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LOGISTICS | FACILITIES UNIT LEADER JOBAID


	SECTION  
OVERVIEW      
	
	SECTION IS RESPONSIBLE FOR PROVIDING RESOURCES TO SUPPORT THE COUNTY’S DISASTER RESPONSE, INCLUDING, BUT NOT LIMITED TO, PERSONNEL, VEHICLES, AND EQUIPMENT. PRIORITIES OF THIS SECTION SHALL INCLUDE:

ELEMENTS INCLUDE:
· Provide operational and logistical support for emergency response personnel and optimize the use of resources
· Provide support to the other sections of the EOC and support as directed for field emergency response activities
· Support the restoration of essential services and systems

	POSITION OVERVIEW
	
	Responsible for ensuring adequate essential facilities are provided for the response effort, including securing access to the facilities and providing staff, furniture, supplies, and materials necessary to configure the facilities in a manner adequate to accomplish the mission.

	REPORT 

	TO
	LOGISTICS | SUPPORT BRANCH DIRECTOR


	PLANS
	
	EOC ACTION PLAN | SUPPORTS DEVELOPMENT

	FORMS
	
	· POSITION JOBAID
· ICS-205A COMMUNICATION LIST
· ICS-211 CHECK-IN LIST
· ICS-214 ACTIVITY LOG
· ICS-226 FOR PD CREDENTIALING 

	WORKSTATION
	
	EOC LOGISTICS WORKSTATION





Meetings: 

	TIME
	MEETING TITLE/TOPIC

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	












	TIME
	
	
	
	STATUS

	DUTIES         
	

	
	
	
	Ensure that adequate essential facilities are provided for the response effort, including securing access to the facilities and providing staff, furniture, supplies, and materials necessary to configure the facilities in a manner adequate to accomplish the mission.
	

	
	
	
	Ensure acquired buildings, building floors, and or workspaces are returned to their original state when no longer needed.
	

	
	
	
	Supervise the Facilities Unit.
	

	ACTIVATION 
	

	
	
	
	Check in at the EOC
· (FORM | ICS-211, FORM | ICS-205A)
	

	
	
	
	Assist with EOC Set-up (If not already fully set-up)
	

	
	
	
	Receive situation, section and position briefing, initial EOC Director objectives, and next meeting/briefing schedule from available and appropriate personnel.
	

	
	
	
	Ensure readiness to maintain concise records of position activities
· (FORM | ICS-214)
	

	
	
	
	Meet Finance staff, when assigned, ensure they receive initial brief, establish work assignments for initial operating period.
	

	
	
	
	Meet with the Finance Section Chief and review current situation and display resources.
	

	
	
	
	Meet with all Unit Leaders and ensure responsibilities are clearly understood.
In conjunction with other Unit Leaders, determine the initial Finance Section objectives for the operational period.
	

	
	
	
	Develop specific tactics and strategies to meet larger Unified Command Objectives.
	

	RESPONSE 
	

	
	
	
	Coordinate with branches and units in the Operations Section to determine if assistance with facility acquisition and support is needed at the field level.
	

	
	
	
	Arrange for continuous maintenance of the facilities acquired, to include ensuring that utilities and restrooms are operating properly.
	

	
	
	
	If facilities are acquired away from the EOC, coordinate with assigned personnel and designate a Facility Manager.
	

	
	
	
	Develop and maintain a status board or other references which depicts the location of each facility; a general description of furnishings, supplies and equipment at the site; hours of operation, and the name and phone number of the Facility Manager.
	

	
	
	
	Ensure all structures are safe for occupancy and that they comply with ADA requirements.
	

	
	
	
	As facilities are vacated, coordinate with the facility manager to return the location to its original state.  This includes removing and returning furnishings and equipment, arranging for janitorial services, and locking or otherwise securing the facility.
	

	
	
	
	Keep the Logistics Section Chief informed of significant issues affecting the facilities unit.
	

	SHIFT CHANGE/TRANSFER OF DUTIES

	
	
	
	Provide turnover briefing to position replacement. 
	

	
	
	
	Provide details regarding ongoing activities and planned activities to be accomplished during the upcoming operational period. 
· (FORM | USE CURRENT POSITION JOBAID)
· (FORM | USE CURRENT ICS-214)
	

	
	
	
	Provide all completed documentation to the Documentation Unit
	

	
	
	
	Follow EOC check out procedures, including signing out, work station clean-up and forwarding phone number where you can be reached.
· (FORM | ICS-211, FORM | ICS-205A)
	

	DEMOBILIZATION 
	

	
	
	
	Deactivate position when authorized by EOC Director and follow Demobilization Unit Leader directions/plan.
	

	
	
	
	· Complete all required forms, reports, and other documentation.  	Comment by Nyssa Cronin: Add forms
· Provide all completed documentation to the Documentation Unit, prior to your departure. 
· Turn over financial information to Finance/Administration Section Chief.
	

	
	
	
	Clean up your work area before you leave.
	

	
	
	
	Provide a forwarding phone number where you can be reached.
	

	
	
	
	Be prepared to provide input to the after-action report.
	














SHIFT/STAFF CHANGE
	TASKS (PENDING)
	

	



















	NOTES
	

	

















	













	Name:
	
	Forwarding Phone #:
	_______________________

	Date:
	
	Time:
	________________am / pm
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