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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.

· Develops in coordination with the Incident Commander and the Operations Section Chief the Incident Action Plan.

· Supervise and/or ensure that the work of the four main parts of the Planning Section are performed as needed:

· Resource Unit

· Resources must be tracked – who has what? – coordinate with Logistics to prevent both duplication of efforts as well as incorrect assumptions that the other section has this covered

· People tracking must be constant and accurate:

· Logistics will cover only volunteer resources, not regular staff

· Finance will handle overtime issues

· Planning must know who is working, when, where, and what they are doing
· Situation Unit – Planning must do the following:
· Understand the current situation

· How did the incident happen?

· Where is it?

· Who is involved? In what ways?

· What is happening now?

· Predict the probable course of incident events

· How long will the incident last (this means that the planner must define what the “end” of the incident is)?

· Will the incident stay in one location, or will it move? If it will move, where will it move to, when, and how quickly?

· In collaboration with the Logistics Section, what will be needed to address school needs for the duration of the incident?

· Prepare alternative strategies for the incident – the Planning Section Chief must be able to propose operational options to the Incident Commander and to the Operations Section Chief

· Information must be handled with the following process:

· Gathered

· Passive information gathering – taking in information that is given to the planner

· Active information gathering – seeking information via all possible methods such as liaisons, PIO’s, telephone, internet, e-mail, physical/visual observations, etc.

· Verified – inaccurate information fosters rumors and is sometimes difficult and usually impossible to take back

· Processed (separate the useful from the unimportant)

· Disseminated – Planning must ensure that all those who need information get it, and that those who do not need it do not get it

· Documentation Unit – keep a running timeline of all incident events and activities
· Demobilization Unit

· Work with Operations to guarantee that all operational tasks have been completed

· Work with Logistics to account for all resources and inventory

· Work with Finance to ensure work is running smoothly and bills are paid

· Prepare After Action Report for post incident evaluation and debriefing

· Report on demobilization progress frequently with the Incident Commander
