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MANAGEMENT | SAFETY OFFICER JOBAID

N  
	SECTION  
OVERVIEW      
	
	SECTION IS RESPONSIBLE FOR OVERALL EMERGENCY POLICY AND COORDINATION

ELEMENTS INCLUDE:
· Overall management and coordination of emergency response and recovery operations
· Oversee and manage all Sections in the EOC in relation to safety
· Coordinate and liaison with appropriate federal, state, local government, private and volunteer entities
· Establish priorities and resolve demands conflicts
· Prepare and disseminate emergency public information and other essential information and data about impacts and damage

	POSITION OVERVIEW
	
	· Responsible for identifying and mitigating safety hazards and situations of potential County / Agency liability during EOC operations.
· Ensures that all facilities used in support of EOC operations have safe operating conditions (building, parking lots, etc.)

	REPORT 

	TO
	EOC DIRECTOR

	PLANS
& REPORTS
	
	EOC ACTION PLAN | PROVIDES INPUT
ADVANCE PLANS + REPORTS (DEMO, RECOVERY ETC.) | PROVIDES INPUT

	FORMS

	
	· POSITION JOBAID
· ICS-205A COMMUNICATION LIST
· ICS-208 SAFETY MESSAGE
· ICS-211 CHECK-IN LIST
· ICS-214 ACTIVITY LOG
· ICS-215A SAFETY ANALYSIS 
· ICS-226 FOR PD CREDENTIALING 

	WORKSTATION
	
	EOC COMMAND SECTION




Meetings: 

	TIME
	MEETING TITLE/TOPIC

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	









	TYPE
	
	TIME
	
	STATUS

	DUTIES         
	

	
	
	
	Ensure that all buildings and other facilities used in support of the EOC are in a safe operating condition.  
	

	
	
	
	Monitor operational procedures and activities in the EOC to ensure they are being conducted in a safe manner, considering the existing situation and conditions.  
	

	
	
	
	Stop or modify all unsafe operations outside the scope of the EOC Action Plan, notifying the EOC Director of actions taken.
	

	ACTIVATION 
	

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

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

	
	
	
	Identify hazards and unsafe situations that need to be addressed
	

	
	
	
	Undertake initial hazard assessment prior to deployment of field personnel
	

	
	
	
	Prepare safety plan
· Assign relevant components of safety plan to section chiefs or their delegates
	

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

	
	
	
	Meet Command 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)
	

	
	
	
	Meet with the Operations Section Chief, PIO, and Planning Section Chief and current operational support requirements and procedures.
	

	RESPONSE 
	

	
	
	
	· Tour the entire EOC facility and evaluate conditions.
· Advise the EOC Director of any conditions and actions that might result in liability, (unsafe layout, equipment set-up, health safety concerns etc.)  
	

	
	
	
	Study the EOC rooms/facilities/outdoor space activated and document the locations of all fire extinguishers, emergency pull stations, and evacuation routes and exits.
· (FORM | ICS-215a)
	

	
	
	
	Prepare and present safety briefings for the EOC Director and General Staff at appropriate meetings.
· (FORM | ICS-208)
	

	
	
	
	Be familiar with particularly hazardous conditions in the facility; act when necessary.  
	

	
	
	
	If the event that caused activation was an earthquake, provide guidance regarding actions to be taken in preparation for aftershocks.  
	

	
	
	
	Ensure that the EOC facility is free from any environmental threats - e.g., radiation exposure, air purity, water quality, etc.  
	

	
	
	
	Keep the EOC Director advised of unsafe conditions; take action when necessary.  
	

	
	
	
	Coordinate with the Finance/Administration Section in preparing any personnel injury claims or records necessary for proper case evaluation and closure.
	

	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 complete 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

	
	
	
	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.
	

	
	
	
	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.
	











SHIFT/STAFF CHANGE
	TASKS (PENDING)
	

	



















	NOTES
	

	


















	













	Name:
	
	Forwarding Phone #:
	_______________________

	Date:
	
	Time:
	________________am / pm



		
