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These Job Action Sheets have been created to address the mass Immunization Prophylaxis activity of Mass Immunization and Prophylaxis Incident (MIPS) locations and are to be used in concert with the Incident Command Structure.  Both the attached ICS charts and Job Action Sheets are to be used as a guide for local MIPS.  It is fully anticipated that each local MIPS location will modify the ICS and Job Action Sheets to meet their unique needs.

 

ICS charts and Job Action Sheets are to be incorporated into local MIPS plans which will be incorporated into the local Emergency Management Plan.

 

These Immunization Prophylaxis Job Action Sheets are in a development stage, not all of the duties of each position have been identified. Changes and additions to the Immunization Prophylaxis Job Action Sheets are to be made and submitted to the MIPS Coordinator, Joyce Hunt, RN with the Terrorism Preparedness and Response Service for inclusion into a cumulative document.  Please highlight changes and additions. 

 

·         Common Responsibilities and Common responsibilities for Chiefs, Directors, Supervisors, and Leaders are provided as separate documents but are to be provided as reference for all positions, as applicable.

·          ICS charts and Job Action Sheets will be created to address mass Immunization and Prophylaxis plans.

·         This document will remain a draft until changes and additions are made as a result of ongoing MIPS exercises.

 

If you have any questions, please contact MIPS Coordinator Joyce Hunt at 405-271-5183 or JoyceMH@health.ok.gov
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Common Responsibilities

 

The following is a checklist applicable to all personnel in an ICS organization

 

	Common Responsibilities
	Completed
	Time 

	Receive job assignment from lead agency, including:

·         Job assignment (e.g., Strike team, Triage, etc.)

·         Reporting location

·         Reporting time

·         Travel instructions

·         Special communications instructions (e.g., radio frequency, call sign, etc.)
	 
	 

	Upon arrival, check-in at the staging location
	 
	 

	Check-in with immediate supervisor and receive briefing
	 
	 

	Acquire work materials
	 
	 

	Know your assigned radio frequency for your area of responsibility and ensure that communication equipment is operating properly
	 
	 

	Use clear text and ICS terminology (no codes) for all radio communications.
	 
	 

	Supervisors shall maintain accountability for their assigned personnel with regard to exact location(s), personal safety, and welfare 
	 
	 

	Organize and brief subordinates
	 
	 

	Complete forms and reports required of the assigned position and send through the supervisor to the Documentation Unit
	 
	 


 

 

Common Responsibilities for Chiefs, Directors, 

Leaders,  & Supervisors

 

The following is a checklist applicable to all Section Chiefs, Branch Directors, Group/Division Supervisors, and Unit Leaders.  This checklist is to be used in conjunction with Common Responsibilities.

 

	Common Responsibilities for Chiefs, Directors, Supervisors & Leaders
	Completed
	Time 

	Review Common Responsibilities
	 
	 

	Upon arrival, check-in at the staging location
	
	

	Check-in with supervisor and receive briefing
	 
	 

	Participate in incident planning meetings, as required
	 
	 

	Review Incident Action Plan (IAP) for your assigned area (ICS)
	 
	 

	Determine status of unit activities
	 
	 

	Order additional staff as appropriate
	 
	 

	Determine resource needs
	 
	 

	Confirm arrival of staff
	 
	 

	Confirm supply request
	 
	 

	Assign specific duties to subordinates
	 
	 

	Develop and implement accountability, safety and security measures for personnel and resources
	 
	 

	Provide Supply Unit with a list of supplies to be replenished
	 
	 

	Maintain unit records, including Unit/Activity Log (ICS 214)
	 
	 

	Train personnel on completion of ICS 214
	 
	 


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

COMMAND STAFF

	I. Site Commander

	II. A. Safety Officer

	II. B. Public Info Officer

	II. C. Liaison Officer


JOB ACTION SHEET

SITE COMMANDER

Position assigned to: Command Staff

You Report to: __________________________________, OSDH County Administrator 

Qualifications:  
General knowledge of MIPS, ICS, and Community Resources 




Proficient in verbal communications



Required vaccine/prophylaxis/treatment



Assigned by the County Health Administrator

Mission:
Provide overall Incident command for MIPS location and assure communication is maintained with the County Health Administrator, OSDH Situation Room and local EOC.

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors & Leaders”
	
	

	Upon arrival, check-in at the staging location
	
	

	Determine incident objectives and strategies
	
	

	Approve and authorize implementation of Incident Action Plan (ICS Form 202)
	
	

	Authorize release of information through the Public Information Officer
	
	

	Assure that Command group is visible to all participants
	
	

	Clearly and concisely communicate with Command Staff and General Staff
	
	

	Meet with Command and General Staff to review plans and activities
	
	

	Assess the situation and/or obtain a briefing from the prior Site Commander
	
	

	Establish immediate priorities especially the safety of MIPS staff, other emergency workers, bystanders, and clients
	
	

	Approve the use of trainees, volunteers, and auxiliary personnel
	
	

	Ensure planning meetings are scheduled as required
	
	

	Establish and monitor incident organization
	
	

	Coordinate activities for all Command and General Staff
	
	

	Coordinate with key community stakeholders and officials
	
	

	Approve request for additional resources or for the release of resources
	
	

	Keep County Health Department Administrator informed of incident status
	
	

	Ensure incident Status Summary (ICS Form 209) is competed and forwarded to appropriate higher authority
	
	

	Order demobilization of the incident when appropriate
	
	


JOB ACTION SHEET

SAFETY OFFICER

Position assigned to: Command Staff

You Report to: __________________________________, Site Commander

Qualifications:  
Non-Medical; Safety Experience




Required Training




Required Vaccine/prophylaxis/treatment

Assigned by the Site Commander

Mission:
To oversee all safety operations. To assure a safe environment for all staff involved in the MIPS operation.

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Leaders & Supervisors”
	
	

	Upon arrival, check-in at the staging location
	
	

	Prepare a Incident-specific Safety Plan (ICS Form 208)
	
	

	Maintain Unit/Activity Log (ICS Form 214)
	
	

	Collaborate with Clinic Manager to plan number of staff needed to fulfill duties in the division. 
	
	

	Look for safety flaws
	
	

	Assure that Personal Protective Equipment (PPE) and controlled areas are addressed in IAP
	
	

	Monitor and/or adjust traffic route for order and safety
	
	

	Anticipate personnel needs and adjust resources as necessary
	
	

	Obtain necessary supplies from Supply Division
	
	

	Maintain open communication with all clinic managers
	
	

	Serve as the evaluating supervisor in the event of an occupational exposure of any clinic staff to potentially infectious material
	
	

	Identify and correct occupational safety and health hazards
	
	

	Continuously monitor workers for exposure to safety or health hazards
	
	

	 Take appropriate action to mitigate or eliminate unsafe conditions, operations or hazards.
	
	

	Document both safe and unsafe acts, corrective actions taken on the scene, accidents, injuries, and ways to improve safety of future incidents
	
	

	Review Incident Action Plan (IAP) for safety implications
	
	

	Exercise emergency authority to stop and prevent unsafe acts
	
	


JOB ACTION SHEET

TRAFFIC FLOW OFFICER 

Position assigned to: Command Staff

You Report to: __________________________________, Safety Officer

Qualifications:  
Non-Medical




Required Training




Required Vaccine/prophylaxis/treatment




Assigned by the Safety Officer

Mission:
To insure safe and efficient traffic flow to and from the MIPS locations.  

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Leaders & Supervisors”
	
	

	Upon arrival, check-in at the staging location
	
	

	Maintain traffic control outside the clinic.
	
	

	Maintain traffic flow inside the clinic.
	
	

	Direct handicapped, special needs and elderly to appropriate locations
	
	

	Patrol frequently to insure all clinic flow/ clinic station signs are in place maintain as necessary. 
	
	


JOB ACTION SHEET

SECURITY OFFICER

Position assigned to: 
General Staff, Intelligence Chief

You Report to: __________________________________, Safety Officer

Qualifications:  
Non-Medical 




Law Enforcement or security background preferred.




Required Training




Required Vaccine/prophylaxis/treatment.




Assigned by Site Commander

Mission:
To assure security at all MIPS locations including vaccine/medication storage and transport.  

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Leaders & Supervisors”
	
	

	Maintain security of clinic supply storage Incident. 
	
	

	Maintain security within clinic.
	
	

	Maintain perimeter security outside clinic.
	
	

	Arrange for vaccine security during transport from receiving to clinic Incidents. 
	
	


JOB ACTION SHEET

PUBLIC INFORMATION OFFICER








Position assigned to: Command Staff

You Report to: __________________________________, Site Commander

Qualifications:  
Media Experience preferred 




Required Training




Required Vaccine/prophylaxis/treatment




Assigned by Site Commander

Mission:
To provide information to the public in a manner consistent with direction from the OSDH Communications and the Site Commander.  This information will serve to educate, direct and reassure the public, and facilitate the operation of the MIPS. 

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors & Leaders”
	
	

	Upon arrival, check-in at the staging location
	
	

	Establish a Joint Information Center (JIC)
	
	

	Use local TV and radio networks to present uniform public service announcements.
	
	

	Determine any limitations the Site Commander has placed on information
	
	

	Determine if the Site Commander must pre-approve news media releases
	
	

	Set news briefing hours, and assure material is available for news briefings.
	
	

	Determine if tours are to be allowed: If yes assure that they are pre-approved, briefing is conducted, legal limitations are addressed, and that media is briefed on expected conduct
	
	

	Be prepared to quickly change Public Service Announcements to accommodate sudden changes in Incidents and/or recommendations. 
	
	

	Establish a list of non-English/English speaking media outlets that can be utilized to deliver messages to the local communities. 
	
	

	Pre-Event Bio-Terrorism (BT) Message – Consider advising population on various BT-related diseases, prevention and treatment messages; preparatory steps being taken by the health department, (50,000 in five day vaccination plan); methods to be used to inform public in case of impending event.  
	
	

	Oversee all public information operations during an actual event. 
	
	

	· Event messages – State plan that is being put into operation.Includeurgency and patience, but assure no need topanic.  Agent specific information.  Assure of vaccine/medication supply and availability of trained personnel.  Provide a list of collection locations where transportation is available to clinics.  Provide alisting of normal activities that are being suspended.  Provide hotline numbers.  Review of process once at the clinic
	
	

	Provide updated “wait-times” for clinics via multiple communication outlets to assist with determining clinic utilization. 
	
	

	Maintain Unit/Activity Log (ICS Form 214)
	
	


FINANCE/ADMINISTRATION 

	III. Finance/Admin Chief

	A. Time Unit, Leader

	B. Cost Unit, Leader


JOB ACTION SHEET
FINANCE/ADMINISTRATION CHIEF
 

Position assigned to: General Staff

 

You Report to: ___________________________, Site Commander. 

 

Qualifications:  
Finance or Accounting Experience Preferred



Required Training



Required vaccine/prophylaxis/treatment



Assigned by the Site Commander




 

Mission:
To provide oversight and manage all Groups and Teams within the Finance and Administration Area.  Duties will be conducted in collaboration with the Logistics, Planning Intelligence, and Operation Chiefs under the direction of the Site Commander.

Location Assigned: _______________________________________________________

 

	Immediate Actions:

	Task
	Completed
	Time 

	Review Job Action Sheet
	 
	 

	Review all Finance/Administration Section Job Action Sheets
	 
	 

	Review “Common Responsibilities” 
	 
	 

	Review “Common Responsibilities for Leaders, Directors & Supervisors”
	 
	 

	Upon arrival, check-in at the staging location
	
	

	Meet with staff to assure understanding of their Job Action Sheets
	 
	 

	Facilitate the accomplishment of Section task
	 
	 

	Notify all Command Staff when Section is fully operational
	 
	 

	Review IAP and provide input to the Planning Chief
	 
	 

	Ensure that all obligation documents initiated at the incident are properly prepared and completed
	 
	 

	Manage all financial aspects of incident
	 
	 

	Provide financial and cost analysis information as requested
	 
	 

	Gather pertinent information from briefings with responsible agencies
	 
	 

	Develop an operation plan for Finance/Administration Section
	 
	 

	Determine the need to set up and operate an incident commissary
	 
	 

	Ensure that all personnel time records are accurately completed 
	 
	 

	Brief agency administrative personnel on all incident-related financial issues needing attention or follow-up prior to leaving incident
	 
	 

	Maintain Unit/Activity log (ICS 214)
	 
	 


 

JOB ACTION SHEET
TIME UNIT LEADER
 

Position assigned to: Finance/Administration Section

 

You Report to: _____________________________, Finance/Administration Chief. 

 

Qualifications: 
Required Training



Required vaccine/prophylaxis/treatment



Assigned by the Finance/Administration Chief 




 

Mission:
To collect and maintain documentation of arrival and departure times of all resources to include supplies, equipment and personnel. Ability to record events in real time and document action(s) that are occurring or have occurred.   

 

Location Assigned: _______________________________________________________

 

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	 
	 

	Review “Common Responsibilities” 
	 
	 

	Review “Common Responsibilities for Chiefs, Directors Supervisors, & Leaders”
	 
	 

	Upon arrival, check-in at the staging location
	
	

	Establish Time Unit objectives
	 
	 

	Determine resource needs
	 
	 

	Contact appropriate agency personnel/representatives 
	 
	 

	Submit cost estimate data to the Cost Unit, as required
	 
	 

	Determine incident requirements for time recording function
	 
	 

	Maintain records security
	 
	 

	Brief the Finance/Admin Section Chief on current problems, recommendations on outstanding issues and follow-up needs
	 
	 

	Record events as they take place in real time. 
	 
	 

	Maintain documentation when personnel arrive to work Incident.  
	 
	 

	Maintain documentation when personnel leave work Incident.  
	 
	 

	Maintain documentation of arrival times for supplies, equipment and personnel. 
	 
	 

	Maintain Unit/Activity log (ICS 214)
	 
	 

	Ensure all records are current and complete prior to site closure
	 
	 

	 
	 
	 

	 
	 
	 


 

 

 

JOB ACTION SHEET
COST UNIT LEADER
 

Position assigned to: Finance/Administration Section

 

You Report to: __________________________________, Finance/Administration Chief

 

Qualifications:

Finance, accounting, or cost analysis experience preferred. 

Required Training



Required vaccine/prophylaxis/treatment



Assigned by the Finance/Administration Chief 




 

Mission:
To assure purchases are made and tracked for the operation of the MIPS.   

 

 

Location Assigned: _______________________________________________________

 

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	 
	 

	Review “Common Responsibilities” 
	 
	 

	Review “Common Responsibilities for Leaders, Directors & Supervisors”
	 
	 

	Establish Cost Unit objectives
	 
	 

	Upon arrival, check-in at the staging location
	
	

	Obtain a briefing from the Finance/Admin Section Chief
	 
	 

	Collect and record all cost data
	 
	 

	Develop incident cost summaries
	 
	 

	Provide cost analysis for the incident
	 
	 

	Identify all equipment and personnel that will be required to be reimbursed
	 
	 

	Make cost-saving recommendations to the Finance/Admin Section Chief
	 
	 

	Analyze and prepare estimates of incident cost
	 
	 

	Provide information to Finance/Admin Chief to relay to Planning Section
	 
	 

	Maintain Unit/Activity log (ICS 214)
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


 

 

 

 

 

JOB ACTION SHEET
PROCUREMENT UNIT LEADER 

Position assigned to: Finance/Administration Section

 

You Report to: __________________________________, Finance/Administration Chief

 

Qualifications:

Finance or accounting experience preferred. 

Required Training



Required vaccine/prophylaxis/treatment



Assigned by the Finance/Administration Chief 




 

Mission:
Administer all financial matters pertaining to vendor contracts.

 

 

Location Assigned: _______________________________________________________

 

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	 
	 

	Review “Common Responsibilities” 
	 
	 

	Review “Common Responsibilities for Leaders, Directors & Supervisors”
	 
	 

	Establish Procurement Unit objectives
	 
	 

	Obtain a briefing from the Finance/Admin Section Chief
	 
	 

	Administer all financial matters pertaining to vendor contracts
	 
	 

	Work closely with local cost authorities
	 
	 

	Prepare and sign equipment rental agreements
	 
	 

	Process all administrative requirements associated with equipment rental and supply contracts
	 
	 

	Brief Finance/Administration Section Chief on current problems and make recommendations on outstanding issues and follow-up needs
	 
	 

	Ensure all records are current, accurate and complete prior to site closure
	 
	 

	Maintain Unit/Activity log (ICS 214)
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


 

JOB ACTION SHEET

COMPENSATION/CLAIM UNIT LEADER

Position assigned to: Finance/Administration Section

 

You Report to: __________________________________, Finance/Administration Chief

 

Qualifications:

Compensation/claims experience preferred. 

Required Training



Required vaccine/prophylaxis/treatment



Assigned by the Finance/Administration Chief 




 

Mission:
Handle injury compensation claims.

 

 

Location Assigned: _______________________________________________________

 

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	 
	 

	Review “Common Responsibilities” 
	 
	 

	Review “Common Responsibilities for Leaders, Directors & Supervisors”
	 
	 

	Establish Compensation/Claim Unit objectives
	 
	 

	Obtain a briefing from the Finance/Admin Section Chief
	 
	 

	Ensure that all forms required by worker compensation programs and local agencies are completed
	 
	 

	Maintain files on injuries and illnesses of personnel associated with the event
	 
	 

	Brief Finance/Administration Section Chief on current problems and make recommendations on outstanding issues and follow-up needs
	 
	 

	Ensure all witness statements are obtained in writing
	 
	 

	Maintain Unit/Activity log (ICS 214)
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


 

 

 

PLANNING SECTION

	IV. Planning Chief

	A. Technical Specialists Unit, Leader

	B. Documentation Unit, Leader

	C. Resource Unit, Leader


JOB ACTION SHEET

PLANNING CHIEF

Position assigned to: General Staff

You Report to: __________________________________, Site Commander

Qualifications:  
Planning experience preferred




Required Training




Required Vaccine/prophylaxis/treatment







Assigned by Site Commander

Mission:
To provide planning for MIPS. 

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors Supervisors, & Leaders”
	
	

	Upon arrival, check-in at the staging location
	
	

	Assure the Incident Action Plan (IAP) is created and reviewed (ICS Form 202)
	
	

	Assist in the solicitation of personnel to staff clinics. 
	
	

	Provide input to the Site Commander and the Operations Section Chief
	
	

	Establish a reporting and information schedule within the IAP
	
	

	Identify specialized resources to support the incident
	
	

	Establish technical specialist list
	
	

	Establish alternative strategies
	
	

	Establish a schedule for predictions in collaboration with the Site Commander
	
	

	Complete and display the Incident Status Summary  (ICS Form 209)
	
	

	Brief General Staff of significant changes in a timely manner
	
	

	Maintain section records in an orderly manner
	
	

	Assure that the Planning Section Units are aware of the correct distribution and routing of incident information
	
	

	Incorporate plans (Traffic, Medical, Communications, Site Safety) into IAP
	
	

	Establish special information collection activities as needed (weather)
	
	

	Chair planning meetings and participate in other meetings as required
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET
TECHNICAL SPECIALISTS UNIT LEADER

Position assigned to: Planning

You Report to: _________________________________, Planning Chief

Qualifications:  
Technical experience based on incident preferred




Required Training




Required Vaccine/prophylaxis/treatment




Assigned by Planning Chief

Mission:
Provide Technical Specialist activities needed for MIPS operation focusing on power, telephone, public works and private contractors.  

Location Assigned: _______________________________________________________

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Upon arrival, check-in at the staging location
	
	

	Review “Common Responsibilities for Chiefs, Directors Supervisors, & Leaders”
	
	

	Identify contacts for Public Works, Telephone, Power, and private contractors.
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET
DOCUMENTATION UNIT LEADER

Position assigned to: Planning

You Report to: __________________________________, Planning Chief

Qualifications:  
Familiar with documentation needs and methodology




Required Vaccine/prophylaxis/treatment




Assigned by Planning Chief

Mission:
Collect, evaluate, process, and disseminate information needed for the incident.

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors & Leaders”
	
	

	Upon arrival, check-in at the staging location
	
	

	Maintain accurate and complete incident files
	
	

	Maintain files and working space in orderly manner
	
	

	Notify the Planning Section Chief of documentation problems
	
	

	Provide duplication services to incident personnel
	
	

	Assure adequate forms are on hand for incident operation (ICS Forms 202, 203, 204, 207, 208, 209, 214……..)
	
	

	Report errors and omissions to appropriate Section Chiefs
	
	

	Maintain an Activity Log (ICS 214)
	
	

	Provide status reports as requested
	
	


JOB ACTION SHEET
RESOURCE UNIT LEADER

Position assigned to: Planning

You Report to: __________________________________, Planning Chief

Qualifications:  
Familiar with local resources




Required Vaccine/prophylaxis/treatment




Assigned by Planning Chief

Mission:
To identify, obtain, and track the availability and use of resources.

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors & Leaders”
	
	

	Upon arrival, check-in at the staging location
	
	

	Establish an Incident Situation Display chart
	
	

	Establish master roster of all resources checked in at the incident
	
	

	Establish the ICS Forms: Organizational Assignment List, 203; Division Assignment List, 204; ______________, 207
	
	

	Assign resources and categorize by capability and capacity across disciplines
	
	

	Track “as is” status:
	
	

	          Assigned resources
	
	

	          Available resources
	
	

	          Out of service
	
	

	          Change in status
	
	

	Provide status reports as requested
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	
	
	

	
	
	


LOGISTICS 

	 

	V. Logistics Chief

	A. Support Branch, Director

	  1. Ground Support Division, Director

	   a. Mobile Team Transportation, Sup.

	   b. Traffic Control, Supervisor

	   c. Fuels, Supervisor

	 2. Supply Division, Director

	   a. Strat.Nat.Stockpile (SNS), Supervisor

	   b. Shipping and Receiving, Supervisor

	   c. Non Clinical Supply, Supervisor

	 3. Facilities Division, Director

	4.  Security Division, Supervisor

	B. Service Branch Director

	 1. Communications Division, Director

	   a. Information Tech, Supervisor

	   b.  Information Services, Supervisor

	        1). Data Entry

	 2. Staff-Public Support Division Director

	  a. Volunteer Coordinator, Supervisor

	  b. Non Governmental Orgs., Supervisor

	  c. Food, Supervisor

	


JOB ACTION SHEET

LOGISTICS CHIEF 

Position assigned to: General Staff

You Report to: __________________________________, Site Commander

Qualifications:  
Non-Medical

Supply or Procurement experience preferred




Required Training




Required Vaccine/prophylaxis/treatment.




Assigned by Site Commander

Mission:
To obtain all needed materials and supplies for the MIPS locations through previously identified sources within the community.  

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors Supervisors, and Leaders”
	
	

	Notify Resource Unit Leader, Planning, of activated units, names and location of assigned personnel
	
	

	Provide input to Communications, Traffic, and Medical plan
	
	

	Estimate Section needs in relation to the Incident Action Plan (IAP)
	
	

	Prepare Service and Support Branch sections for the IAP 
	
	

	Review the IAP and estimate Section needs for next operational period
	
	

	Survey community organizations to see what resources are available
	
	

	Obtain a completed Clinic Personnel Information form from interested parties
	
	

	Coordinate and process request for additional resources
	
	

	Oversee all logistics operations during an actual event
	
	

	Make arrangements for delivery of supplies and forms to clinic Incidents during an actual event
	
	

	Ensure the general safety and welfare of Logistics personnel
	
	

	Oversee development & implementation of demobilization plan
	
	

	Maintain an Activity Log (ICS Form 214)
	
	


JOB ACTION SHEET
SUPPORT BRANCH DIRECTOR

Position assigned to: Logistics

You Report to: __________________________________, Logistics Chief

Qualifications:  
Experience in logistics, support services




Required Vaccine/prophylaxis/treatment.




Assigned by Logistics Chief


Mission:  
Responsible to develop and implement logistics plans of Incident Action Plan and supervise the Ground Support, Supply, and Facilities Divisions.

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors, and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Coordinate activities with Service Branch
	
	

	Communicate problems and issues to Logistics Service Chief
	
	

	Assure work materials are available for Branch
	
	

	Prepare initial organization and assignments for support operations
	
	

	Assemble and brief Support personnel 
	
	

	Maintain surveillance of assigned units work progress and inform the Logistics Service Chief
	
	

	Resolve problems associated with request from the Operations Service
	
	

	Determine initial support operations in coordination with Logistics Section Chief
	
	

	Identify personnel and their work locations
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Oversee demobilization of Support Branch
	
	

	
	
	

	
	
	


 JOB ACTION SHEET

GROUND SUPPORT DIVISION SUPERVISOR
Position assigned to: Logistics

You Report to: __________________________________, Support Branch Director

Qualifications:  
Experienced management, safety, transportation and/or logistics




Required Vaccine/prophylaxis/treatment.




Assigned by Support Branch Director

Mission:  

To supervise Mobile Transportation, Traffic Control and Fuels

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Maintain an Activity Log (CIS Form 214)
	
	

	Coordinate Traffic Plan with Planning Section
	
	

	Maintain inventory of support and transportation vehicles (ICS Form 218)
	
	

	Communicate operational issues with Support Branch Director
	
	

	Get reports from Mobile Transportation Supervisor, Traffic Control Supervisor and Fuels Supervisor at least every shift, prn
	
	

	Report needs and/or problems to Logistics Chief
	
	

	Full report to Logistics Chief at least once per shift and when requested
	
	

	Participate in Support Branch, Logistics Section planning activities
	
	

	Notify the Resource Unit of all status changes on support and transportation vehicles.
	
	

	Arrange for and activate fueling, maintenance, and repair of ground resources
	
	

	Maintain incident roads
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET
MOBILE DISTRIBUTION TEAM UNIT LEADER

Position assigned to: Logistics

You Report to: _____________________________, Ground Support Division Supervisor

Qualifications:  
Experience in transportation, management and/or logistics





Required Vaccine/prophylaxis/treatment.




Assigned by Ground Support Division Supervisor

Mission:  
To supervise transportation needs and efforts for Mobile Distribution Team

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Ensure that Mobile Distribution Team is traveling in a reliable vehicle (as much as possible)
	
	

	Provide Mobile Distribution Teams with instructions on fueling and directions to pre-designated location
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Check communication equipment with Ground Support Division Supervisor
	
	

	Check in with Ground Support Division Supervisor on a regular basis to ensure safety of team members
	
	

	Report to Ground Support Division Supervisor upon return
	
	


JOB ACTION SHEET
TRAFFIC CONTROL UNIT LEADER

Position assigned to: Logistics Section

You Report to: _____________________________, Ground Support Division Supervisor

Qualifications:  
Traffic Control/Flow Experience



Uniformed Law Enforcement or Security experience preferred



Required Training



Required vaccine/prophylaxis/treatment



Assigned by Ground Support Division Supervisor

Mission:
Oversees, directs and coordinates the traffic flow of all resources and clients to/from MIPS locations

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Ensure that vehicle traffic flows smoothly in and through the MIPS. 
	
	

	Ensure that all resources are directed expeditiously to the appropriate location. 
	
	

	Provides alternate routes for disabled vehicles or vehicles needing to leave the area quickly. 
	
	

	Ensure client/staff are directed to appropriate parking facilities 
	
	

	Brief Ground Support Division Supervisor of any changes made to traffic plan
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET
FUELS UNIT LEADER

Position assigned to: Logistics Section

You Report to: __________________________________, Ground Support Division Supervisor

Qualifications:  
Fuel Management Experience



Uniformed Law Enforcement or Security experience preferred



Required Training



Required vaccine/prophylaxis/treatment



Assigned by Ground Support Division Supervisor


Mission:
Oversees, directs anticipates and coordinates the appropriate fuel needs for all equipment resources to the MIPS. 

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Identify different fuel needs for vehicles involved in MIPS. 
	
	

	Anticipates all fuel needs for 72 hours out.
	
	

	Identifies fuel needs for on site equipment (generator, etc). 
	
	

	Coordinates with Transportation supervisor to insure vehicles and equipment are fueled in a timely manner. 
	
	

	Insures all fueling is conducted in a safe manner. 
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

SUPPLY DIVISION SUPERVISOR
Position assigned to: Logistics, Supply Division

You Report to: __________________________________, Support Branch Director

Qualifications:  
Non – Medical




Required Training

Required Vaccine/prophylaxis/treatment.


Assigned by Support Branch Director

Mission:
Maintain appropriate supplies and provide accountability and security of supplies.  

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan on operation of Supply Division (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Determine the type and amount of supplies needed to sustain incident
	
	

	Assure that all security needs are in place
	
	

	Maintain inventory of supplies and equipment
	
	

	Coordinate with Finance Section on contracts and other resources
	
	

	Brief SNS, Shipping/Receiving, and Non-Clinical Supervisors
	
	

	Participate in Logistics Section, Support Branch planning activities
	
	

	Determine type and amount of supplies en route
	
	

	Develop and implement safety and security requirements
	
	

	Receive and respond to request for personnel, supplies and equiptment
	
	

	Oversees all supply needs
	
	

	Orders supplies through established supply requisition procedure
	
	

	Supplies stations with needed equipment, supplies, forms, etc. 
	
	

	Assist and coordinate demobilization unit plan as event dictates
	
	


JOB ACTION SHEET
SNS RECEIVING/DISTRIBUTION SUPERVISOR
Position assigned to: Logistics

You Report to: __________________________________, Supply Division Director

Qualifications:       
Trained in SNS material handling




Required Vaccine/prophylaxis/treatment




Assigned by Supply Division Director

Mission:                 
To receive, distribute and inventory SNS medical supplies at the local level.
 

Location Assigned: _______________________________________________________

	
	Completed
	Time

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	 Attend briefing with Supply Division Director
	
	

	*Briefing should give estimated time of arrival of SNS assets from state to you
	
	

	*Briefing should give truck drop off location at your particular Incident
	
	

	 Familiarize self with all equipment, supplies and paperwork dealing with SNS
	
	

	*Inventory Log should be available on disk or hardcopy (Excel)
	
	

	 *Inventory dressings (bandages and tape) that are on Incident
	
	

	 Assist with set-up of clinic tables, chairs, signs etc.  (before SNS assets arrive)
	
	

	 Receive and sign for SNS assets delivered by state (be sure to write down time of arrival)
	
	

	 *Notify Director of receipt and give him bill of lading from truck driver
	
	

	 Inventory SNS supplies received (each pallet comes with a list of drugs included on that pallet)
	
	

	 Start each distributor with supply of medication (amount to be determined by incident)
	
	

	 Update inventory log as supplies are distributed, (be sure to include initial distribution)
	
	

	 Check each distribution station hourly or sooner based on crowd size & re-supply as needed
	
	

	 *Ensure medication not being used at the time stays at required storage temperature
	
	

	 *Notify your Director of inventory levels hourly or sooner if supplies are drastically reduced
	
	


*Tasks with asterisks may rely on information being disseminated from the Director.

JOB ACTION SHEET

SHIPPING/RECEIVING UNIT LEADER

Position assigned to: Logistics

You Report to: __________________________________, Supply Division Supervisor

Qualifications:

Experience in resource management  


Non-medical








Required Vaccination/prophylaxis/treatment




Assigned by Supply Division Supervisor

Mission:  
To Receive/Distribute Inventory of all Non-Strategic National Stockpile supplies
 

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Receive and sign for non-SNS inventory/supplies
	
	

	Notify Director of receipt of supplies
	
	

	Maintain log of all supplies received/distributed
	
	

	Receive/Prepare supplies for distribution 
	
	

	Report to Supply Division Supervisor when non-medical supplies pre-designated levels
	
	

	Give regular situation status reports to Supply Division Supervisor
	
	

	Demobilize as directed by Supply Division Supervisor
	
	

	
	
	


JOB ACTION SHEET
FACILITIES DIVISION SUPERVISOR

Position assigned to: Logistics

You Report to: __________________________________, Support Branch Director

Qualifications:  
Familiar with facilities management





Required Training


             
Vaccination/prophylaxis/treatment





Assigned by Support Branch Director

Mission: 
To provide a safe, secure, and well maintained facility

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Provide input into the IAP
	
	

	Provide prints of facility layout
	
	

	Establish Security plan with Security/Intelligence Supervisor
	
	

	Provide maintenance for lighting, sanitation, and clean-up
	
	

	Provide adequate personnel to operate facilities
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

SECURITY DIVISION SUPERVISOR

Position assigned to: 
Logistics, Support Branch

You Report to: _____________________________, Support Branch Division Supervisor

Qualifications:  
Law Enforcement or security background preferred.




Required Training




Required Vaccine/prophylaxis/treatment.




Assigned by the Support Branch Division Supervisor

Mission:
Provide overall security for MIPS locations assure communications are maintained with County Administrator and Local EOC.  

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review Common Responsibilities
	
	

	Review Common Responsibilities for Chiefs, Directors, Supervisors & Leaders
	
	

	Maintain security of clinic supply storage Incident. 
	
	

	Maintain security within clinic.
	
	

	Maintain perimeter security outside clinic.
	
	

	Arrange for medication security during transport from receiving to POD. 
	
	

	Clearly communicate with Command and General Staff
	
	

	Establish immediate priorities, especially safety of MIPS staff, other emergency workers, bystanders, and anyone else
	
	

	Responsible for all security and intelligence at POD throughout duration of incident
	
	

	Make determination to add additional functions dependent upon size and complexity of incident
	
	

	
	
	


JOB ACTION SHEET

SERVICE BRANCH DIRECTOR

Position assigned to: Logistics

You Report to: __________________________________, Logistics Chief

Qualifications:  
Non-medical

Good organizational and management skills




Required Training




Required Vaccine/prophylaxis/treatment




Assigned by Logistics Chief

Mission:
Manage all services activities at the incident site.  Supervise Communications and Staff/Public Support Supervisors. 

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Coordinate with Support Branch
	
	

	Communicate immediately with Logistics Service Chief when problems arise
	
	

	Participate in planning meetings of Logistics Section Personnel
	
	

	Determine the level of service required to support operations
	
	

	Obtain materials needed
	
	

	Coordinate activities of Branch Units                              
	
	

	Oversee demobilization of Service Branch
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

COMMUNICATIONS UNIT LEADER

Position assigned to: Logistics

You Report to: __________________________________, Service Branch Director

Qualifications:  
Non-medical

Good organizational and management skills

Thorough communications experience 


Required Training

Required Vaccine/prophylaxis/treatment.


Assigned by Service Branch Director

Mission:
Develop plan for communication, installing and testing equipment, distribution of equipment, and maintenance and repair of equipment.  Supervise Information Technologist and Information Service Supervisors.  

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Establish communication needs of incident
	
	

	Establish Radio Communications Plan (ICS205)
	
	

	Establish outgoing/incoming message center
	
	

	Establish back-up communications and public address system
	
	

	Create inventory control for equipment
	
	

	Anticipate personnel needs and assist as necessary.
	
	

	Obtain necessary supplies from Supply manager.
	
	

	Establish appropriate communication distribution/maintenance locations
	
	

	Maintain records on all communication equipment 
	
	

	Ensure equipment is tested and repaired
	
	

	Recover equipment upon demobilization
	
	

	Oversee demobilization of Communications Unit
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

INFORMATION TECHNOLOGY SERVICES UNIT LEADER

Position assigned to: Logistics

You Report to: __________________________________, Service Branch Director

Qualifications:  
IT Management Experience



Familiarity with computer equipment being used at MIPS



Required Training



Required vaccine/prophylaxis/treatment



Assigned by Service Branch Director

Mission:
Oversees, directs, anticipates and coordinates the appropriate IT needs for all technology used at the MIPS. 

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Oversees all computer functions within the MIPS.
	
	

	Ability to make on the spot corrections on basic computer operations.
	
	

	Identifies the computer needs for MIPS. 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

INFORMATION SERVICES UNIT LEADER
Position assigned to: Logistics, Communications Division

You Report to: __________________________________, Service Branch Director

Qualifications:  
Knowledge of audio/visual equipment operation and troubleshooting




Knowledge of computer hardware, software and troubleshooting




Required Training

Required Vaccine/prophylaxis/treatment.

Assigned by Service Branch Director

Mission:
To insure that all data collection is conducted accordingly and that all technical information services are operating correctly.  

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Assist data entry staff with computer problems.
	
	

	Assist with electronic equipment maintenance needs.
	
	

	Assist with other information technology requirements.
	
	

	Ensure computers are secured and shut down properly when not in use. 
	
	

	
	
	

	                                          
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

DATA ENTRY UNIT LEADER
Position assigned to: Logistics, Communications Division 

You Report to: __________________________________, Service Branch Director

Qualifications:  
Non-Medical 




Data entry experience preferred



Required Training




Required Vaccine/prophylaxis/treatment.




Assigned by Service Branch Director

Mission:
To provide data entry to the Mass Immunization/Prophylaxis Incident.  

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors, and Leaders”
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	                                          
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

VOLUNTEER COORDINATOR UNIT LEADER


Position assigned to: Logistics

You Report to: __________________________________, Service Branch Director

Qualifications:  
May be Non – Medical




Required Training




Required Vaccine/prophylaxis/treatment.




Assigned by Service Branch Director

Mission:
To coordinate volunteers within the community to assist with tasks in and around the MIPS  

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Establish and maintain a list of volunteers and what their specific abilities are. 
	
	

	Maintain a list of locations that volunteers can be solicited from:  

         Consider:  Churches, large corporations, Red Cross, Salvation Army, senior citizens, CERT members, etc. 
	
	

	Provide identification to all volunteers.
	
	

	Insure that some type of credentialing is obtained for all volunteers.
	
	

	Insure all volunteers are briefed on confidentiality issues.
	
	

	Insure all volunteers receive appropriate training for the task they will be conducting. 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET
NON-GOVERNMENTAL ORGANIZATION SUPERVISOR

Position assigned to: Logistics

You Report to: __________________________________, Logistics Chief

Qualifications: 
Non-Medical

                        
Required Training




Required vaccination/prophylaxis/treatment 





Assigned by Logistics Chief

Mission:  
Assist with coordination and direction of non-governmental organization support functions.
 

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Act as liaison between non-governmental support organizations and logistics chief
	
	

	Maintain a resource list of non-governmental support organizations
	
	

	Provide orientation/education to non-governmental support organizations regarding clinical operations as needed
	
	

	Oversee support functions from non-governmental support organizations
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET
FOOD SUPERVISOR

Position assigned to: Logistics

You Report to: ______________________________, Staff/Public Support Division Supervisor

Qualifications:  
Working knowledge of appropriate food preparation




Working knowledge of food safety procedures




Working knowledge of proper cooking temperatures




Working knowledge of proper sanitation procedures




Required Training




Required vaccination/prophylaxis/treatment 





Assigned by Staff/Public Support Division Supervisor

Mission: 
To fulfill the nutrition/hydration needs for the entire incident, including remote locations and mobile teams.

Location Assigned: _______________________________________________________

	

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Determine supply needs and obtain supplies (food, water, and preparation equipment)
	
	

	Ensure balanced menus are provided
	
	

	Maintain inventory
	
	

	- Assure health/safety measures for all food

. Monitor sanitation of subordinates (hand washing techniques)

. Supervise proper food preparation following approved safety procedures

. Monitor food holding temperatures

. Monitor proper washing techniques for containers/utensils
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	VI.  Operations Chief

	 A.  Staging Manager

	 B.  Clinic Branch Director

	  1. Triage Group Supervisor

	     a. Patient Triage

	     b. Physician Evaluators

	     c. Form Distribution

	     d. Translator

	  2. Counseling, Consent, and Contacts Group Supervisor

	     a. Medical Counselor

	     b. Physician Counselor

	     c.  Contact Investigator

	  3. Vaccination Group Supervisor

	     a. Vaccinator

	     b. Vaccination Assistant

	    c. Vaccine/Medication Preparation

	  4.  Float Staff Division, Leader

	B Mobile Teams Branch, Director

	  1. Mobile Strike Team Supervisor

	    a. Vaccinator

	    b. Vaccination Assistant

	D. Education/Mental Health Branch Dir.

	  1. Education Group Supervisor

	     a. Audio Visual Operator

	     b. Medical Educator

	  2. Exit Review Group Supervisor

	  3. Mental Health Supervisor

	     a. Mental Health Provider


OPERATIONS

JOB ACTION SHEET
OPERATIONS CHIEF
Position assigned to: Operations

You report to: __________________________________, Site Commander

Qualifications:

Clinic Operations Experience



Required Training



Required Vaccine/prophylaxis/treatment



Assigned by the Site Commander


Mission:
To provide oversight and manage all Groups and Teams within the Operations Area.  Duties will be conducted in collaboration with the Logistics, Planning, and Financial Chiefs under the direction of the Site Commander.

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Date/Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Receive briefing from Incident Commander
	
	

	Ensure knowledge of mission and plan of operations
	
	

	Review Mass Prophylaxis Planning Guide
	
	

	Confirm activation of your subordinates, and assign or greet them as they arrive:

· Task Force Director

· Clinical Branch Director

· Education/Mental Health Branch Director 

· Staging Manager
	
	

	Meet with subordinates:

1. Establish chain of command and performance expectations:

· Subordinates report ONLY to you

· Subordinates work with other staff as assigned by you, but they DO NOT take instructions from or provide information to anyone other than you (or a Safety Officer if regarding a safety issue)

· Any questions, problems, or incidents should be reported to you, NOT to anyone else.

· It is important that they DO NOT MAKE DECISIONS on their own, other than provided for in their Job Action Sheet.  This ensures critical consistency with respect to performance and information at the site

2.  Ensure that they are personally prepared, self-sufficient and adequately equipped to perform their assignments
	
	


JOB ACTION SHEET
OPERATIONS CHIEF CON’T

	Immediate Actions:

	Task
	Completed
	Date/Time 

	Prepare a briefing statement, to be given to staff members at scheduled briefing(s):

· Operational overview

· Stations/patient flow
	
	

	Develop on-site staff assignments and work schedule
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Participates in the development of the IAP 
	
	

	Reports information on special activities, events and occurrences to the Incident Commander
	
	

	Brief and assign personnel in accordance with the IAP
	
	

	Request needed resources from Support Branch
	
	

	Coordinating activities with Planning, Logistics, and Finance
	
	

	Oversee all operations during an actual event, and demobilization after event
	
	


JOB ACTION SHEET

STAGING MANAGER

Position assigned to: Operations 

You Report to: __________________________________, Operations Chief

Qualifications:  
Required Training



Required Vaccine/prophylaxis/treatment




Assigned by the Operations Chief

Mission:
Directs individuals, groups, and materials to appropriate locations for clinic operations.  Duties will be conducted in collaboration with Logistics, under the direction of the Operations Chief.

Location Assigned: _____________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Establish and maintain staging area
	
	

	
	
	

	Establish check-in site
	
	

	Request logistical support for personnel and equipment (food, equipment, sanitation, security)
	
	

	Obtain and issue receipts for radio equipment and other supplies distributed and received from the Staging Area
	
	

	Determine needed supplies for Operations
	
	

	Receive incoming resources of supplies, equipment and personnel
	
	

	Direct all arriving resources to appropriate stations
	
	

	Document the arrival of all resources and their assignments or destinations
	
	

	Evaluate incoming resources as needed
	
	

	
	
	

	
	
	


JOB ACTION SHEET

EMS/FIRST AID Branch Director

Position assigned to: Operations, E.M.S./First Aid

You Report to: __________________________________, Operations Chief

Qualifications:  
MD, RN, DO, EMT or Paramedic




Current CPR Certification




Required Training




Required Vaccine/prophylaxis/treatment




Assigned by the Operations Chief.

Mission:
To provide EMS and first aid coverage for the MIPS locations including transport and anaphylaxis response.  

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Upon arrival, check-in at the staging location
	
	

	Provide first aid for participants and clinic personnel within the scope of licensure. 
	
	

	Manage anaphylaxis, fainting and seizure emergencies per protocol.
	
	

	Maintain a record of emergency care given. 
	
	

	Use universal precautions to prevent exposure to blood borne pathogens. 
	
	

	Refer to appropriate follow-up assessment or treatment if necessary.
	
	

	Call 911 if emergency transport is necessary.
	
	

	Notify Supply Division of all supply needs well in advance. 
	
	

	Complete an incident report for clients who have an anaphylactic reaction.  The written report should be completed at the time of the occurrence and received by the Operations Chief within 8 hours and forwarded to Documentation Unit
	
	


JOB ACTION SHEET

CLINIC BRANCH DIRECTOR

Position assigned to: Operations, Clinic Branch

You Report to: __________________________________, Operations Chief

Qualifications: 
Medical Licensure (MD, DO, RN, RPH)



Health Department personnel preferred



Required Training



Required vaccine/prophylaxis/treatment



Assigned by Operations Chief


Mission:
Directs and coordinates the activities of the Initial Screening, Counseling, Pharmacy, Dispensing and Float Staff within individuals, groups, and materials to appropriate locations for clinic operations.  Duties will be conducted in collaboration with Logistics, under the direction of the Operations Chief.

Location Assigned:  _____________________________________________________

	Immediate Actions:

	Task
	Completed
	Date/Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Attend planning meetings at the request of the Operation Section Chief (OPS)
	
	

	Develop with subordinates alternatives for Branch control operations
	
	

	Review Division/Group Assignment List (ICS 204) for Groups within Branch. Modify list based on effectiveness of current operations.
	
	

	Assign specific work task to Group Supervisors
	
	

	Supervise Branch operations
	
	

	Resolve logistic problems reported by subordinates
	
	

	Report to OPS when: the IAP is to be modified; additional resources are needed; surplus resources are available; or hazardous situations or significant events occur
	
	

	Maintain JIT training log utilizing (ICS form 211)
	
	

	Review storage and handling instructions for the vaccine/medications being used with the staff before the beginning of each shift.
	
	

	Oversee all clinic functions/problem solving. 
	
	

	Ensure all clinic staff members complete training process specific for their job.
	
	

	Insure that Incident Reports are being filled out as necessary for injuries or loss/damage to property.
	
	

	Insure emergency numbers are posted in appropriate/visible locations.                                                  
	
	

	Communicate long wait lines or pertinent information to Operations Chief.
	
	


JOB ACTION SHEET

INITIAL SCREENING GROUP SUPERVISOR

Position assigned to: Operations, Clinic Branch

You Report to: __________________________________, Clinic Branch Director

Qualifications:

Leadership skills




Non-Medical or Medical 




Required Training




Required vaccine/prophylaxis/treatment




Assigned by Clinic Branch Director

Mission:
Assure the operation of Station 1, which includes screening and evaluation of the ill, form distribution, and translation services.

Supervises:
Patient Screener; Medical Evaluator; Form Distribution; Translator; Contact Investigator

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Brief staff on IAP and implement the IAP for Group 
	
	

	Review Group assignments and incident activities with subordinates and assign task
	
	

	Ensure that the Clinic Branch Director is advised of all changes in the status of resources assigned to the Group
	
	

	Coordinate activities with adjacent Groups
	
	

	Submit situation and resources status information to the Branch Director
	
	

	Report hazardous situations, special occurrences, or significant events to Branch Director
	
	

	Ensure personnel get to and from assignments
	
	

	Resolve logistics problems with the Group
	
	

	Participate in the development of Branch plans for the next operational period                 
	
	

	Review the Screening guidelines for the current incident.
	
	

	Assure that all staff are aware of Screening guidelines for current incident.
	
	

	Facilitate the operation of Screening staff & traffic flow of screening area
	
	

	Communicate within the ICS structure needs for operation of the Screening area.
	
	

	
	
	


JOB ACTION SHEET

INITIAL PATIENT SCREENING 

Position assigned to: Operations, Clinic Branch

You Report to: ______________________________, Initial Screening Group Supervisor

Qualifications:  
Non Medical or Medical




Required Training




Required vaccine/prophylaxis/treatment




Assigned by Initial Screening Group Supervisor

Mission:
To greet all persons and identify those persons who may be ill and in need of further evaluation using established screening tools.  Direct clients to the Medical Evaluators for evaluation.

Location Assigned:  ______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors, and Leaders”
	
	

	Direct ill participants to appropriate evaluation facility.
	
	

	Direct all others to Forms Distribution.
	
	

	Issue masks to clients reporting illness
	
	

	
	
	

	                                                  
	
	

	
	
	

	                                          
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

MEDICAL EVALUATOR 

Position assigned to: Operations, Clinic Branch

You Report to: ______________________________, Initial Screening Group Supervisor

Qualifications:  
Licensed Physician, Nurse, or PA




Required Training




Required vaccine/prophylaxis/treatment




Assigned by Initial Screening Group Supervisor

Mission:
Evaluate person, screened as ill, for their need for additional evaluation or treatment

Location Assigned:  ______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors, and Leaders”
	
	

	Evaluate/examine screened ill persons
	
	

	Direct to in-patient facility or private provider as warranted
	
	

	Direct to next appropriate station
	
	

	Document all findings and referrals on required paperwork
	
	

	                                                  
	
	

	
	
	

	                                          
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

FORM DISTRIBUTOR

Position assigned to: Operations, Clinic Branch

You Report to: ______________________________, Initial Screening Group Supervisor

Qualifications:

Required Vaccine/prophylaxis/treatment




Assigned by Initial Screening Group Supervisor

Mission:
Prepare and distribute assigned information packet to persons wishing to be immunized or receive prophylaxis.

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors, and Leaders”
	
	

	Distribute forms as directed to all patients.
	
	

	Answer non-medical questions, ONLY .                   
	
	

	
	
	

	
	
	

	                                                  
	
	

	
	
	

	                                          
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

INTERPRETOR

Position assigned to: Operations, Clinic Branch

You Report to: ______________________________, Initial Screening Group Supervisor

Qualifications:

Ability to communicate in foreign language(s) or sign language.




Required Training.




Required Vaccine/prophylaxis/treatment.




Assigned by Initial Screening Group Supervisor

Mission:
To provide translation services to persons who are unable to understand English or have English as a second language.  These services are to assure that the person is able to understand medical and non-medical information related to the vaccination/medication.

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors, and Leaders”
	
	

	Translate for individuals who cannot speak English and are not accompanied by someone who can translate for them.                                                 
	
	

	Provide sign language, if applicable.
	
	

	Answer non-medical questions and provide information.                                   
	
	

	Translate for clinic staff.
	
	

	
	
	

	
	
	

	                                                  
	
	

	
	
	

	                                          
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

CONTACT INVESTIGATOR

Position assigned to: Operations, Clinic Branch

You Report to: __________________________________, Screening Group Supervisor

Qualifications:  
Epidemiologist, MD, RN, DO, LPN




Required Training in contact investigation




Required Vaccine/prophylaxis/treatment.




Assigned by Screening Group Supervisor

Mission:
To collect data from patients who may be contacts.

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review Job Action Sheet
	
	

	Review “Common Responsibilities”
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors, and Leaders”
	
	

	Using interview method, collect information on potentially infectious individuals to whom the patient may have been in contact
	
	

	Use “Contact Investigation” form
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	                                          
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

COUNSELING GROUP SUPERVISOR
Position assigned to: Operations, Clinic Branch

You Report to: __________________________________, Clinic Branch Director

Qualifications:  
RN, ARNP, DO, MD

Required Training.




Required Vaccine/prophylaxis/treatment.




Assigned by Clinic Branch Director

Supervises:

Medical Counselor

Mission: 
Ensure all patients are counseled using current information to allow them to make an informed decision.  

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Brief staff on IAP and implement the IAP for Group 
	
	

	Review Group assignments and incident activities with subordinates and assign task
	
	

	Ensure that the Incident commander and/or Resources Unit is advised of all changes in the status of resources assigned to the Group
	
	

	Coordinate activities with adjacent Groups
	
	

	Submit situation and resources status information to the Branch Director
	
	

	Report hazardous situations, special occurrences, or significant events to Branch Director
	
	

	Ensure personnel get to and from assignments
	
	

	Resolve logistics problems with the Group
	
	

	Participate in the development of Branch plans for the next operational period 
	
	

	Assure that all staff is trained using the current medication information needed for patients to provide informed consent
	
	

	Assure that all supplies, staff and equipment are available to conduct counseling.
	
	

	Assure counseling environmental conditions are conducive for counseling and as private as possible 
	
	


JOB ACTION SHEET

MEDICAL COUNSELOR 

Position assigned to: Operations, Clinic Branch

You Report to: __________________________________, Counseling Group Supervisor

Qualifications:  
MD, RN, DO, LPN




Required Training




Required Vaccine/prophylaxis/treatment.




Assigned by Counseling Group Supervisor

Mission:
Review the individuals’ medical history that may indicate a contraindication for the administration of the medication, and  

ensure all patients are counseled using current information to allow them to make an informed decision. 

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors, and Leaders”
	
	

	Review participant history for contraindications.                                                
	
	

	Highlight contraindications and record comments on the back of the Consent Signature Form
	
	

	Answer questions for informed consents.                                          
	
	

	Refer participants to appropriate station
	
	

	Direct to medication station if consent is obtained. 
	
	

	Arrange for quarantine if health authority waives deferrals due to contraindications and participant refuses to consent.                                                   
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

MEDICATION DISTRIBUTION GROUP SUPERVISOR

Position assigned to: Operations, Clinic Branch, Medication Distribution Group

You Report to: __________________________________, Clinic Branch Director

Qualifications:  
MD, RN, DO, LPN, RPH, DVM




Good Organizational skills and management experience.




Required Training




Required Vaccine/prophylaxis/treatment.




Assigned by Clinic Branch Director

Mission:
To ensure that medications are issued within guidelines by providing the group staff the knowledge, equipment and supplies to issue medications. 

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors and Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Brief staff on IAP and implement the IAP for Group 
	
	

	Review Group assignments and incident activities with subordinates and assign task
	
	

	Ensure that the Incident Commander and/or Resources Unit is advised of all changes in the status of resources assigned to the Group
	
	

	Coordinate activities with adjacent Groups
	
	

	Submit situation and resources status information to the Branch Director
	
	

	Report hazardous situations, special occurrences, or significant events to Branch Director
	
	

	Ensure personnel get to and from assignments
	
	

	Resolve logistics problems with the Group
	
	

	Participate in the development of Branch plans for the next operational period 
	
	

	Collaborate with the Clinic Branch Director to provide an appropriate number of staff needed to fulfill duties. 
	
	

	Anticipate clinic personnel needs and provide assistants as necessary.
	
	

	Maintain open communication with the Clinic Branch Director. 
	
	

	Alert Operations Chief of supply needs well in advance. 
	
	

	
	
	


JOB ACTION SHEET

MEDICATION DISTRIBUTOR 

Position assigned to: Operations, Clinic Branch, Medication Distribution Group

You Report to: ________________________, Medication Distribution Group Supervisor

Qualifications:  
MD, RN, DO, LPN, RPH, 

Persons deemed appropriate by the Commissioner of Health

Nursing Students with supervision by licensed personnel 




Required Training




Required Vaccine/prophylaxis/treatment.




Assigned by Medication Distribution Group Supervisor

Mission:
To issue medications to patients within established guidelines and procedures.  

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors, and Leaders”
	
	

	Verify that the participants are to be medicated.
	
	

	Issue medication as indicated on NAPH form.
	
	

	Record required documentation on medication label and NAPH form.
	
	

	
	
	

	
	
	

	 
	
	

	
	
	

	 
	
	

	                                          
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

MEDICATION DISTRIBUTION ASSISTANT  

Position assigned to: Operations, Clinic Branch, Medication Distribution Group

You Report to: ________________________, Medication Distribution Group Supervisor

Qualifications:  
Medical or Non-Medical




Nursing Students




Required Training




Required Vaccine/prophylaxis/treatment.




Assigned by Medication Distribution Group Supervisor

Mission:
To assist the Medication Distributor, as directed, in the preparation and issuance of the medication.  

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors, and Leaders”
	
	

	Escort individuals who are not to be medicated to appropriate personnel for exit. 
	
	

	Assist Medication Distributor in collecting all required information for Data entry and completion of all required documentation.
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



JOB ACTION SHEET

FLOAT STAFF DIVISION SUPERVISOR

Position assigned to: Operations, Clinic Branch, Float Staff Group

You Report to: __________________________________, Clinic Branch Director

Qualifications:  
Non-medical 




Required Training




Required Vaccine/prophylaxis/treatment.




Assigned by Clinic Branch Director

Mission:
Coordinate and assign individuals to work in operations.  

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors & Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Brief staff on IAP and implement the IAP for Group 
	
	

	Review Group assignments and incident activities with subordinates and assign task
	
	

	Ensure that the Incident Commander and/or Resources Unit is advised of all changes in the status of resources assigned to the Group
	
	

	Coordinate activities with adjacent Groups
	
	

	Submit situation and resources status information to the Branch Director
	
	

	Report hazardous situations, special occurrences, or significant events to Branch Director
	
	

	Ensure personnel get to and from assignments
	
	

	Resolve logistics problems with the Group
	
	

	Participate in the development of Branch plans for the next operational period                 
	
	

	Answer Telephones.
	
	

	Assist clinic personnel as needed.
	
	

	Collect forms
	
	

	Assist with handicapped and the elderly or impaired. 
	
	

	Additional duties as assigned by the Operations Chief. 
	
	

	Make rounds of clinic to provide assistance and deliver supplies as needed. 
	
	

	
	
	


JOB ACTION SHEET

PHARMACY GROUP SUPERVISOR

Position assigned to: Operations, Clinic Branch 

You Report to: __________________________________, Clinic Branch Director

Qualifications:

Licensed Pharmacist or Pharmacist Tech.




Required Training




Required Vaccine/prophylaxis/treatment.




Assigned by Clinic Branch Director

Mission:          
To supervise handling/storage/inventory/distribution of medications

Location Assigned:  _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors, and Leaders”
	
	

	Attend overall staff briefing, and receive assignment – specific briefing from the Clinic Branch Director
	
	

	Confirm and determine numbers and types of pharmacy staff available by specialty.  Assign or greet staff as they arrive.

· Pharmaceutical dispensers (pharmacists)

· Pharmaceutical assembly staff (technicians)
	
	

	Meet with your subordinates:

· Brief all pharmacy staff on set up and operations

· Establish chain of command and performance expectations

· Your subordinates are to report ONLY to you

· Subordinates work with other staff as assigned by you, but they DO NOT take instructions from or provide information to anyone other than you (or a Safety Officer if regarding a safety issue).

· Any questions, problems, or incidents should be reported to you, NOT to anyone else.

· It is important that they DO NOT MAKE DECISIONS on their own, other than provided for in their Job Action Sheet.  This ensures critical consistency with respect to performance and information at the site
	
	

	Ensure that pharmacy workstations and equipment is set up and operational
	
	

	Ensure that all pharmaceutical and other supplies are available
	
	

	Ensure that drug information sheets are available
	
	

	Assign pharmacist(s) to provide counseling where needed
	
	

	Ensure drug utilization reviews are conducted as necessary
	
	

	Ensure propersafety, handlingand storage of medication
	
	

	DEACTIVATION PHASE:

· Supervise the break down and repacking of all equipment/supplies

· Ensure the collection of all paperwork and turn in to administration

· Identify issues for the After Action Report
	
	


JOB ACTION SHEET

MOBILE TEAMS BRANCH DIRECTOR

Position assigned to: Operations, Mobile Team Branch

You Report to: __________________________________, Operations Chief

Qualifications:  
Licensed Doctor, Nurse, Pharmacist or Paramedic, preferably with




management experience.




Required Vaccine/prophylaxis/treatment.




Assigned by Operations Chief

Mission:
To assure the deployment of Strike Teams to isolated, special needs populations and institutions throughout the MIPS area.

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors & Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Attend planning meetings at the request of the Operation Section Chief (OPS)
	
	

	Develop with subordinates alternatives for Branch control operations
	
	

	Review Division/Group Assignment List (ICS 204) for Groups within Branch. Modify list based on effectiveness of current operations.
	
	

	Assign specific work task to Group Supervisors
	
	

	Supervise Branch operations
	
	

	Resolve logistic problems reported by subordinates
	
	

	Report to OPS when: the IAP is to be modified; additional resources are needed; surplus resources are available; or hazardous situations or significant events occur
	
	

	Maintain JIT training log utilizing (ICS form 211)
	
	

	Review storage and handling instructions for the medications being used with the staff before the beginning of each shift.
	
	

	Oversee all clinic functions/problem solving. 
	
	

	Ensure all clinic staff members complete training process specific for their job.
	
	

	Insure that Incident Reports are being filled out as necessary for injuries or loss/damage to property.
	
	

	Identify Strike Teams members (pre-event if possible)
	
	

	Work with Liaisons from other branches to compile client list (DOC, nursing home, special needs populations, etc…) (pre-event if possible)
	
	

	Get report from Strike Team Leaders at the end of each shift (documentation re: medications, time report, travel, supplies used, etc…)
	
	

	Manage Strike Teams per client needs (shift to other areas if needed or recruit/request more staff as needed)
	
	

	Give report to Operations Chief as requested and at least once per shift
	
	

	Instruction to Strike Team Members where refueling would occur
	
	


JOB ACTION SHEET

MOBILE STRIKE TEAM SUPERVISOR

Position assigned to: Operations, Mobile Teams

You Report to: ________________________________, Mobile Teams Branch Director

Qualifications:  
Nurse, Pharmacist or Paramedic, preferably with knowledge of the community and it’s population.




Required Vaccine/prophylaxis/treatment.




Assigned by Mobile Teams Branch Director

Mission:
Facilitate the delivery of medication, education and supplies as needed to each identified population.
 

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors & Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Brief staff on IAP and implement the IAP for Group 
	
	

	Review Group assignments and incident activities with subordinates and assign task
	
	

	Ensure that the Mobile Teams Branch Director is advised of all changes in the status of resources assigned to the Group
	
	

	Coordinate activities with adjacent Groups
	
	

	Submit situation and resources status information to the Branch Director
	
	

	Report hazardous situations, special occurrences, or significant events to Branch Director
	
	

	Ensure personnel get to and from assignments
	
	

	Resolve logistics problems with the Group
	
	

	Participate in the development of Branch plans for the next operational period 
	
	

	Identify Strike Teams members (pre-event if possible)
	
	

	Work with Liaisons from other braches to compile client list (DOC, nursing home, special needs populations, etc…) (pre-event if possible)
	
	

	Report to Mobile Team Branch Director at the end of each shift (documentation re: medications, time report, travel, supplies used, etc…)
	
	

	Assure that client needs are addressed 
	
	

	Assure adequate fuel and supplies are available for team
	
	

	Work with Director to efficiently address client list (DOC, nursing home, special needs populations, etc…)
	
	


JOB ACTION SHEET

MEDICATION DISTRIBUTOR 

Position assigned to: Operations, Mobile Teams

You Report to: _________________________________, Mobile Strike Team Supervisor

Qualifications:  
MD, RN, DO, LPN, RPH, 




Persons deemed appropriate by the Commissioner of Health

Nursing Students with supervision by licensed personnel 




Required Training




Required Vaccine/prophylaxis/treatment.




Assigned by Mobile Team Supervisor

Mission:
To issue medications to patients within established guidelines and procedures.  

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors, and Leaders”
	
	

	Verify that the participants are to be medicated.
	
	

	Issue medication indicated on NAPH form.
	
	

	Document required information on medication label and NAPH form
	
	

	 
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	                                           
	
	

	
	
	

	
	
	

	 
	
	


JOB ACTION SHEET

MEDICATION DISTRIBUTION ASSISTANT  

Position assigned to: Operations, Mobile Teams

You Report to: __________________________________, Mobile Strike Team Supervisor

Qualifications:  
Medical or Non-Medical  




Required Training




Required Vaccine/prophylaxis/treatment.




Assigned by Mobile Team Supervisor

Mission:
To assist the Medication Distributor, as directed, in the preparation and issuance of the medication.  

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors, and Leaders”
	
	

	Assist Medication Distributor in collecting all required information for Data Entry and completion of all required documentation.
	
	

	
	
	

	
	
	

	                                          
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


JOB ACTION SHEET

EDUCATION/MENTAL HEALTH BRANCH DIRECTOR
Position assigned to: Operations, Educations/Mental Health Branch

You Report to: __________________________________, Operations Chief

Qualifications:

Masters Level Mental Health Professional, preferred





Licensed Professional Counselor, preferred




Licensed Clinical Social Worker, preferred




Required Vaccine/prophylaxis/treatment




Assigned by Operations Chief

Mission:
The coordination of local, private and public, mental health agencies in the provision of mental health triage and referral.

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors & Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Attend planning meetings at the request of the Operation Section Chief (OPS)
	
	

	Develop with subordinates alternatives for Branch control operations
	
	

	Review Division/Group Assignment List (ICS 204) for Groups within Branch. Modify list based on effectiveness of current operations.
	
	

	Assign specific work task to Group Supervisors
	
	

	Supervise Branch operations
	
	

	Resolve logistic problems reported by subordinates
	
	

	Report to OPS when: the IAP is to be modified; additional resources are needed; surplus resources are available; or hazardous situations or significant events occur
	
	

	Maintain JIT training log utilizing (ICS form 211)
	
	

	Review storage and handling instructions for the medications being used with the staff before the beginning of each shift.
	
	

	Ensure all clinic staff members complete training process specific for their job.
	
	

	Insure that Incident Reports are being filled out as necessary for injuries or loss/damage to property.
	
	

	Engage natural support systems: Encourage community, co-workers, friends, family,  faith community
	
	

	Encourage acts of kindness:  Counters helplessness and creates meaning and sense of control;  Form of connection, teaches coping skills;  Improves esteem
	
	

	
	
	


JOB ACTION SHEET

EDUCATION GROUP SUPERVISOR
Position assigned to: Operations, Education/Mental Health Branch

You Report to: _______________________________, Education/Mental Health Director

Qualifications:  
Person should have experience and training in counseling and strong interpersonal skills




Health Educator, Teacher

Required Vaccine/prophylaxis/treatment Required Vaccine/prophylaxis/treatment




Assigned by Education/Mental Health Director

Mission:
To assure that required educational information is provided to all clients and that each has an opportunity to ask questions from a knowledgeable professional.
 

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors & Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Brief staff on IAP and implement the IAP for Group 
	
	

	Review Group assignments and incident activities with subordinates and assign task
	
	

	Ensure that the Education/Mental Health Branch Director is advised of all changes in the status of resources assigned to the Group
	
	

	Coordinate activities with adjacent Groups
	
	

	Submit situation and resources status information to the Branch Director
	
	

	Report hazardous situations, special occurrences, or significant events to Branch Director
	
	

	Ensure personnel get to and from assignments
	
	

	Resolve logistics problems with the Group
	
	

	Participate in the development of Branch plans for the next operational period                 
	
	

	Maintain a supply of appropriate educational material
	
	

	Maintain/update shift schedule for adequate educator staffing  
	
	

	Provide orientation to educators regarding clinical operations
	
	

	Maintain a listing of educator resource personnel 
	
	

	Act as liaison between educators and education/mental health director
	
	


JOB ACTION SHEET

EXIT REVIEW GROUP SUPERVISOR

Position assigned to: Operations, Education/Mental Health Branch

You Report to: _______________________________, Education/Mental Health Director

Qualifications:  
MD, RN, DO, LPN, Paramedic, EMT




Required Training




Required Vaccine/prophylaxis/treatment.




Assigned by Education/Mental Health Director

Mission:
Insure that all patients exiting have completed paperwork and have questions answered.  

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors & Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Brief staff on IAP and implement the IAP for Group 
	
	

	Review Group assignments and incident activities with subordinates and assign task
	
	

	Ensure that the Education/Mental Health Branch Director is advised of all changes in the status of resources assigned to the Group
	
	

	Coordinate activities with adjacent Groups
	
	

	Submit situation and resources status information to the Branch Director
	
	

	Report hazardous situations, special occurrences, or significant events to Branch Director
	
	

	Ensure personnel get to and from assignments
	
	

	Resolve logistics problems with the Group
	
	

	Participate in the development of Branch plans for the next operational period                 
	
	

	Answer any final questions and follow up on instructions received.                                                
	
	

	Collect participant logs for Data Entry.
	
	

	Provide medication education. 
	
	


JOB ACTION SHEET

MENTAL HEALTH SUPERVISOR

Position assigned to: Operations, Educations/Mental Health Branch

You Report to: ________________________, Education/Mental Health Branch Director

Qualifications:

Masters Level Mental Health Professional, preferred




Licensed Professional Counselor, preferred




Licensed Clinical Social Worker, preferred




Required Vaccine/prophylaxis/treatment.


Assigned by Education/Mental Health Director

Mission:
The coordination of local, private and public, mental health agencies in the provision of mental health triage and referral.

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors & Leaders”
	
	

	Review Incident Action Plan (IAP)
	
	

	Maintain an Activity Log (ICS Form 214)
	
	

	Brief staff on IAP and implement the IAP for Group 
	
	

	Review Group assignments and incident activities with subordinates and assign task
	
	

	Ensure that the Education/Mental Health Branch Director is advised of all changes in the status of resources assigned to the Group
	
	

	Coordinate activities with adjacent Groups
	
	

	Submit situation and resources status information to the Branch Director
	
	

	Report hazardous situations, special occurrences, or significant events to Branch Director
	
	

	Ensure personnel get to and from assignments
	
	

	Resolve logistics problems with the Group
	
	

	Participate in the development of Branch plans for the next operational period                 
	
	

	Engage natural support systems: Encourage community, co-workers, friends, family, and faith community.
	
	

	Encourage acts of kindness:  Counters helplessness and creates meaning and sense of control;  Form of connection, teaches coping skills;  Improves esteem
	
	

	
	
	


JOB ACTION SHEET

MENTAL HEALTH PROVIDER

Position assigned to: Operations, Education/Mental Health Branch  

You Report to: __________________________________, Mental Health Supervisor

Qualifications:  
Counseling experience 

Mental Health Workers, School Counselors, Clergy




Required Training



Required Vaccine/prophylaxis/treatment.




Assigned by Mental Health Supervisor

Mission:
To provide competent crisis related mental health services to patients and staff.  

Location Assigned: _______________________________________________________

	Immediate Actions:

	Task
	Completed
	Time 

	Review entire Job Action Sheet
	
	

	Review “Common Responsibilities” 
	
	

	Review “Common Responsibilities for Chiefs, Directors, Supervisors & Leaders”
	
	

	Provide Mental Health services for participants and clinic staff.
	
	

	Refer as needed.
	
	

	Observe patients and clinic staff for signs of fear, frustration and anger.
	
	

	Monitor environment and alert security staff of concerns of potential violent situations. 
	
	

	Attempt to provide comfort.
	
	

	Engage natural support systems: Encourage community, co-workers, friends, family, faith community.
	
	

	Encourage acts of kindness:  Counters helplessness and creates meaning and sense of control; Form of connection, teaches coping skills;  Improves esteem
	
	

	
	
	

	
	
	


INTELLIGENCE 

	VII. Intelligence Section Chief

	A. Security Branch Director

	B. Perimeter Security Unit Leader

	C. Clinic Security Unit Leader


