(Facility Name) Emergency Operations Plan

Annex G: Job Action Sheets

PURPOSE: The purpose of this annex is to provide facility staff with emergency operations Job Action Sheets. 

USE: The Hospital Incident Command System (HICS) provides 79 Job Action Sheets (JASs) for addressing all types of hospital needs. However, in most cases only a portion of these positions will be necessary for a successful response. A variety of other considerations may be included based on hospital size, available resources, or response needs. Thus, each hospital can take the prepared JAS and use them as written, modify them as needed, or craft their own, unique JAS using the HICS model as a template.

FORMAT: The key format considerations for each JAS are the same and include the following information: 

· Command Title – the name of the position 

· Mission – a brief statement summarizing the basic purpose of the job 

· Fundamental Information Box – details information pertaining to who is assigned the position, where they are physically located, and basic contact information 

· Action Considerations – suggested action steps listed by operational periods; the time periods are listed as: 

· Immediate 0–2 hours 

· Intermediate 2–12 hours 

· Extended Beyond 12 hours 

· Demobilization/System Recovery 

· Documents/Tools – a listing of pertinent HICS forms this position is responsible for using, along with other tools that will help them fulfill their role and responsibilities 

The format allows for the JASs to be used to preliminarily actions taken during the incident and assist in developing a chronology of events, problems encountered, and decisions made. The JASs should be kept with the Incident Command identification (vest) for the position, along with needed administrative items, such as pens and paper.

