
ACF JOB ACTION SHEETS
BRANCH DIRECTOR
ACF Branch Director


GROUP SUPERVISOR
ACF Group Supervisor A – ACF Set up and Tear down
ACF Group Supervisor B – Triage, Registration and Patient care
ACF Group Supervisor C – Security, Traffic, Environment and Dietary 
ACF Group Supervisor D – Staffing, Volunteers, Activities and Special services


TEAM LEADER
[bookmark: _GoBack]ACF Activities Team Leader
ACF Dietary Team Leader
ACF Environmental Services Team Leader
ACF Information Team leader
ACF Patient Care Team Leader
ACF Patient Registration & Patient Tracking Team Leader
ACF Security Team Leader
ACF Set-up and Tear-down Team Leader
ACF Special Services Team Leader
ACF Staffing Team Leader
ACF Traffic Team Leader
ACF Triage Team Leader
ACF Volunteer Team Leader



ACF BRANCH DIRECTOR
	
Mission:	Establish and manage an alternative care facility that provides for the needs of the medically fragile, during an emergency.

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Report to:  HICS Operations Section Chief ____________________________________________
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: Director     Other:	_______________________




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), and then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Operations Section Chief.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint your Group Supervisors and complete the IAPs Branch Assignment List. 
	
	

	Brief your Group Supervisors on the current situation, incident objectives and strategy; outline your action plan.
	
	

	In coordination with the Operations Section Chief, establish the physical location for the ACF.  Staff it and insure proper documentation.
	
	

	In coordination with the Operations Section Chief, coordinate patient transport, triage and registration, security, traffic, patient care, feeding, housekeeping and all other ACF activation components.
	
	




	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Operations Section Chief to exchange informational, and then relay important information to all team members.
	
	

	Tour the ACF facility with the venue owner and make it available for incoming team members. 
	
	

	Coordinate the movement of hospital patients and staff until delegated to Group Supervisors. 
	
	

	Advise the Operations Section Chief immediately of any operational issue you are not able to correct or resolve.
	
	




	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Operations Section Chief regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Operations Section Chief at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to the Operations Section Chief.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	




	Demobilization
	Time
	Initial

	As needs for the ACF decrease, return the ACF staff to their non-emergency jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Operations Section Chief, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Operations Section Chief.
	
	

	Debrief your staff on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Operations Section Chief for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	




	Documents and/or Tools

	· Incident Action Plan
· 
· Hospital Telephone Directory
· 
· Radio 
· 
· IAP Forms
· 
· Support equipment for the Group Supervisors.
· 
· Possibly a Laptop
· 



ACF GROUP SUPERVISOR A

Mission:	Manage the unloading of the regional ACF trailers as they arrive, setting up the trailer contents in the ACF building as well as the tearing down of the ACF.  Provide for information to the staff and patients and coordinate space usage at the facility.

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to: ACF Branch Director____________________________ 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Branch Director.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Group A Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	Set-Up a Public Information System.
	
	

	In coordination with the Branch Director, coordinate set-up/tear-down matters with the Set-Up/Tear Down Team leader, to insure all Regional Cache Trailer contents are positioned properly.
	
	

	Set-Up a room allocation system.
	
	



	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Branch Director to exchange informational, and then relay important information to all Team Leaders.
	
	

	Advise the Branch Director immediately of any operational issue you are not able to correct or resolve.
	
	



	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Branch Director regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Branch Director at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all Team Leaders for signs of stress and inappropriate behavior.  Report concerns to the Branch Director.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	




	Demobilization
	Time
	Initial

	As needs for your teams and ultimately the Group decrease, return them to their non-emergency jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Branch Director, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Branch Director.
	
	

	Debrief your Team Leaders on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Branch Director for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	



	Documents and/or Tools

	· Incident Action Plan
· 
· Hospital Telephone Directory
· 
· Radio 
· 
· Set-Up Plans
· 
· Venue Contact Information
· 
· Support equipment for the Teams.
· 
· Possibly a Laptop
· 



ACF GROUP SUPERVISOR B

Mission:	Establish ACF triage, registration and patient care.

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to: ACF Branch Director____________________________ 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Branch Director.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Group B Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	Set-Up a Triage System.
	
	

	Set-Up a Patient Registration System.
	
	

	In coordination with the Branch Director and the HICS Medical Officer, coordinate appropriate patient care.
	
	




	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Branch Director to exchange informational, and then relay important information to all Team Leaders.
	
	

	Advise the Branch Director immediately of any operational issue you are not able to correct or resolve.
	
	

	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Branch Director regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Branch Director at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all Team Leaders for signs of stress and inappropriate behavior.  Report concerns to the Branch Director.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	




	Demobilization
	Time
	Initial

	As needs for your teams and ultimately the Group decrease, return them to their non-emergency jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Branch Director, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Branch Director.
	
	

	Debrief your Team Leaders on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Branch Director for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	




	Documents and/or Tools

	· Incident Action Plan
· 
· Hospital Telephone Directory
· 
· Radio 
· 
· ACF Standards of Care Documents
· 
· Support equipment for the Teams.
· 
· Possibly a Laptop
· 








ACF GROUP SUPERVISOR C

Mission:	Establish ACF security, traffic coordination, environmental services, and dietary service components.

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to: ACF Branch Director____________________________ 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Branch Director.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Group C Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	Set-Up a Security System and notify the Branch Director.
	
	

	Establish a traffic control plan and notify the Branch Director.
	
	

	Establish a maintenance and housekeeping system. 
	
	

	Establish a food service system for the ACF.
	
	




	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Branch Director to exchange informational, and then relay important information to all Team Leaders.
	
	

	Advise the Branch Director immediately of any operational issue you are not able to correct or resolve.
	
	

	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Branch Director regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Branch Director at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all Team Leaders for signs of stress and inappropriate behavior.  Report concerns to the Branch Director.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	




	Demobilization
	Time
	Initial

	As needs for your teams and ultimately the Group decrease, return them to their non-emergency jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Branch Director, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Branch Director.
	
	

	Debrief your Team Leaders on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Branch Director for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	




	Documents and/or Tools

	· Incident Action Plan
· 
· Hospital Telephone Directory
· 
· Radio 
· 
· Law Enforcement and Red Cross (or other food service provider) Contact Numbers 
· 
· Venue Contact Numbers
· 
· Support equipment for the Teams.
· 
· Possibly a Laptop
· 




ACF GROUP SUPERVISOR D

Mission:	Order, or coordinate the ordering, arrival and daily concerns regarding the staff and volunteers working in the ACF. This position also monitors childcare and adult activities and special services (clergy, interpreters, etc).

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to: ACF Branch Director____________________________ 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Branch Director.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Group D Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	Set-Up a staff ordering methodology and notify the Branch Director.
	
	

	Establish a volunteer credentialing system. 
	
	

	Adult and juvenile activities (including childcare):
	
	

	Special Services: Including but not limited to Clergy, Interpreters, Mental Health, etc
	
	




	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Branch Director to exchange informational, and then relay important information to all Team Leaders.
	
	

	Advise the Branch Director immediately of any operational issue you are not able to correct or resolve.
	
	

	Coordinate the arrival of all staff and volunteers.
	
	

	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Branch Director regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Branch Director at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all Team Leaders for signs of stress and inappropriate behavior.  Report concerns to the Branch Director.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	

	Coordinate the arrival of all staff and volunteers.
	
	

	Manage the daily issues and needs of the volunteers and Region 7 team members.
	
	



	Demobilization
	Time
	Initial

	As needs for your teams and ultimately the Group decrease, return them to their non-emergency jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Branch Director, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Branch Director.
	
	

	Debrief your Team Leaders on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Branch Director for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	



	Documents and/or Tools

	· Incident Action Plan
· Hospital Telephone Directory
· Radio 
· Support equipment for the Teams.
· Possibly a Laptop





ACF ACTIVITIES TEAM LEADER

Mission:  Establish and manage a secure location at the ACF that provides for the entertainment of adults and the care for children of patients and team members. 

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to:  _______ACF Group Supervisor D______ _____________________________	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Group Supervisor.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	In coordination with your supervisor, establish a physical location for child care.  Staff it and insure proper documentation. (Minimum of 2 Adults for Child Care)
	
	

	In coordination with your supervisor, establish a physical location for various activities appropriate to the patients in the ACF.  Ranging from reading material, TV and internet connections.
	
	



	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Group Supervisor to exchange informational, and then relay important information to all team members.
	
	

	Establish a system to register, track and locate all children in the ACF.
	
	

	Advise your supervisor immediately of any operational issue you are not able to correct or resolve.
	
	



	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update your supervisor regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to your supervisor at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to your supervisor.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	



	Demobilization
	Time
	Initial

	As needs for the Team decreases, return them to their non-emergency jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief your supervisor, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your supervisor.
	
	

	Debrief your staff on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to your supervisor for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	




	Documents and/or Tools

	· Incident Action Plan
· 
· Hospital Telephone Directory
· 
· Radio 
· 
· Patient Registration and Tracking Forms used for children.
· 
· Support equipment for your team.
· 
· 







ACF DIETARY SERVICES TEAM LEADER

Mission:	Secure, store and distribute food and beverage items appropriate to the needs of the ACF. 

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to:  Group Supervisor______________ Signature: 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Group Supervisor.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Dietary Services Team Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	In coordination with the Group Supervisor, establish a physical location for patient and staff feeding .  Staff it and insure proper documentation.
	
	

	In coordination with the Group Supervisor, coordinate upcoming food and beverage challenges.
	
	





	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Group Supervisor to exchange informational, and then relay important information to all team members.
	
	

	Establish a system to procure food and beverages for everyone in the ACF.
	
	

	Notify the Group Supervisor of any increase or decrease in the ACF patient population as soon as possible.
	
	

	Advise the Group Supervisor immediately of any operational issue you are not able to correct or resolve.
	
	

	Establish a system to store, track and serve food and beverages.
	
	

	Establish and communicate serving times for patients and staff.
	
	




	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Group Supervisor regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Group Supervisor at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to the Group Supervisor.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	




	Demobilization
	Time
	Initial

	As needs for the Dietary Serviceteam’s staff decrease, return them to their non-emergency jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Group Supervisor, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Group Supervisor.
	
	

	Debrief your staff on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Group Supervisor for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	



	Documents and/or Tools

	· Incident Action Plan
· 
· Hospital Telephone Directory
· 
· Radio 
· 
· Area Food and beverage vendors and providers.
· 
· Possibly a Laptop



ACF ENVIRONMENTAL SERVICES TEAM LEADER

Mission:	Establish and maintain an effective maintenance and custodial capability at the ACF.

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to:  Group Supervisor______________ Signature: 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Group Supervisor.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Environmental Serviceteam Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	In coordination with the Group Supervisor, establish a physical location forextra supplies.  Staff it and insure proper documentation.
	
	

	Locate all custodial supplies at the venue.
	
	

	Create a plan for garbage disposal.
	
	



	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Group Supervisor to exchange informational, and then relay important information to all team members.
	
	

	Make rounds for environmental services needs for  patient areas, restrooms,  and dietary service areas.
	
	

	Notify the Group Supervisor of any increase or decrease in the ACF patient population as soon as possible.
	
	

	Advise the Group Supervisor immediately of any operational issue you are not able to correct or resolve.
	
	



	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Group Supervisor regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Group Supervisor at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to the Group Supervisor.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	

	Create a laundry plan for ACF bedding.
	
	



	Demobilization
	Time
	Initial

	As needs for your team’s staff decrease, return them to their usual jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Group Supervisor, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Group Supervisor.
	
	

	Debrief your staff on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Group Supervisor for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	





	Documents and/or Tools

	· Incident Action Plan
· 
· Hospital Telephone Directory
· 
· Radio 
· 
· Support equipment 
· 
· Possibly a Laptop
· 




ACF FACILITIES INFORMATION TEAM LEADER

Mission:	Manage the preparation, maintenance, use and ‘final return’ of all rooms and spaces used during the ACF activation.

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to:  Group Supervisor______________ Signature: 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Group Supervisor.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Facilities Team Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	In coordination with the Group Supervisor, establish a physical location for patient registration.  Staff it and insure proper documentation.
	
	




	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Group Supervisor to exchange informational, and then relay important information to all team members.
	
	

	Establish a system to register, track and locate all patients in the ACF.
	
	

	Notify the Group Supervisor of any increase or decrease in the ACF patient population as soon as possible.
	
	

	Advise the Group Supervisor immediately of any operational issue you are not able to correct or resolve.
	
	




	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Group Supervisor regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Group Supervisor at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to the Group Supervisor.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	




	Demobilization
	Time
	Initial

	As needs for the Rooms Team decrease, return them to their usual jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Group Supervisor, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Group Supervisor.
	
	

	Debrief your staff on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Group Supervisor for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	




	Documents and/or Tools

	· Incident Action Plan
· 
· Hospital Telephone Directory
· 
· Radio 
· 
· Support equipment for a Rooms operation.
· 
· Possibly a Laptop
· 







ACF PATIENT CARE TEAM LEADER

Mission:	Establish, maintain and document an effective system to provide Tier II medical care, based on accepted standards, to all ACF patients.  

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to:  Group Supervisor______________ Signature: 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Group Supervisor.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Patient Care Team Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	In coordination with the Group Supervisor, establish a physical location for patient care.  Staff it and insure proper documentation.
	
	

	In coordination with the Group Supervisor, coordinate security matters with the Security Team leader, to insure all patients are routed to the registration location prior to entry into the ACF Patient Care Bed Area.
	
	




	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Group Supervisor to exchange informational, and then relay important information to all team members.
	
	

	Establish a system to register, track and locate all patients in the ACF.
	
	

	Notify the Group Supervisor of any increase or decrease in the ACF patient population as soon as possible.
	
	

	Advise the Group Supervisor immediately of any operational issue you are not able to correct or resolve.
	
	




	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Group Supervisor regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Group Supervisor at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to the Group Supervisor.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	




	Demobilization
	Time
	Initial

	As needs for the Registration Team’s staff decrease, return them to their non-emergency jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Group Supervisor, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Group Supervisor.
	
	

	Debrief your staff on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Group Supervisor for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	



	Documents and/or Tools

	· Incident Action Plan
· 
· Hospital Telephone Directory
· 
· Radio 
· 
· Standards of Care documents
· 
· Support equipment.
· 
· Possibly a Laptop



ACF PATIENT REGISTRATION & TRACKING TEAM LEADER

Mission:	Register and track all patients during the ACF activation.

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to:  Group Supervisor______________ Signature: 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Group Supervisor.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Pt. Registration and Tracking Team Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	In coordination with the Group Supervisor, establish a physical location for patient registration.  Staff it and insure proper documentation.
	
	

	In coordination with the Group Supervisor, coordinate security matters with the Security Team leader, to insure all patients are routed from Triage to the Registration location prior to entry into the ACF Patient Care Bed Area.
	
	



	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Group Supervisor to exchange informational, and then relay important information to all team members.
	
	

	Establish a system to register, track and locate all patients in the ACF.
	
	

	Notify the Group Supervisor of any increase or decrease in the ACF patient population as soon as possible.
	
	

	Advise the Group Supervisor immediately of any operational issue you are not able to correct or resolve.
	
	



	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Group Supervisor regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Group Supervisor at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to the Group Supervisor.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	




	Demobilization
	Time
	Initial

	As needs for the Registration Team’s staff decrease, return them to their non-emergency jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Group Supervisor, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Group Supervisor.
	
	

	Debrief your staff on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Group Supervisor for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	




	Documents and/or Tools

	· Incident Action Plan
· Hospital Telephone Directory
· Radio 
· Patient Registration and Tracking Forms
· Support equipment for a Registration Desk operation.
· Possibly a Laptop








ACF SECURITY TEAM LEADER

Mission:	Establish, maintain and document an effective security system in and around the ACF.

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to:  Group Supervisor______________ Signature: 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Group Supervisor.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Security Team Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	In coordination with the Group Supervisor, establish a physical location for patient registration.  Staff it and insure proper documentation.
	
	

	In coordination with the Group Supervisor, coordinate security matters with the Triage and Pt. Care Team Leaders, to insure all patients are routed properly to the Registration location prior to entry into the ACF Patient Care Bed Area.
	
	




	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Group Supervisor to exchange informational, and then relay important information to all team members.
	
	

	Establish a system to register, track and locate all patients in the ACF.
	
	

	Notify the Group Supervisor of any increase or decrease in the ACF patient population as soon as possible.
	
	

	Advise the Group Supervisor immediately of any operational issue you are not able to correct or resolve.
	
	




	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Group Supervisor regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Group Supervisor at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to the Group Supervisor.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	




	Demobilization
	Time
	Initial

	As needs for security decrease, return staff to their usual jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Group Supervisor, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Group Supervisor.
	
	

	Debrief your staff on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Group Supervisor for discussion and possible inclusion in the HICSs after action report.  Comments should include:
· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	




	Documents and/or Tools

	· Incident Action Plan
· Hospital Telephone Directory
· Radio 
· Map of the ACF.
· Law Enforcement contacts
· Support equipment 
· Possibly a Laptop







ACF SET-UP / TEAR DOWN TEAM LEADER

Mission:	Coordinate the set-up and tear-down, the positioning and maintenance of all ACF Cache trailer components.   

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to:  Group Supervisor______________ Signature: 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Group Supervisor.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Set-Up Team Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	In coordination with the Group Supervisor, establish a physical location for all incoming ACF trailers to distribute their beds and equipment.
	
	




	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Group Supervisor to exchange informational, and then relay important information to all team members.
	
	

	Access facility plan and set up blue print. 
	
	

	Advise the Group Supervisor immediately of any operational issue you are not able to correct or resolve.
	
	

	Direct staging of arriving ACF Trailers.
	
	




	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Group Supervisor regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Group Supervisor at assigned intervals and as needed.  

	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to the Group Supervisor.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	




	Demobilization
	Time
	Initial

	
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Group Supervisor, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Group Supervisor.
	
	

	Debrief your staff on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Group Supervisor for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	




	Documents and/or Tools

	· Incident Action Plan
· Hospital Telephone Directory
· Radio 
· Support equipment 











ACF SPECIAL SERVICES CARE TEAM LEADER
	
Mission:	Establish and manage a location, at the ACF, that provides for the special needs of patients.

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to:  ____________________________ 
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Group Supervisor.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Team Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	In coordination with the Group Supervisor, establish a physical location for special service smatters.  Staff it and insure proper documentation.
	
	

	Clergy

	
	

	Interpreters
	
	

	Mental Health
	
	




	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Group Supervisor to exchange informational, and then relay important information to all team members.
	
	

	Establish a system to register, track and locate all mental health patients in the ACF.
	
	

	Notify your supervisor of any increase or decrease in the ACF patient population as soon as possible.
	
	

	Advise the Group Supervisor immediately of any operational issue you are not able to correct or resolve.
	
	




	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update your supervisor regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to your supervisor at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to your supervisor.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	



	Demobilization
	Time
	Initial

	As needs for the various special staff decrease, return them to their non-emergency jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief your supervisor, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your supervisor.
	
	

	Debrief your staff on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to your supervisor for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	



	Documents and/or Tools

	· Incident Action Plan
· Hospital Telephone Directory
· Radio 
· Support equipment for the team.
· Possibly a Laptop






ACF STAFFING TEAM LEADER

Mission:	Order and assist all ACF team members.

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to:  Group Supervisor______________ Signature: 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Group Supervisor.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Staffing Team Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	In coordination with the Group Supervisor, establish a physical location to carry out your assignment. .  Staff it and insure proper documentation.
	
	




	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Group Supervisor to exchange informational, and then relay important information to all team members.
	
	

	Establish a system to order and assist incoming region 7 ACF staff.
	
	

	Notify the Group Supervisor of any increase or decrease in the ACF patient population as soon as possible.
	
	

	Advise the Group Supervisor immediately of any operational issue you are not able to correct or resolve.
	
	




	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Group Supervisor regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Group Supervisor at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to the Group Supervisor.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	



	Demobilization
	Time
	Initial

	As needs for the Staffing Team’s staff decrease, return them to their usual jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Group Supervisor, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Group Supervisor.
	
	

	Debrief your staff on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Group Supervisor for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	




	Documents and/or Tools

	· Incident Action Plan
· 
· Hospital Telephone Directory
· 
· Radio 
· 
· Staffing Matrix
· 
· Staffing Order Form
· 
· Support equipment 
· 
· Possibly a Laptop
· 
· Blank IAP Assignment List Form





ACF TRAFFIC TEAM LEADER

Mission:	Establish, maintain and document an effective traffic system around the ACF.

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to:  Group Supervisor______________ Signature: 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	



	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), and then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Group Supervisor.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Traffic Team Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	In coordination with the Group Supervisor, establish a physical location for the traffic team.  Staff it and ensure proper documentation.
	
	

	In coordination with the Group Supervisor, coordinate traffic matters with the Triage and Patient Care Team Leaders.
	
	

	
	
	

	
	
	



	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Group Supervisor to exchange informational, and then relay important information to all team members.
	
	

	
	
	

	Notify the Group Supervisor of any increase or decrease in the ACF patient population as soon as possible.
	
	

	Advise the Group Supervisor immediately of any operational issue you are not able to correct or resolve.
	
	

	
	
	

	
	
	




	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Group Supervisor regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Group Supervisor at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to the Group Supervisor.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	

	
	
	



	Demobilization
	Time
	Initial

	As needs for the Traffic Team decreases return your team members to their non-emergency l jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Group Supervisor, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Group Supervisor.
	
	

	Debrief your staff on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Group Supervisor for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	

	
	
	



	Documents and/or Tools

	· Incident Action Plan
· Hospital Telephone Directory?
· Radio 
· Maps of the ACF grounds and area streets.
· Safety and support equipment .
· Possibly a Laptop



ACF TRIAGE TEAM LEADER

Mission:	Establish a secure and effective system to triage all incoming ACF patients prior to entry into the facility.  Create, maintain and distribute collected patient information, to the appropriate ACF staff.

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to:  Group Supervisor______________ Signature: 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	



	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), and then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Group Supervisor.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs Triage Team Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	In coordination with the Group Supervisor, establish a physical location for triage.  Staff it and ensure proper documentation.
	
	

	In coordination with the Group Supervisor, coordinate triage matters with the TriageTeam leader, to ensure all patients are routed to the Triage location prior to entry into the ACF and registration.
	
	

	
	
	

	
	
	



	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Group Supervisor to exchange informational, and then relay important information to all team members.
	
	

	Establish a system to register, track and locate all patients in the ACF.
	
	

	Notify the Group Supervisor of any increase or decrease in the ACF patient population as soon as possible.
	
	

	Advise the Group Supervisor immediately of any operational issue you are not able to correct or resolve.
	
	

	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Group Supervisor regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Group Supervisor at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to the Group Supervisor.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	

	
	
	

	
	
	




	Demobilization
	Time
	Initial

	As needs for the TriageTeam’s staff decrease, return them to their usual jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Group Supervisor, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Group Supervisor.
	
	

	Debrief your staff on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Group Supervisor for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	

	
	
	

	
	
	



	Documents and/or Tools

	· Incident Action Plan
· Hospital Telephone Directory
· Radio 
· Triage Forms
· Support equipment .
· Possibly a Laptop




ACF VOLUNTEER TEAM LEADER

Mission:	Secure, vet and assist all volunteers acquired by the ACF.

	Date: 	  Start: 	  End: 	  Position Assigned to: ___________Initial: 	
Position Reports to:  Group Supervisor______________ Signature: 	
ACF Command Post Location: 	  Telephone: 	
Radio Channel: 	 Radio Title: 	  Other:	




	Immediate  Actions       (ASAP)
	Time
	Initial

	Receive appointment    Notify your usual supervisor of your HICS assignment.      
	
	

	Read this Job Action Sheet and the current Incident Action Plan (IAP), then don the supplied ACF position identification.
	
	

	Obtain a mission appropriate briefing, radio or any communication device, plus any equipment and/or materials from your Group Supervisor.
	
	

	Document all key activities, actions, and decisions in a Log, on a continual basis.
	
	

	Appoint team members and complete the IAPs  Volunteer Team Assignment List. 
	
	

	Brief your team on the current situation, incident objectives and strategy; outline your action plan.
	
	

	In coordination with the Group Supervisor, establish a physical location for patient registration.  Staff it and insure proper documentation.
	
	




	Intermediate              (During the First Hour)
	Time
	Initial

	Meet regularly with your Group Supervisor to exchange informational, and then relay important information to all team members.
	
	

	Establish a system to credential and coordinate all volunteers in the ACF.
	
	

	Notify the Group Supervisor of any increase or decrease in the ACF patient population as soon as possible.
	
	

	Advise the Group Supervisor immediately of any operational issue you are not able to correct or resolve.
	
	




	Extended                    (From Hour  2-12)
	Time
	Initial

	Continue to update the Group Supervisor regularly on current condition of all operations; communicate needs in advance.
	
	

	Continue to document actions and decisions in a Log and submit to the Group Supervisor at assigned intervals and as needed.  
	
	

	Ensure your physical readiness through proper nutrition, water intake, rest, and stress management techniques.
	
	

	Observe all staff and volunteers for signs of stress and inappropriate behavior.  Report concerns to the Group Supervisor.  Provide for staff rest periods and relief.
	
	

	Upon shift change, brief your replacement on the status of all ongoing operations, issues, and other relevant incident information.
	
	




	Demobilization
	Time
	Initial

	As needs for the Registration Team’s staff decrease, return them to their non-emergency jobs and combine or deactivate positions in a phased manner in coordination with the Demobilization Team Leader.
	
	

	Ensure the retrieval and return of equipment and supplies provided upon assignment.
	
	

	Upon deactivation of your position, brief the Group Supervisor, as appropriate, on current problems, outstanding issues, and follow-up requirements.
	
	

	Upon deactivation of your position, ensure all documentation and Operational Logs are submitted to your Group Supervisor.
	
	

	Debrief your staff on lessons learned during the ACF deployment.  Discuss any procedural or equipment changes needed for future deployments.
	
	

	Submit comments to Group Supervisor for discussion and possible inclusion in the HICSs after action report.  Comments should include:

· Review of pertinent position descriptions and operational checklists.
· Recommendations for procedure changes.
· Team accomplishments and issues.
	
	

	Participate in stress management and after-action debriefings as appropriate.  Participate in other briefings and meetings as required.
	
	




	Documents and/or Tools

	· Incident Action Plan
· 
· Hospital Telephone Directory
· 
· Radio 
· 
· Support equipment 
· 
· Possibly a Laptop
· 





