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Roles and Responsibilities

· Ensure that the 5 to 1 management structure of the ICS is maintained throughout all operational periods, that all staff are accounted for with a proper supervisorial structure, and that everybody knows who to report to.

· Acquire, store, maintain, and disburse during an incident on campus supplies:
· Incident Command Post Supplies

· Maps/layouts/drawings of school campus

· Clipboards

· Pens

· Paper

· Staff rosters with contact information
· Classified Staff

· Certified Staff

· Parent Volunteer Staff (parents who are routinely on campus)

· Student Rosters

· Response Section of School Emergency Plan

· Sunscreen

· Communications Equipment (i.e. radio)

· Crowd control/communications equipment (i.e. bullhorn)

· Other

· Laptop computer

· Newsprint pads

· Response Supplies (mostly for the Operations Section, but some for other sections too)

· Communications Equipment

· Yellow perimeter tape (lots)

· Duct tape (lots)

· Search & Rescue equipment

· Clipboards
· Pens

· Paper

· Traffic control equipment (i.e. cones, barriers)
· Search & Rescue equipment

· Shovels

· Pick Axes

· Hard Hats

· Duct tape and heavy duty, large marking pens

· Knee pads – Elbow pads

· Gloves

· Eye protection

· Dust masks

· Survival Supplies

· In classrooms (schools will decide how to distribute between individual classrooms and larger school caches)
· Caches set in multiple (usually two or three) locations on campus (schools will decide how to distribute between individual classrooms and larger school caches)
· Supplies will include:
· Water

· Food

· First Aid equipment

· Student prescriptions (school policy will decide how to handle this)

· Sunscreen

· Blankets

· Long term lockdown improvised toilet supplies

· Duct tape

· Communications equipment

· Fire extinguishers

· Handle all procurement needs caused by the incident
· Invoicing

· Memoranda of Understanding with local merchants (what is district policy?)
· Ensure that the Finance Section receives in a previously agreed upon method all invoices, bills, and receipts for proper processing

· Inventory – reconcile pre and post incident inventories, while accounting for the reasonable expenditure of supplies during the incident as well as procurement
· Maintenance and repair of supplies as needed

· Transportation – needs may include:
· Evacuation

· Movement of supplies

· Staff cars

· Volunteer Resources (if to be used – district policy must address this issue)
· In processing

· Contact information

· Skills

· Experience

· Physical restrictions

· Medical needs

· Time availability

· Training needed, if any (Operational Training is not included in the ICS. If there is to be Operational Training it will need to be included during the Preparedness phase of planning as an added responsibility to either a Command Staff or General Staff position. Volunteers are a logistical resource, but their training is not a Logistics responsibility.)
· Volunteer Check In and Volunteer Check Out forms must be filled out every time a volunteer reports for work and leaves
· Out processing

· Contact information

· Evaluation by supervisor

· Volunteer feedback to work experience

· Comments for better volunteer process improvements
