
Oklahoma State Department of Health

 

Mass Immunization and Prophylaxis Strategy 

Warehouse Incident Command Structure

These Job Action Sheets have been created as a tool for local communities, responsible for a Mass Immunization or Prophylaxis Strategy (MIPS), to activate a local county warehouse during a public health emergency.  It is fully expected that local communities may opt to change/modify/add the job descriptions to meet their unique needs.

Incident Command Structure charts and Job Action Sheets for a Local Area Command, each Point of Dispensing (POD) Site and a County Warehouse should be included in the local MIPS plans.

Each JAS included in this document should be printed two-sided.
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INCIDENT COMMAND SYSTEM
County Warehouse

Job Action Sheet
Warehouse Manager


Revised: 12-06

County Warehouse Manager

	Positioned Assigned To: _______________________________________________________________                                                    
You Report To: __________________________________________________, Logistics Chief (Area Command)


MISSION:
The Site Manager has overall responsibility for the management of warehouse activities.  During the entire process of the warehouse, this position will always be designated.  The Warehouse Manager will ensure Unity of Command is kept intact during all phases of the Warehouse. 

Immediate
____
Read and approve all Job Actions Sheets (Command and General Staff) prior to standing up the County Warehouse. 


____
Complete a briefing from the Area Commander prior to deployment of Command and General (warehouse) staff members. 


____
Complete the NAPH form and receive medication.  Take first dose immediately.


____
 Ensure that all key staff members take dosage of medication. 


____
Pre-Approved ICS packages, credentials and other key items are in your deployment package. 


____
Ensure activation of all key personnel is completed and all positions can be filled within 60 minutes of the activation order 


____
Ensure the ICS 208 form is posted in conspicuous places throughout the facility for times & designations of all Command and General Staff briefings. 


____
Make sure to sign off on this form before it is posted. 


____
Approve the following plans prior to standing up the County Warehouse and ensure they are activated and signed off on: 



____
Incident Action Plan including all attachments


____
Warehouse Communications Plan



____
Safety Plan 



____
Medical Plan



____
Demobilization Plan


____
Ensure facility is ready from an operational standpoint


____
Ensure Safety Officer has toured the facility 

Intermediate
____
Oversee the overall operation of the County Warehosue site and ensure that associated medications and equipment are received, inventoried, distributed and tracked in a timely and efficient manner.


____
Continue to monitor all activity and ensure timely meetings are conducted for Command and General Staff members during the Operational Period. 


____
Provide an hourly update to the Area Command of all activities occurring at the County Warehouse site. 


____
Ensure the Area Command Planning Section is drafting a demobilization plan. Approve the plan once it is completed. 


____
Interface with all Government (both Federal and State) personnel as required 


____
Receive and update General and Command Staff on the Situational reports during the event. 


____
Ensure timely and factual information is provided to all personnel at the County Warehouse site 

Extended
____
Observe all Command and General staff for signs of stress, fatigue, and inappropriate behavior. 


____
Ensure the Demobilization Plan is reviewed by the Branch Directors and then sign off on any changes.  The Warehouse Site Manager must sign the document to activate.

____
Review possible rotation of Key staff members if the possibility exists the incident may run consecutively for more than 2-weeks.   

Demobilization
____
Return officer vest & warehouse credential to logistics supply unit.  (Each Operational Period)


____
Follow the approved Demobilization Plan ICS 221.


____
Ensure all officer vests are packed back in Site Commander deployment case.  


____
Check-off Warehouse Site Manager demobilization form and turn into Area Command Logistics unit at end of event.


____
Return Warehouse Site Manager deployment case to Area Command at end of event.

Below is a place for you to document any other important activities that you feel should be included on this Job Action Sheet.  Return this sheet to the logistics supply unit if you have any comments.

	Immediate duties – those deemed most urgent which will require you to continue your job.
	

	
	

	
	

	Intermediate duties – those that you may carry out just a few  times throughout the day.
	

	
	

	
	

	Extended duties – main purpose; to carry out the entire time
	

	
	

	
	

	Demobilization duties – actions that need to be carried out at the end of a shift or at the very end of the event.
	

	
	

	
	


INCIDENT COMMAND SYSTEM
County Warehouse 

Job Action Sheet
Safety


Revised: 12-06

SAFETY ASST.

	Positioned Assigned To: _______________________________________________________________                                                    
You Report To: ______________________________________________________, Warehouse Manager


MISSION:  To ensure the physical working space is safe and to ensure volunteers have medical treatment if needed.  As the Safety Officer, your commands are the first and foremost when dealing with safety. The Safety Officer may exercise emergency authority to directly stop an unsafe act if personnel are in imminent, life-threatening danger.

Immediate
____
Read and approve all Safety Job Actions Sheets prior to standing up the County Warehouse. 


____
Complete a briefing from the Area Commander prior to deployment of Command and General (Warehouse) staff members. 


____
Complete the NAPH form and receive medication.  Take first dose immediately.


____
Report to the designated warehouse and perform initial visual review of facility exterior

____
Walk through the entire facility and immediate grounds noting any safety issues that will need corrective action or attention.  Report same to the Warehouse Manager


____
Brief safety volunteers on their duties (ensure they have their Job Action Sheet)
Intermediate
____
Set-up safety/first-aid site (check supplies, move tables/chairs) need to make a visible sign(s) to show where First-aid station is located. 


____
Give brief lecture of proper lifting technique all volunteers.  Group them as they arrive.


____
Observe work actions of others to ensure safety


____
Provide input on ICS forms 201 and 208-HM. The ICS 208-HM is the written form used to certify with the Warehouse Manager that the facility is clear of internal and external Safety Hazards.

Extended
____
Observe, identify, and report safety concerns or problems


____
Communicate with supervisors/leaders to identify problems with personnel

____
Schedule walk-through of the facility at intervals to observe operations and practices
Demobilization
____
Review Demobilization Plan


____
Gather all unused safety supplies and equipment for return to staging area

____
Meet with all personnel to provide final safety briefing and demonstrate any necessary corrections to practices

____
Brief Command and General Staff on overall operation


____
Turn in all safety JAS, Vests, and 214 Logs to Documentation Unit for recording


____
Sign off on all ICS forms and complete any final paperwork

Below is a place for you to document any other important activities that you feel should be included on this Job Action Sheet.  Return this sheet to the logistics supply unit if you have any comments.

	Immediate duties – those deemed most urgent which will require you to continue your job.
	

	
	

	
	

	Intermediate duties – those that you may carry out just a few  times throughout the day.
	

	
	

	
	

	Extended duties – main purpose; to carry out the entire time
	

	
	

	
	

	Demobilization duties – actions that need to be carried out at the end of a shift or at the very end of the event.
	


INCIDENT COMMAND SYSTEM
County Warehouse 

Job Action Sheet
Logistics-Medical Leader


Revised: 12-06

Medical Unit Leader

	Positioned Assigned To: ___ ____________________________________________________                                                     
You Report To: _ ________________________________________, Services Branch Director


MISSION:
To provide first aid and medical support to all staff at the County Warehouse.  Act as liaison between EMS and Warehouse.

Immediate
____
Read this entire Job Action Sheet and review organizational chart.


____
Obtain briefing from Safety Assistant.


____
Fill out NAPH form and receive medication.  Take first dose.


____
Ensure proper first aid supplies are available and not expired.

Intermediate
____
Pass out NAPH forms to onsite security (work with Security Asst) and any other staff who have not received medication.


____
Setup aid station and ensure supplies are available to see patients

Extended
____
Continue to provide emergency medical service/first aid to all people onsite.  Includes drivers and additional security that arrive throughout the day.   (Work with the Dispatch for all drivers.)


____
Observe all staff for signs of stress, fatigue, and inappropriate behavior.

Demobilization
____
Return officer vest & warehouse credential to Logistics Director.  (Each shift)


____
Collect all First-Aid supplies and ensure area is prepared for next shift.


____
Complete the First-Aid Demobilization form(s) and turn them into the logistics supply unit at the end of the event.

On the back of this form is a place for you to document any other important activities that you feel should be included on this Job Action Sheet.  Return this sheet to the logistics supply unit if you have any comments.

	Immediate duties – those deemed most urgent which will require you to continue your job.
	

	
	

	
	

	
	

	
	

	Intermediate duties – those that you may carry out just a few  times throughout the day.
	

	
	

	
	

	
	

	
	

	Extended duties – main purpose; to carry out the entire time
	

	
	

	
	

	
	

	
	

	Demobilization duties – actions that need to be carried out at the end of a shift or at the very end of the event.
	

	
	

	
	

	
	

	
	


INCIDENT COMMAND SYSTEM
County Warehouse 

Job Action Sheet
Warehouse Security 


Revised: 12-06

Warehouse Security Asst

	Positioned Assigned To: _______________________________________________________________                                                    
You Report To: ______________________________________________________, Warehouse Manager


MISSION:  To ensure the physical security of the County Warehouse and all personnel assigned,as well as maintain the integrity of the overall operation.

Immediate
____
Read and approve all Security Job Actions Sheets prior to standing up the County Warehouse. 


____
Attend briefing with County Warehouse Manager 


____
Put on ID vest and ID badge


____
Complete the NAPH form and receive medication.  Take first dose immediately.


____
Ensure that all security members onsite receive and take dosage of medication. 


____
Brief and ensure all security positions have Job Action Sheets or know job duties

____
Continue to monitor local law enforcement activity and report hourly to County Warehouse Manager 


____
Review site security plans and make modifications as needed based on event.  Notify County Warehouse Manager of changes.

Intermediate
____
Ensure all entrances are guarded/secured (locked w/alarm)


____
Ensure all security members onsite are aware of breaks/schedules/resources
Extended
____
Ensure security of warehouse site, assets and personnel at all times.


____

Demobilization
____
Return all security vests & warehouse credentials to logistics supply unit.  (Each Operational Period)


____
Follow the approved Demobilization Plan ICS 221.

Below is a place for you to document any other important activities that you feel should be included on this Job Action Sheet.  Return this sheet to the logistics supply unit if you have any comments.

	Immediate duties – those deemed most urgent which will require you to continue your job.
	

	
	

	
	

	Intermediate duties – those that you may carry out just a few  times throughout the day.
	

	
	

	
	

	Extended duties – main purpose; to carry out the entire time
	

	
	

	
	

	Demobilization duties – actions that need to be carried out at the end of a shift or at the very end of the event.
	


INCIDENT COMMAND SYSTEM
County Warehouse 

Job Action Sheet
Operations Director


Revised: 1-07

Operations Branch Director

	Positioned Assigned To: ________________________________________________________                                                     
You Report To: ____________________________________________, Warehouse Manager


MISSION:
To ensure the warehouse is properly set-up, delivery orders are efficiently filled and distributed, and communications to the Area Command are constant and uninterrupted.

Immediate
____
Read this entire Job Action Sheet and review organizational chart.


____
Obtain briefing from Warehouse Manager.


____
Fill out NAPH form and receive medication.  Take first dose.


____
Receive vest, warehouse credential, and driving instructions to warehouse.


____
Assist in loading & transporting all warehouse supplies to warehouse. 

Intermediate
____
Ensure Just-in-Time training is provided to all operation volunteers.


____
Oversee that supplies and medicines are received, staged, and picked according to inventory pick sheets in a timely and efficient manner.


____
Spot-check pick teams periodically for quality assurance purposes to avoid problems later in the process.


____
Work with Administrative Branch and Inventory Control to ensure accurate information is being recorded and reported.

Extended
____
Observe all operations staff for signs of stress, fatigue, and inappropriate behavior.


____
Report to the Warehouse Manager at regularly scheduled briefings.

Demobilization
____
Return officer vest & warehouse credential to logistics supply unit.  (Each shift)

On the back of this form is a place for you to document any other important activities that you feel should be included on this Job Action Sheet.  Return this sheet to the logistics supply unit if you have any comments.

	Immediate duties – those deemed most urgent which will require you to continue your job.
	

	
	

	
	

	
	

	
	

	Intermediate duties – those that you may carry out just a few  times throughout the day.
	

	
	

	
	

	
	

	
	

	Extended duties – main purpose; to carry out the entire time
	

	
	

	
	

	
	

	
	

	Demobilization duties – actions that need to be carried out at the end of a shift or at the very end of the event.
	

	
	

	
	

	
	

	
	


INCIDENT COMMAND SYSTEM
County Warehouse 

Job Action Sheet
Communications


Revised: 11-07

Communications/IT

	Positioned Assigned To: ________________________________________________________                                                     
You Report To: ____________________________________________, Warehouse Manager


MISSION:
To ensure communication capabilities with the Area Command.

Immediate
____
Read this entire Job Action Sheet and review organizational chart.


____
Obtain briefing from Warehouse Manager.


____
Fill out NAPH form and receive medication.  Take first dose.


____
Receive vest, warehouse credential, and driving instructions to warehouse.


____
Assist in loading & transporting all warehouse supplies to warehouse. 

Intermediate
____
Set-up communications area at warehouse.


____
Contact area command as soon as area is setup.  Identify all sources of communication at that site and provide contact information for each source.


____
Record, visibly, all contact information for the area command.

Extended
____
Listen for all incoming communications and record on paper.  Forward messages to appropriate personnel.


____
Forward all outgoing messages to the area command and keep a written record of each message.

Demobilization
____
Return officer vest & warehouse credential to logistics supply unit.  (Each shift)


____
Ensure communications area is tidy and message tracking forms are filed away at the end of each shift.

On the back of this form is a place for you to document any other important activities that you feel should be included on this Job Action Sheet.  Return this sheet to your supervisor if you have any comments.

	Immediate duties – those deemed most urgent which will require you to continue your job.
	

	
	

	
	

	
	

	
	

	Intermediate duties – those that you may carry out just a few  times throughout the day.
	

	
	

	
	

	
	

	
	

	Extended duties – main purpose; to carry out the entire time
	

	
	

	
	

	
	

	
	

	Demobilization duties – actions that need to be carried out at the end of a shift or at the very end of the event.
	

	
	

	
	

	
	

	
	


INCIDENT COMMAND SYSTEM
County Warehouse 

Job Action Sheet
Inventory


Revised: 11-07

Inventory

	Positioned Assigned To: ________________________________________________________                                                     
You Report To: ____________________________________________, Warehouse Manager


MISSION:
To ensure accurate count of SNS and state medical response material and identify any need to reorder material.

Immediate
____
Read this entire Job Action Sheet and review organizational chart.


____
Obtain briefing from Warehouse Manager.


____
Fill out NAPH form and receive medication.  Take first dose.


____
Receive vest, warehouse credential, and driving instructions to warehouse.


____
Assist in loading & transporting all warehouse supplies to warehouse. 

Intermediate
____
Set-up inventory area at warehouse.  (If assistance with a computer is required, contact the communications/IT personnel.)


____
Receive a copy of the initial apportionment order from area command and ensure incoming supplies meet need.

Extended
____
Keep track of inventory onsite – if any is remaining from initial apportionment.


____
Notify area command regularly of count on hand.

Demobilization
____
Return officer vest & warehouse credential to logistics supply unit.  (Each shift)


____
Ensure inventory area is tidy and inventory reports are filed away at the end of each shift.

On the back of this form is a place for you to document any other important activities that you feel should be included on this Job Action Sheet.  Return this sheet to your supervisor if you have any comments.

	Immediate duties – those deemed most urgent which will require you to continue your job.
	

	
	

	
	

	
	

	
	

	Intermediate duties – those that you may carry out just a few  times throughout the day.
	

	
	

	
	

	
	

	
	

	Extended duties – main purpose; to carry out the entire time
	

	
	

	
	

	
	

	
	

	Demobilization duties – actions that need to be carried out at the end of a shift or at the very end of the event.
	

	
	

	
	

	
	

	
	


INCIDENT COMMAND SYSTEM
County Warehouse 

Job Action Sheet
Distribution


Revised: 11-07

Distribution

	Positioned Assigned To: ________________________________________________________                                                     
You Report To: ____________________________________________, Warehouse Manager


MISSION:
To ensure proper receipt, unloading, packaging, loading and distribution of material, to include driver verification and proper load destination.

Immediate
____
Read this entire Job Action Sheet and review organizational chart.


____
Obtain briefing from Warehouse Manager.


____
Fill out NAPH form and receive medication.  Take first dose.


____
Receive vest, warehouse credential, and driving instructions to warehouse.


____
Assist in loading & transporting all warehouse supplies to warehouse. 

Intermediate
____
Set-up distribution area at warehouse.


____
Identify and create needed signs to show where incoming and outgoing traffic should go.


____
Identify proper traffic direction with onsite security.

Extended
____
Package orders properly (wrap pallets if necessary).


____
Verify driver credentials and ensure proper order is loaded to the correct destination.


____
Ensure drivers sign appropriate paperwork to identify receipt of product.


____
Make sure all orders going to the same destination are loaded into the correct transport vehicle (some drivers may be picking up for a single POD as well as multiple hospitals, nursing homes or prisons that are in their general area).
Demobilization
____
Return officer vest & warehouse credential to logistics supply unit.  (Each shift)


____
Ensure distribution area is tidy and bill-of-lading forms are filed away at the end of each shift.

On the back of this form is a place for you to document any other important activities that you feel should be included on this Job Action Sheet.  Return this sheet to your supervisor if you have any comments.

	Immediate duties – those deemed most urgent which will require you to continue your job.
	

	
	

	
	

	
	

	
	

	Intermediate duties – those that you may carry out just a few  times throughout the day.
	

	
	

	
	

	
	

	
	

	Extended duties – main purpose; to carry out the entire time
	

	
	

	
	

	
	

	
	

	Demobilization duties – actions that need to be carried out at the end of a shift or at the very end of the event.
	

	
	

	
	

	
	

	
	


INCIDENT COMMAND SYSTEM
County Warehouse 

Job Action Sheet
Picking


Revised: 11-07

Picking

	Positioned Assigned To: ________________________________________________________                                                     
You Report To: ____________________________________________, Warehouse Manager


MISSION:
To ensure proper filling of apportionment orders.

Immediate
____
Read this entire Job Action Sheet and review organizational chart.


____
Obtain briefing from Warehouse Manager.


____
Fill out NAPH form and receive medication.  Take first dose.


____
Receive vest, warehouse credential, and driving instructions to warehouse.


____
Assist in loading & transporting all warehouse supplies to warehouse. 

Intermediate
____
Set-up product staging area at warehouse.  (Where each antibiotic should be stationed and if applicable, where hospital orders should be staged for pick-up.)  


____
Identify and create needed signs to help navigate the staging area.

Extended
____
Using the apportionment orders, fill location orders correctly and send to distribution for packaging.  Create order forms (pick sheets) for EACH individual location receiving supplies.


____
Fill “same destination” orders back-to-back so transport vehicles can be expedited.


____
Pay specific attention to detail in checking expiration dates and lot numbers for medical material.  Be sure to track this information on the order forms (pick sheets).

Demobilization
____
Return officer vest & warehouse credential to logistics supply unit.  (Each shift)


____
Ensure staging area is tidy and copies of the order forms (pick sheets) are filed away at the end of each shift.

On the back of this form is a place for you to document any other important activities that you feel should be included on this Job Action Sheet.  Return this sheet to your supervisor if you have any comments.

	Immediate duties – those deemed most urgent which will require you to continue your job.
	

	
	

	
	

	
	

	
	

	Intermediate duties – those that you may carry out just a few  times throughout the day.
	

	
	

	
	

	
	

	
	

	Extended duties – main purpose; to carry out the entire time
	

	
	

	
	

	
	

	
	

	Demobilization duties – actions that need to be carried out at the end of a shift or at the very end of the event.
	

	
	

	
	

	
	

	
	


INCIDENT COMMAND SYSTEM
County Warehouse 

Job Action Sheet
QC


Revised: 11-07

Quality Control

	Positioned Assigned To: ________________________________________________________                                                     
You Report To: ____________________________________________, Warehouse Manager


MISSION:
To ensure accurate filling of orders.

Immediate
____
Read this entire Job Action Sheet and review organizational chart.


____
Obtain briefing from Warehouse Manager.


____
Fill out NAPH form and receive medication.  Take first dose.


____
Receive vest, warehouse credential, and driving instructions to warehouse.


____
Assist in loading & transporting all warehouse supplies to warehouse. 

Intermediate
____
Set-up quality control area at warehouse.  (Where each antibiotic should be stationed and if applicable, where hospital orders should be staged for pick-up.)  


____
Identify and create needed signs to help navigate the area (holding areas, areas for product verification, etc).

Extended
____
Assist distribution in identifying and tracking all “same destination” orders to ensure a delivery vehicle does not leave the premises without the full order.


____
Review each order for number count accuracy as well as proper documentation of expiration and lot numbers.

Demobilization
____
Return officer vest & warehouse credential to logistics supply unit.  (Each shift)


____
Ensure quality control area is tidy.

On the back of this form is a place for you to document any other important activities that you feel should be included on this Job Action Sheet.  Return this sheet to your supervisor if you have any comments.

	Immediate duties – those deemed most urgent which will require you to continue your job.
	

	
	

	
	

	
	

	
	

	Intermediate duties – those that you may carry out just a few  times throughout the day.
	

	
	

	
	

	
	

	
	

	Extended duties – main purpose; to carry out the entire time
	

	
	

	
	

	
	

	
	

	Demobilization duties – actions that need to be carried out at the end of a shift or at the very end of the event.
	

	
	

	
	

	
	

	
	


