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		OPERATIONS | SECTION CHIEF JOBAID


	SECTION  
OVERVIEW      
	
	SECTION IS PRIMARILY RESPONSIBLE FOR MANAGING THE OPERATIONS OF VARIOUS RESPONSE ELEMENTS INVOLVED IN THE DISASTER/EMERGENCY

ELEMENTS INCLUDE:
· LAW ENFORCEMENT/SEARCH AND RESCUE:  Law Enforcement, Search & Rescue (SAR), PSAP/Dispatch
· PUBLIC WORKS: Damage Assessment, Debris Management, Utilities, Public Works/Roads
· FIRE/RESCUE: Fire/Haz Mat
· EMS/MEDICAL: EMS and Healthcare
· PUBLIC HEALTH: Public Health, Mass Care and Shelter, Mass Fatality

	POSITION OVERVIEW
	
	Responsible for the management and coordination of all EOC related operational functions.  The Operations Section Chief will ensure, based on the emergency, that all necessary operational functions have been activated and are appropriately staffed 

	REPORT 

	TO
	MANAGEMENT | EOC DIRECTOR

	
	TO ME
	OPERATIONS SECTION STAFF
· Law Enforcement/SAR Branch Director
· Public Works Branch Director
· Fire/Rescue Branch Director
· EMS/Medical Branch Director
· Public Health Branch Director

	PLANS
	
	EOC ACTION PLAN | SUPPORTS DEVELOPMENT

	FORMS
	
	· POSITION JOBAID
· RESOURCE REQUEST
· ICS-205A COMMUNICATION LIST
· ICS-209 INCIDENT STATUS SUMMARY 
· ICS-211 CHECK-IN LIST
· ICS-213 RESOURCE REQUEST
· ICS-214 ACTIVITY LOG
· ICS-215 OPERATIONAL PLANNING WORKSHEET
· ICS-226 FOR PD CREDENTIALING
	

	REPORTS
	
	· FIREFIGHTING STATUS
· HAZMAT STATUS 
· MASS CARE STATUS
· PUBLIC SAFETY STATUS
· PUBLIC WORKS STATUS
· SEARCH & RESCUE STATUS
· TRANSPORTATION STATUS
· UTILITY STATUS

	WORKSTATION
	
	· EOC OPERATIONS SECTION








	TIME
	
	
	
	STATUS

	DUTIES         
	

	
	
	
	Ensure that the Operations Function is carried out including coordination of activities for all operational functions assigned to the EOC.
	

	
	
	
	Ensure that operational objectives and assignments identified in the EOC Action Plan are carried out effectively.
	

	
	
	
	Establish the appropriate level of branch and unit organizations within the Operations Section, continuously monitoring the effectiveness and modifying accordingly.
	

	
	
	
	Exercise overall responsibility for the coordination of Branch and Unit activities within the Operations Section.
· (FORM | ICS-215)
	

	
	
	
	Ensure that the Planning Section is provided with Status Reports and Major Incident Reports.
	

	
	
	
	Conduct periodic Operations briefings for the EOC Director as required or requested.
	

	
	
	
	Supervise the Operations Section.
	

	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.
	

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

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

	
	
	
	Within 90 minutes, ensure sufficient staff is available for a 24-hour schedule, or as required.
	

	
	
	
	Based on the situation, activate positions/branch within the section as needed:
· LAW ENFORCEMENT/SAR:  Law Enforcement, Search & Rescue, PSAP/Dispatch
· PUBLIC WORKS: Damage Assessment, Debris Management, Utilities, Public Works/Roads
· FIRE/RESCUE: Fire/Haz Mat
· EMS/MEDICAL: EMS and Healthcare
· PUBLIC HEALTH: Public Health, Mass Care and Shelter, Mass Fatality
	

	
	
	
	Determine estimated times of arrival of section staff from the Personnel Unit Leader in Logistics.
	

	
	
	
	Obtain a current communications status briefing from the Communications Branch Coordinator in Logistics.  
	

	
	
	
	Establish radio or phone communications with Department Operations Centers (DOCs), and/or with the EOC Director(s) as directed and coordinate accordingly.
	

	
	
	
	· Ensure that there is adequate equipment and radio frequencies available as necessary for the section.
· Confer with the EOC Director to ensure that the Planning and Logistics Sections are staffed at levels necessary to provide adequate information and support for operations.
	

	
	
	
	Participate in Command and General Staff meeting, Tactics meeting, Planning meeting, Incident Action Plan approval process, and Operational briefing.
	

	
	
	
	Meet with all Section Chiefs and ensure responsibilities are clearly understood.
	

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

	
	
	
	Meet with all Branch Directors and ensure responsibilities are clearly understood
	

	
	
	
	Coordinate with the Liaison Officer regarding the need for Agency Representatives in the Operations Section.
	

	RESPONSE 
	

	
	
	
	Identify key issues currently affecting the Operations Section; meet with section personnel and determine appropriate section objectives for the first operational period.
	

	
	
	
	Ensure all assigned personnel establish and maintain individual position logs and other necessary files (assign a scribe as necessary).
· (FORM | ICS 214)
	

	
	
	
	Ensure that situation and resources information is provided to the Planning/Intelligence Section on a regular basis or as the situation requires, including Status Reports and Major Incident Reports.
· (FORM | ICS-209 OR OPTIONS BELOW)
· (REPORT | AGRICULTURAL STATUS)
· (REPORT | COMMUNICATION STATUS)
· (REPORT | ENERGY STATUS)
· (REPORT | FIREFIGHTING STATUS)
· (REPORT | HAZMAT STATUS)
· (REPORT | MASS CARE STATUS)
· (REPORT | PUBLIC SAFETY STATUS)
· (REPORT | PUBLIC WORKS STATUS)
· (REPORT | SEARCH & RESCUE STATUS)
· (REPORT | TRANSPORTATION STATUS)
· (REPORT | UTILITY STATUS)
	

	
	
	
	Ensure that all media contacts are referred to the Public Information Officer.
	

	
	
	
	Conduct periodic briefings and work to reach consensus among staff on objectives and work assignments for forthcoming operational periods.
· (FORM | ICS-215)
	

	
	
	
	Attend and participate in EOC Director's Action Planning meetings.
	

	
	
	
	Provide the Planning Section Chief with the Operations Section's objectives prior to each Action Planning meeting.	Comment by Nyssa Cronin: Form?
	

	
	
	
	Work closely with each Branch Directors to ensure that the Operations Section objectives, as defined in the current Action Plan, are being addressed.
	

	
	
	
	Ensure that the branches coordinate all resource needs through the Logistics Section.
· (FORM | ICS-213, ICS-213RR)
	

	
	
	
	Ensure that intelligence information from Branch Directors is made available to the Planning Section in a timely manner.
	

	
	
	
	Ensure that fiscal and administrative requirements are coordinated through the Finance/ Administration Section (notification of emergency expenditures and daily time sheets).
	

	
	
	
	Brief the EOC Director on all major incidents.
	

	
	
	
	Complete a Major Incident Report for all major incidents; forward a copy to the Planning Section.
	

	
	
	
	Brief Branch Directors periodically on any updated information you may have received.
	

	
	
	
	Share status information with other sections as appropriate.
	

	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, workstation clean-up and forwarding phone number where you can be reached.
· (FORM | ICS-211, FORM | ICS-205A)
	

	DEMOBILIZATION 
	

	
	
	
	Ensure adequate staffing patterns prior to 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: forms
· Provide all completed documentation to the Documentation Unit, prior to your departure. 
· Turn over financial information to Finance/Administration Section Chief.
	

	
	
	
	Develop Demobilization plan with Planning and Operations Section.
	

	
	
	
	Ensure all personnel being released are completing appropriate paperwork.
· (FORM | ICS 214)	Comment by Nyssa Cronin: Any more?
	

	
	
	
	If Mutual Aid resources were used, release personnel and equipment as appropriate.
	

	
	
	
	Provide a forwarding phone number where you can be reached.
	

	
	
	
	Be prepared to provide input to the after-action report.	Comment by Nyssa Cronin: form
	



Meetings: 

	TIME
	

	
	Command and General Staff Meeting

	
	Tactics Meeting

	
	Planning Meeting

	
	Operational Period Briefing

	
	Transfer of Command Briefing 

	
	Additional meetings/briefings by invite

	
	

	
	

	
	



SHIFT/STAFF CHANGE
	TASKS (PENDING)
	

	













	NOTES
	

	










































Name:
	
	Forwarding Phone #:
	_______________________

	Date:
	
	Time:
	________________am / pm
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