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COMMAND STAFF

JOB ACTION SHEETS

· Public Health Incident Commander

· Liaison Officer 

· Public Information Officer

· Safety Officer

· Finance Section Chief

· Logistics Section Chief

· Planning Section Chief

· Operations Section Chief 

INTENTIONALLY LEFT BLANK

Public Health Incident Commander


Mission:
Responsible for all incident activities, including the development of strategies and tactics and the ordering and the release of resources. PHIC has overall authority and responsibility for conducting the public health portion of the incident. 

Oversees: Clinic Site Commander, Public Information Officer, Clinic Safety Officer, and Public Health Liaison Officer.

Qualifications:

· Good organizational skills and management experience 

· Required training, required vaccine/prophylaxis

· Effective NIMS organization skills
· Familiar with all functions/job roles within the EOC and the Clinic Site
Equipment:


· Cell phone and contact numbers

· Radio Communication

· Vest/ID Badge

· Roster of public health staff

Initial Action:
· Put on vest and clinic Identification

· Read this entire Job Action Sheet.

· Determine the size, complexity, initial objectives, current organization, agencies involved, and special concerns for the incident. 

· Review Incident Action Plan.

· Establish a command post.

· Establish contact with Emergency Operations Center and key public health partners and officals.

· Conduct a briefing for the Clinic Site Commander.

Primary Duties:
· Provide regular briefings to the EOC.

· Determine critical information needed from the Planning Section.

· Assess operational implications of information provided in reports.

· Review and approve Incident Action Plans.

· Approve requests for public health resources and release of resources. 

Deactivation Phase:
· Receive and approve the Holding Pattern and Demobilization Plan from the Planning Section.

· Review and approve lists of major resources proposed for demobilization.

· Supervise the demobilization of the IMS.

· Ensure all documentation is forwarded to the Documentation Unit.

· Facilitate the After Action Report and Lessons Learned.
Clinic Liaison Officer


· Mission:
Function as the incident contact person for representatives from other agencies. Located in the EOC.

· Oversees: 

· Qualifications:


· Familiar with clinic operations

· Familiar with community partners and stakeholders

· Communications skills

· Required training, required vaccine/prophylaxis 

· Equipment:

· Cell phone and contact numbers

· Vest/ID Badge

· Radio communications

· Immediate Duties:

· Meet with Clinic Site Commander for initial incident briefing

· Put on vest and clinic identification 

· Read this entire Job Action Sheet

· Acquire necessary work materials

· Hold meeting with agency representatives and stakeholders. 

· Stay aware of incident expansion/contraction due to changes in conditions

· Ongoing Duties:

· Document all actions and decisions in an Activity Log.

· Ensure all Section Chiefs have your contact information 

· Receive requests for assistance from other agencies and the medical community

· Make requests for material and resource support from other local agencies

· Obtain information to provide other agencies from the Planning Section

· Keep in contact with the liaison counterparts in other agencies

· Assist Staff/Public Support Unit with problems encounter in the credentialing process

· Extended Duties:

· Turn all documents into the Documentation Unit Leader

· Complete After Action Report and participate in the debriefing.

Public Information Officer


Mission:
Provide information to the public through the news media and other mechanisms. 


(Oversees: Phone Bank Manager, POD Public Information Assistant(s)


Immediate Duties:

· Meet with Incident Commander for initial briefing

· Verify that all public information staff and other contacts have been notified and/or make necessary notifications

· Establish a work location 

· Acquire necessary work materials

· Begin work on initial media briefing and/or news statement

· Designate a Phone Bank Manager, if necessary 

· Provide staff with your contact information and protocol for media contact

Ongoing Duties:

· Oversee or coordinate with the Joint Information Center

· Draft and obtain approval for, and distribute news statements

· Prepare media packets

· Conduct media briefings 

· Monitor media for accuracy of reports and follow up as needed

· Implement and oversee mass dispensing/SNS-related communications activities 

· Ensure availability of health education materials in various translated/alternate formats at PODs

· Immediately notify Incident Commander of urgent reports

· Participate in regular briefings

· Request additional supplies/resources as necessary

· Immediately report any safety hazards to the Safety Officer

· Document all activity on Unit Log ICS 214

Extended Duties:

· Conduct follow-up press briefings and releases

· Notify media of clinic closing

· Turn all documents into the Documentation Unit

· Complete an After Action Report

· Participate in the debriefing.                                       
POD Public Information Assistant

Mission:
Provide public information/communication support to POD 

Immediate Duties:

· Receive assignment from Public Information Officer
· Arrive prior to the POD start time and sign in

· Receive orientation from Public Information Officer
· Brief POD staff on best practices for communicating with the public

· Submit initial POD information to Public Information Officer (direction, parking, hours of operation)

· Set up site’s educational materials, including signs, posters and fact sheets

· Wear appropriate identification at all times

Ongoing Duties:

· Provide ongoing support for staff communicating with the public

· Serve as point of contact for media and special dignitary requests and act according to media policies

· Provide ongoing information about the POD to the JIC (estimated wait times, any closures, status updates, media contacts)

· Determine most frequently asked questions

· Create materials to answer most frequently asked questions

· Notify JIC of most frequently asked questions

· Keep Public Information Officer up to date as to availability of accessible health education materials on site

· Request break coverage from Site Leader

Extended Duties:

· Check out on staff sign-in/sign out form

· Turn all documents into the Documentation Unit

· Complete an After Action Report

· Participate in the debriefing.

Phone Bank Manager


Mission: 
Manage phone bank operations
Oversees: Phone Bank Operator(s)

Immediate Duties:

· Check in with the Resource Unit Leader

· Meet with PIO for initial briefing

· Establish a work location

· Obtain necessary work materials

· Activate electronic phone bank system equipment

· Schedule initial briefing for phone bank operators

· Notify operators of initial operator briefing

· Work with PIO to develop and implement automated phone greeting for incoming calls

· Work with PIO to develop scripts and other information for operators

· Conduct initial briefing with operators

· Provide scripts and schedules to operators


Ongoing Duties:

· Update operator schedules and provide to operators

· Review call log information for common questions and concerns

· Routinely brief the PIO on common questions and concerns, and develop updated information 

· Update and provide additional scripts and other information to operators

· In consultation with PIO, update automated voice greeting as needed

· Ensure effective TTY phone service by providing training/information to operators
· Assist Phone Bank Operators with challenging calls as needed

· Promptly address any problems with phone equipment

· Immediately notify PIO of urgent reports 

· Participate in regular briefings

· Request additional supplies/resources as necessary

· Immediately report any safety hazards to the Safety Officer

· Document all activity on Unit Log ICS 214


Extended Duties: 

· Demobilize phone bank operations
· Turn all documents into the Documentation Unit

· Complete an After Action Report

· Participate in the debriefing 
Phone Bank Operator
About This Position


Mission: 
Appropriately respond to incoming incident-related phone calls


Immediate Duties:


· Check in with the Resource Unit Leader

· Meet with Phone Bank Manager for initial operator briefing

· Establish a work location

· Obtain necessary work materials

· Participate in initial operator briefing

· Review scripts, other information and schedule provided by the Phone Bank Manager


Ongoing Duties:

· Log on and off of phone bank system at the beginning and ending of each shift as needed

· Respond to calls using information provided by the Phone Bank Manager

· Timely notify the Phone Bank Manager of any potential scheduling conflicts

· Promptly report any problems with phone equipment to the Phone Bank Manager

· Consult with the Phone Bank Manager for assistance as needed

· Immediately notify the Phone Bank Manager of urgent reports 

· Participate in additional operator briefings

· Review and become familiar with updated scripts and information as they are provided

· Request additional supplies/resources as necessary

· Immediately report any safety hazards to the Safety Officer

· Document all phone calls in call log

· Submit all call log information to the Phone Bank Manager

· Document all activity on Unit Log ICS 214


Extended Duties: 

· Participate in the debriefing
Safety Officer


Mission:
Ensure safety of all clinic workers and clients. Assess the operation for safety issues, instruct staff on safety procedures, and implement safety measures as needed. Has the authority to cease operations at any time due to safety issues.

Oversees: Traffic Flow, Site Security, and EMS First Aid 

Qualifications:


· Familiar with clinic operations and safety procedures

· Training in safety and security 

· Required training, required vaccine/prophylaxis 

Equipment:

· Cell phone and contact numbers

· Vest/ID Badge

· Radio communications

Immediate Duties:

· Meet with Clinic Site Commander for initial incident briefing

· Put on vest and clinic identification 

· Read this entire Job Action Sheet

· Establish a work location that is accessible, has adequate space 

· Acquire necessary work materials

· Make recommendations on personal protection equipment if necessary.

· Meet with parking and security personnel

· Provide orientation to Clinic Site Manager on all safety issues and concerns for the clinic

Ongoing Duties:

· Document all actions and decisions in an Activity Log.

· Ensure all Section Chiefs have your contact information 

· Ensure that all clinic staff follow health and safety practices

· Monitor use of all personal protection equipment.

· Provide ongoing reports to the Command Staff on clinic safety

· Ensure incident/injury reports are written/documented correctly

· Refer distressed, upset and anxious clients to Mental Health

· Review injury reports.

Extended Duties:

· Turn all documents into the Documentation Unit Leader

· Confirm status of the facility upon closure, note damage or safety issues

· Lock down clinic at the end of operations    

· Complete an After Action Report and participate in the debriefing.                            

Finance/Administration Section Chief


Mission:
Monitor the utilization of financial assets. Oversee the acquisition of supplies and services necessary to carry out the organization’s overall mission. Supervise the documentation of expenditures relevant to the emergency incident. 


Oversees: Time Unit Leader, Procurement Unit Leader, Compensation/Claims Unit Leader, and Cost Unit Leader.

Qualifications:


· Strong finance background

· Familiar with State and Federal reimbursement procedures

· Good organizational skills and management experience 

· Required training, required vaccine/prophylaxis 

Equipment:

· Cell phone and contact numbers

· Radio Communication

· Vest/ID Badge

· Computer

· Fax Machine

· Paper forms

Immediate Duties:

· Meet with Clinic Site Commander for initial incident briefing

· Put on vest and clinic identification 

· Read this entire Job Action Sheet

· Establish a work location that is accessible, has adequate space, is close to Logistics, and has communications capability

· Acquire necessary work materials

· Brief section and hand out job action sheets

· Develop a section action plan

Ongoing Duties:

· Determine funding sources for the incident. Identify avenues for claim processing

· Track and stay aware of incident expansion/contraction due to changes in conditions

· Collect needed data from other sections

· Develop cost summary report for the Clinic Site Commander

· Provide Logistics Section with a list of supplies to be replenished

· Ensure all personnel and equipment time records are accurately completed and transmitted

· Document all actions and decisions in a Section Activity Log.

Extended Duties:

· Provide final financial report to the Clinic Site Commander

· Complete the After Action Report and participate in the debriefing. 

Logistics Section Chief


Mission:
Organize and direct those operations associated with maintenance of the physical environment, and adequate levels of food, shelter, and supplies to support the organization’s objectives. 


Oversees: Support Branch Director, and Services Branch Director

Qualifications:


· Familiar with clinic facility and necessary clinic supplies

· Communications skills

· Good organizational skills and management experience 

· Required training, required vaccine/prophylaxis 

Equipment:

· Cell phone and contact numbers

· Radio Communication

· Vest/ID Badge

· Computer with printer

· Fax Machine

Immediate Duties:

· Meet with Clinic Site Commander for initial incident briefing

· Put on vest and clinic identification 

· Read this entire Job Action Sheet

· Establish a work location that is accessible, has adequate space

· Acquire necessary work materials

· Establish incident ordering process and ensure all sections are aware of the process

· Develop a section action plan

Ongoing Duties:

· Obtain needed supplies with assistance of the Finance/Administration Section Chief

· Track, stay aware of incident expansion/contraction due to changes in conditions

· Determine additional resources needed

· Document all actions and decisions in a Section Activity Log.

· Anticipate staff needs and request more staff if needed for each section

Extended Duties:

· Supervise the break down and repackaging of equipment and supplies

· Arrange to have all equipment and supplies returned to place of origin and state of readiness

· Ensure facility is cleaned and returned to former operating condition

· Provide a final list of material used to the Clinic Site Commander.

· Complete an After Action Report and participate in the debriefing.                                     

                                        Planning Section Chief


Mission: Organize and direct all aspects of Planning Section operations. Ensure the distribution of critical information/data. Compile scenario/resource projections from all section chiefs and effect long range planning. Document and distribute facility Action Plan. 


Oversees: Resource Tracking Unit Leader, Situation Tracking Unit Leader, Documentation Tracking Unit Leader, and Demobilization Unit Leader

Qualifications:


· Familiar with X County EOP and Public Health Emergency Plan

· Ability to write Incident Action Plans

· Good organizational skills and management experience 

· Required training, required vaccine/prophylaxis 

Equipment:

· Cell phone and contact numbers

· Radio Communication

· Vest/ID Badge

· Computer with printer

· Fax Machine

Immediate Duties:

· Meet with Clinic Site Commander for initial incident briefing

· Put on vest and clinic identification 

· Read this entire Job Action Sheet

· Establish a work location that is accessible, has adequate space

· Acquire necessary work materials

· Brief section and hand out job action sheets

· Develop the length of operational periods, and start times for operational periods

· Develop a section action plan

Ongoing Duties:

· Look at resources location and status, on-scene and ordered in. Consider need for additional resources.

· Receive activity reports from section chiefs during each operation period

· Provide status reports 

· Develop Incident Action Plans for each operational period.

· Provide the Incident Action Plans to the Clinic Site Commander.

· Document all actions and decisions in a Section Activity Log.

Extended Duties:

· Be alert for excess resources that can be reassigned or demobilized. Present list of resources proposed for demobilization to the Clinic Site Commander. 

· Demobilize resources as approved by the Incident Commander.

· Provide input to the Demobilization Unit Leader who develops the Holding Patter or Demobilization Plan as needed.

· Complete an After Action Report and participate in the debriefing.

Operations Section Chief


Mission:
Organize and direct aspects relating to the Operations Section. Carry out directives of the Incident Commander. Coordinate and supervise all Units of the Operations Section.  


Oversees: Clinic Medical Branch Director, Clinic Flow Branch Director, and Clinic Education/Mental Health Branch Director

Qualifications:


· Familiar with mass clinic operations

· Communications skills

· Good organizational skills and management experience 

· Required training, required vaccine/prophylaxis 

Equipment:

· Cell phone and contact numbers

· Radio Communication

· Vest/ID Badge

· Roster of Clinic staff

· Loud Speaker or bullhorn

· Clipboard

Immediate Duties:

· Meet with Clinic Site Commander for initial incident briefing

· Put on vest and clinic identification 

· Read this entire Job Action Sheet

· Brief all operations branch directors

· Establish an Operations Section base within the clinic

Ongoing Duties:

· Obtain needed supplies with assistance of the Logistics Section

· Track, stay aware of incident expansion/contraction due to changes in conditions

· Determine additional resources needed

· Document all actions and decisions in a Section Activity Log.

· Anticipate staff needs and request more staff if needed for each section

· Provide updates on clinic operations to the Planning Section Chief and Clinic Site Commander.

Extended Duties:

· Evaluate the need for demobilization of the clinic and provide input to the Holding Pattern or Demobilization Plan

· Ensure all records and reports are turned in to the correct Section Chief

· Oversee the breakdown of the clinic

· Consult with Liaison Officer, Demobilization Unit Leader, and Planning Section Chief for release priorities

· Complete an After Action Report and participate in the debriefing.

Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To:  	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: _____________________________________________Clinic Site Commander	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: _____________________________________________Clinic Site Commander	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: ___________________________________ Public Information Officer (PIO)	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: ______________________________________________Clinic Site Commander	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: ________________________________________________________________ 	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: _____________________________________________Clinic Site Commander 	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: _____________________________________________Clinic Site Commander	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: ___________________________________, Incident Commander	








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: ___________________________________ Phone Bank Manager








Site:  ________________________________________________________________________


Position Assigned To:  __________________________________________________________


Job Shift(s):  __________________________________________________________________


You Report To: ___________________________________Public Information Officer	











3/29/2011

