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PLANNING | SECTION CHIEF JOB AID


	SECTION  
OVERVIEW      
	
	SECTION IS RESPONSIBLE FOR COLLECTING, ASSEMBLING, AND REPORTING ALL INCIDENT STATUS INFORMATION AND FORECASTING RESPONSE NEEDS

ELEMENTS INCLUDE:
· Prepares and distributes the Incident Action Plan and facilitates the Tactics and Planning meetings.
· Collect, evaluate, analyze, display, and disseminate incident information and status of all assigned and available resources
· Functions as the primary support for decision-making to the overall emergency organization
· Provides anticipatory appraisals and develops plans necessary to cope with changing events

	POSITION OVERVIEW
	
	Manages the collection, documentation, evaluation, forecasting, dissemination and use of information about the development of the incident and status of resources

	REPORT 

	TO
	MANAGEMENT | EOC DIRECTOR

	REPORT 

	TO ME
	STAFF
· Resource Unit Leader
· Situation Unit Leader
· Documentation Unit Leader
· Demobilization Unit Leader
	

	PLANS & REPORTS
	
	· EOC ACTION PLAN | OVERSEES DEVELOPMENT
· ADVANCE PLANS | OVERSEES DEVELOPMENT
· SITUATIONAL REPORTS |  OVERSEES DEVELOPMENT
· SITUATIONAL STATUS DISPLAY |  OVERSEES DEVELOPMENT
· ESSENTIAL ELEMENTS OF INFORMATION |  OVERSEES DEVELOPMENT
· DATA AND INFORMATION COLLECTION PLAN |  OVERSEES DEVELOPMENT
· OPERATION SECTION REPORTS | OVERSEES COMPILATION & DISTRIBUTION
· LOCAL GOVERNMENT AFTER ACTION REPORT | SUPPORTS DEVELOPMENT
· AGENCY ADMINISTRATOR REPORT |  OVERSEES DEVELOPMENT

	FORMS
	
	· POSITION JOB AID FOLDER
· ICS-201 INCIDENT BRIEFING
· ICS-202 INCIDENT OBJECTIVES
· ICS-203- ORGANIZATIONAL LIST
· ICS-205A COMMUNICATION LIST
· ICS-207 ORGANIZATION CHART
· ICS-209 INCIDENT STATUS SUMMARY
· ICS-211 CHECK-IN LIST
	· ICS-214 ACTIVITY LOG
· ICS-215 OPERATIONAL PLANNING WORKSHEET
· ICS-215A SAFETY ANALYSIS
· ICS-226 FOR PD CREDENTIALING
· ICS-230 DAILY MEETING SCHEDULE

	WORKSTATION
	
	EOC PLANNING SECTION

	



	
	



Additional Duties:
· Provide leadership and direction to assigned staff
· Manage all assigned personnel
· Ensure section is able to meet deadlines 
· Facilitate all meetings and briefings
· Ensure open communication with between Sections and Command Staff
· Ensure all work products are completed

Meetings: 

	TIME
	

	
	Command and General Staff Meeting

	
	Tactics Meeting

	
	Planning Meeting

	
	Operational Period Briefing

	
	Transfer of Command Briefing 

	
	Additional meetings/briefings by invite

	
	

	
	

	
	











	TIME
	
	
	
	STATUS

	DUTIES         
	

	
	
	
	Establish the appropriate level of staffing and organization for the Section.
	

	
	
	
	Exercise overall responsibility for the coordination of unit activities within the section.
	

	
	
	
	Supervise the Planning Section.
	

	
	
	
	 Ensure that the following responsibilities of the Section are addressed as required:
· Collect, analyze, and display situation information
· Prepare periodic Situation Report
· Preparing and distributing the EOC Action Plan and facilitating the Action Planning meeting
· Conducting Advance Planning activities and report
· Providing technical support services to the various EOC sections and branches, and documenting and maintaining files on all EOC activities
	

	
	
	
	In coordination with the other Section Coordinators, ensure that Status Reports are completed and utilized as a basis for Situation Analysis Reports, and the EOC Action Plan.
	

	
	
	
	Keep the EOC Director informed of significant issues affecting the P&I 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 Planning 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
	

	
	
	
	Ensure that the Planning Section is set up properly and that appropriate personnel, equipment, and supplies are in place, including maps and status boards
	

	
	
	
	Based on the situation, activate positions/unit within the section as needed:
· Resource Unit Leader
· Situation Unit Leader
· Documentation Unit Leader
· Demobilization Unit Leader
	

	
	
	
	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 Unit Leaders and ensure responsibilities are clearly understood
	

	
	
	
	· Establish contact with the Operational Area EOC when activated.
· Coordinate Situation Analysis Reports with their Planning Section.
· (FORM | ICS-209 OR REPORT | SITUATION STATUS)
	

	
	
	
	Meet with Operations Section Chief; obtain and review any major incident reports.
· (REPORT |OPS ________ STATUS REPORT)
	

	
	
	
	· Make a list of key issues to be addressed by Planning; in consultation with section staff.
· Identify objectives to be accomplished during the initial Operational Period.
· (FORM | ICS-202)



	

	RESPONSE 
	

	
	
	
	Identify key issues currently affecting the Planning 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 The Situation Unit is maintaining current information for the situation analysis report.
	

	
	
	
	Ensure that major incidents reports and status reports are completed by the Operations Section and are accessible by the Planning Section
	

	
	
	
	Ensure that a situation analysis report is produced and distributed to EOC Sections and the Operational Area EOC at least once, prior to the end of the operational period.
· (FORM | ICS-209 or REPORT | SITUATION STATUS)
	

	
	
	
	Ensure that all status boards and other displays are kept current and that posted information is neat and legible.
	

	
	
	
	Ensure that the Public Information Officer has immediate and unlimited access to all status reports and displays.
	

	
	
	
	Conduct periodic briefings with section staff and work to reach consensus among staff on section objectives for forthcoming operational periods.
· (FORM | ICS-201)
	

	
	
	
	Facilitate the EOC Director's Action Planning meetings approximately two hours before the end of each operational period.
· (FORM | ICS-230)
	

	
	
	
	Ensure that objectives for each section are completed, collected and posted in preparation for the next Action Planning meeting.
	

	
	
	
	Ensure that the EOC Action Plan is completed and distributed prior to the start of the next operational period.
· (FORMS | ICS-201, ICS-202, ICS-205A, ICS-207, ICS-208, ICS-211, ICS-213. ICS-215, ICS-215A, ICS-230 or PLAN | EOC ACTION PLAN)
	

	
	
	
	Work closely with each unit within the Planning Section to ensure the section objectives, as defined in the current EOC Action Plan, are being addressed.
	

	
	
	
	Ensure that the Documentation Unit maintains files on all EOC activities and provides reproduction and archiving services for the EOC, as required.
	

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

	
	
	
	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.
	

	
	
	
	Brief Unit Leaders 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.  
· 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)
	

	
	
	
	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.
	








Additional Duties:
· Provide leadership and direction to assigned staff
· Manage all assigned personnel
· Ensure section is able to meet deadlines 
· Facilitate all meetings and briefings
· Ensure open communication with between Sections and Command Staff
· Ensure all work products are completed

	TASKS (PENDING)
	

	















	NOTES
	

	














	









	Name:
	
	Forwarding Phone #:
	_______________________

	Date:
	
	Time:
	________________am / pm
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