213RR.


Track resource arrival time (RESL).


LSC to contact appropriate personnel regarding resource once order approved.


Sign form and give to Section Chief.


Section Chief approves/denies resource need and gives form to RESL upon approval.


LSC to sign and give to FASC.


Resource arrives. RESL tracks resource use/location.


RESL to note resource required and begin tracking. Give to LSC.


If over FOC pre-approved amount, then FOC approval is required.
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