Position Guide-Incident Commander

	Incident Commander Personnel

	Primary Incident Commander
	Secondary Incident Commander
	Tertiary Incident Commander

	Name:

Telephone:

Fax:

Cellular:

E-Mail:
	Name:

Telephone:

Fax:

Cellular:

E-Mail:
	Name:

Telephone:

Fax:

Cellular:

E-Mail:


Roles and Responsibilities
· Confirm Event

· Confirm appropriate notifications have been made (911, District Office, others)

· Give appropriate command:

· Lockdown – General

· Lockdown – Intruder

· Evacuation

· On-Site designated or alternate areas

· Off-Site areas nearby (walking)

· Off-Site completely out of the area (transportation needed)
· Containment

· Shelter In Place

· Ensure district telephone tree has been activated
· Establish Incident Command Post with necessary ICP supplies (everything after this point is done only if it is safe)
· Assist law enforcement or fire department if the event calls for the establishment of a Unified Command Post

· Test Communications with ICS General & Command Staff

· Communicate with the Operations Section Chief on the following:

· Current location and condition of all people on school property when the incident began, especially all injured people

· Proper Staging Areas

· Family Reunification process

· Communicate with the Planning Section Chief on the following:

· Ascertain the extent of the incident beyond the school grounds
· Ascertain the anticipated timeline for all response and recovery activities

· Communicate with the Logistics Section Chief on the following:

· The status of campus stored supplies, and the procurement process for externally acquired supplies
· The status of volunteer resources

· Communicate with the Finance Section Chief on the following:

· Ensure that a solid documentation process is underway with all expenses including both staff time and procurement

· Keep an accurate log of Incident Command Post activities
