
Ten Standard Fire Orders

FIRE BEHAVIOR
1. Keep informed on fire weather conditions and forecasts.
2. Know what your fire is doing at all times.
3. Base all actions on current and expected behavior of the fire.

FIRELINE SAFETY
4. Identify escape routes and safety zones and make them known.
5. Post lookouts when there is possible danger.
6. Be alert.  Keep calm.  Think clearly.  Act decisively.

ORGANIZATIONAL CONTROL
7. Maintain prompt communication with your forces, your supervisor, and adjoining forces.
8. Give clear instructions and ensure they are understood.
9. Maintain control of your forces at all times.

IF YOU CONSIDERED 1 THROUGH 9, THEN
10. Fight fire aggressively, having provided for safety first.

Common Denominators of Fire Behavior on Tragedy Fires

• Most incidents happen on the smaller fires or on isolated portions of larger fires.
• Most fires are innocent in appearance before the "flare-ups" or "blow-ups."  In some cases,

tragedies occur in the mop-up stage.
• Flare-ups generally occur in deceptively light fuels.
• Fires run uphill surprisingly fast in chimneys, gullies, and on steep slopes.
• Some suppression tools, such as helicopters or air tankers, can adversely affect fire

behavior.  The blasts of air from low flying helicopters and air tankers have been known to
cause flare-ups.
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COMMON RESPONSIBILITIES

The following is a checklist applicable to all ICS personnel:

a.  Receive assignment from your agency, including:
1. Job assignment, e.g., Strike Team designation, overhead position, etc.
2. Resource order number and request number
3. Reporting location
4. Reporting time
5. Travel instructions
6. Any special communications instructions, e.g., travel frequency

b. Upon arrival at the incident, check in at designated Check-in location. Check-in may be
found at:
1. Incident Command Post
2. Base or Camps
3. Staging Areas
4. Helibases
5. If you are instructed to report directly to a line assignment, check in with the

Division/Group Supervisor.
c. Receive briefing from immediate supervisor.
d. Acquire work materials.
e. Conduct all tasks in a manner that ensures safety and welfare of you and your co-workers.
f. Organize and brief subordinates.
g. Know the assigned frequency (ies) for your area of responsibility and ensure that

communication equipment is operating properly.
h. Use clear text and ICS terminology (no codes) in all radio communications.  All radio

communications to the Incident Communications Center will be addressed: "(Incident
Name) Communications" e.g., "Webb Communications".

i. Complete forms and reports required of the assigned position and send through supervisor
to Documentation Unit.

j. Respond to demobilization orders and brief subordinates regarding demobilization.

UNIT LEADER RESPONSIBILITIES

A number of the Unit Leader responsibilities are common to all units in all parts of the
organization. Common responsibilities of Unit Leaders are listed below. These will not be
repeated in Unit Leader Position Checklists in subsequent chapters.

a. Participate in incident planning meetings as required.
b. Determine current status of unit activities.
c. Confirm dispatch and estimated time of arrival of staff and supplies.
d. Assign specific duties to staff and supervise staff.
e. Develop and implement accountability, safety and security measures for personnel and

resources.
f. Supervise demobilization of unit, including storage of supplies.
g. Provide Supply Unit Leader with a list of supplies to be replenished.
h. Maintain unit records, including Unit/Activity Log (ICS Form 214).
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MULTI-AGENCY COORDINATION SYSTEM (MACS)

A Multi-Agency Coordination System (MACS) is a combination of facilities, equipment,
personnel, procedures, and communications integrated into a common system with
responsibility for coordination of assisting agency resources and support to agency emergency
operations.

MACS FUNCTIONS

a. Evaluate new incidents.
b. Prioritize incidents:

• Life threatening situation
• Real property threatened
• High damage potential
• Incident complexity

c. Ensure agency resource situation status is current.
d. Determine specific incident and agency resource requirements.
e. Determine agency resource availability for out-of-jurisdiction assignment at this time.
f. Determine need and designate regional mobilization centers.
g. Allocate resources to incidents based on priorities.
h. Anticipate future agency/regional resource needs.
i. Communicate MACS "decisions" back to agencies/incidents.
j. Review policies/agreements for regional resource allocations.
k. Review need for other agencies involvement in MACS.
l. Provide necessary liaison with other coordinating facilities and agencies as appropriate.

POSITION CHECKLISTS

MAC GROUP COORDINATOR - The MAC Group Coordinator serves as a facilitator in
organizing and accomplishing the mission, goals and direction of the MAC Group.  The
Coordinator will:

a. Facilitate the MAC Group decision process by obtaining, developing and displaying
situation information.

b. Activate and supervise necessary unit and support positions within the MAC Group.
c. Acquire and manage facilities and equipment necessary to carry out the MAC Group

functions.
d. Implement the decisions made by the MAC Group.

MAC GROUP AGENCY REPRESENTATIVES - The MAC Group is made up of top
management personnel from responsible agencies/jurisdictions, those organizations heavily
supporting the effort or those that are significantly impacted by use of local resources.  MACS
Agency Representatives involved in a MAC Group must be fully authorized to represent their
agency.  Their functions can include the following:
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a. Ensure that current situation and resource status is provided by their agency.
b. Prioritize incidents by an agreed upon set of criteria.
c. Determine specific resource requirements by agency.
d. Determine resource availability for out-of-jurisdiction assignments and the need to provide

resources in Mobilization Centers.
e. As needed, designate area or regional mobilization and demobilization centers within their

jurisdictions.
f. Collectively allocate scarce, limited resources to incidents based on priorities.
g. Anticipate and identify future resource needs.
h. Review and coordinate policies, procedures and agreements as necessary.
i. Consider legal/fiscal implications.
j. Review need for participation by other agencies.
k. Provide liaison with other coordinating facilities and agencies as appropriate.
l. Critique and recommend improvements to MACS and MAC Group operations.
m. Provide personnel cadre and transition to emergency or disaster recovery as necessary.

SITUATION ASSESSMENT UNIT - The Situation Assessment Unit (this is also referred to in
some agencies and EOC’s as the Intelligence Unit) in a Multi-Agency Coordination Center is
responsible for the collection and organization of incident status and situation information.
They evaluate, analyze and display information for use by the MAC Group.  Functions include
the following:

a. Maintain incident situation status including locations, kinds and sizes of incidents, potential
for damage, control problems, and any other significant information regarding each
incident.

b. Maintain information on environmental issues, status of cultural and historic resources, and
condition of sensitive populations and areas.

c. Maintain information on meteorological conditions and forecast conditions that may have an
effect on incident operations.

d. Request/obtain resource status information from the Resources Unit or agency dispatch
sources.

e. Combine, summarize and display data for all incidents according to established criteria.
f. Collect information on accidents, injuries, deaths and any other significant occurrences.
g. Develop projections of future incident activity.

RESOURCES UNIT - The Resources Unit, if activated in a Multi-Agency Coordination Center,
maintains summary information by agency on critical equipment and personnel committed and
available within the MACS area of responsibility.  Status is kept on the overall numbers of
critical resources rather than on individual units.

a. Maintain current information on the numbers of personnel and major items of equipment
committed and/or available for assignment.

b. Identify both essential and excess resources.
c. Provide resource summary information to the Situation Assessment Unit as requested.
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INFORMATION UNIT - The Information Unit is designed to provide information regarding the
MACS function. The unit will operate an information center to serve the print and broadcast
media and other governmental agencies.  It may provide summary information from
agency/incident information officers and identify local agency sources for additional information
to the media and other government agencies.  Functions include:

a. Prepare and release summary information to the news media and participating
agencies.

b. Assist news media visiting the MACS facility and provide information on its function.
Promote inter-agency involvement.

c. Assist in scheduling press conferences and media briefings.
d. Assist in preparing information, materials, etc., when requested by the MAC Group

Coordinator.
e. Coordinate all matters related to public affairs (VIP tours, etc.).
f. Act as escort for facilitated agency tours of incident areas, as appropriate.
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AREA COMMAND

Area Command is an expansion of the incident command function primarily designed to
manage a very large incident or area that has multiple incident management teams assigned.
An Area Command can be established at any time that incidents are close enough that
oversight direction is required among incident management teams to ensure conflicts do not
arise.

The function of the Area Command is to develop broad objectives for the impacted area and
coordinate the development of individual incident objectives and strategies.  Additionally, the
Area Command will set priorities for the use of critical resources allocated to the incidents
assigned to the area.

The organization is normally small with personnel assigned to Command, Planning and
Logistics functions.  Depending on the complexity of the interface between the incidents,
specialists in other areas such as aviation, hazardous materials, the environment, and finance
may also be assigned to the Area Command.

AREA COMMAND ORGANIZATION FOR THREE INCIDENT MANAGEMENT TEAMS

AREA COMMANDER

Assistant Area Commander
Logistics

Assistant Area Commander
Planning

Area Command
Critical Resource Unit

Area Command
Situation Unit

Area Command
Liaison Officer

Area Command
Information Officer

Area Command
Aviation Coordinator

Incident
Commander

Incident
Commander

Incident
Commander

Command
Staff

General
Staff

Command
Staff

General
Staff

Command
Staff

General
Staff
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POSITION CHECKLISTS

AREA COMMANDER (Single or Unified Area Command) - The Area Commander is
responsible for the overall direction of incident management teams assigned to the same
incident or to incidents in close proximity.  This responsibility includes ensuring that conflicts
are resolved, compatible incident objectives are established and strategies are selected for the
use of critical resources.

Area Command also has the responsibility to coordinate with local, state, federal and volunteer
organizations and agencies that are operating within the Area.

a. Obtain briefing from the agency executive(s) on agency expectations, concerns and
constraints.

b. Obtain and carry out delegation of authority from the agency executive for overall
management and direction of the incidents within the designated Area Command.

c. If operating as a Unified Area Command, develop working agreement for how Area
Commanders will function together.

d. Delegate authority to Incident Commanders based on agency expectations, concerns and
constraints.

e. Establish an Area Command schedule and timeline.
f. Resolve conflicts between incident "realities" and agency executive "wants."
g. Establish appropriate location for the Area Command facilities.
h. Determine and implement an appropriate Area Command organization.
i. Determine need for Technical Specialists to support Area Command.
j. Obtain incident briefing and Incident Action Plans from Incident Commanders.
k. Assess incident situations prior to strategy meetings.
l. Conduct a joint meeting with all Incident Commanders.
m. Review objectives and strategies for each incident.
n. Periodically review critical resource needs.
o. Maintain a close coordination with the agency executive.
p. Establish priorities for use of critical resources.
q. Review procedures for interaction within the Area Command.
r. Approve Incident Commanders' requests for and release of critical resources.
s. Coordinate and approve demobilization plans.
t. Maintain log of major actions/decisions.

ASSISTANT AREA COMMANDER, PLANNING - The Assistant Area Commander, Planning
is responsible for collecting information from incident management teams in order to assess
and evaluate potential conflicts in establishing incident objectives, strategies and the priority
use of critical resources.

a. Obtain briefing from Area Commander.
b. Assemble information on individual incident objectives and begin to identify potential

conflicts and/or ways for incidents to develop compatible operations.
c. Recommend the priorities for allocation of critical resources to incidents.
d. Maintain status on critical resource totals (not detailed status).
e. Ensure that advance planning beyond the next operational period is being accomplished.
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f. Prepare and distribute Area Commander's decisions or orders.
g. Prepare recommendations for the reassignment of critical resources as they become

available.
h. Ensure demobilization plans are coordinated between incident management teams and

agency dispatchers.
i. Schedule strategy meeting with Incident Commanders to conform to their planning

processes.
j. Prepare Area Command briefings as requested or needed.
k. Maintain log of major actions/decisions.

ASSISTANT AREA COMMANDER, LOGISTICS - The Assistant Area Commander, Logistics
is responsible for providing facilities, services and material at the Area Command level, and for
ensuring effective use of critical resources and supplies among the incident management
teams.

a. Obtain briefing from the Area Commander.
b. Provide facilities, services and materials for the Area Command organization.
c. In the absence of the Area Command Aviation Coordinator, ensure coordinated airspace

temporary flight restrictions are in place and understood.
d. Ensure coordinated communication links and frequencies are in place.
e. Assist in the preparation of Area Command decisions.
f. Ensure the continued effective and priority use of critical resources among the incident

management teams.
g. Maintain log of major actions/decisions.

AREA COMMAND AVIATION COORDINATOR - Technical Specialist responsible for
ensuring effective use of critical aviation resources among multiple management teams.

a. Obtains briefing from Area Commander.
b. Coordinates with local unit(s) aviation managers, dispatch centers, and aviation facility

managers.
c. Monitors incident(s) aviation cost, efficiency, and safety.  Ensures agency rules,

regulations, and safety procedures are followed.
d. Provide to incidents local initial attack forces and other interested parties with an area

aviation plan that outlines Area Command aviation procedures and specifics of the area
aviation operation.

e. Allocates air and ground based aviation resources according to Area Command priorities
and objectives.

f. Ensures inter-incident movement of aircraft is planned and coordinated.
g. Coordinates with local and adjacent initial attack aircraft bases and local dispatch to ensure

that procedures for transiting incident area and corridors are in place.  Ensures flight
following procedures, entry/exit routes and corridors, hazards, frequencies and incident air
space are known to all affected.

h. Coordinates with Incident Air Operations Branch Directors, dispatch, FAA, DOD, and local
aviation authorities and administrators to ensure that Temporary Flight Restrictions are in
place, coordinated, and do not overlap.  Ensures that potential risks of operating on, near,
or within Military Training Routes and Special-Use Airspace have been mitigated.
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i. Ensures that a process is in place for timely transmittal of incident reports and oversees the
process to ensure corrective action is taken.

j. Coordinates with incident, dispatch, and coordination centers to determine availability and
status of committed and uncommitted of aviation resources, and to give status reports and
situation appraisals for aviation assets and resources.

k. Coordinate with Incident Air Operations Branch Directors, Communication Unit Leaders,
frequency coordinators, coordination centers and initial attack dispatch to establish
coordinated aviation communications plans to ensure aviation frequency management.

l. Coordinates and manages aviation program and operations if aviation assets are assigned
to Area Command.

m. Coordinates the scheduling and movement of aviation safety assistance teams among
incidents.

n. Assists incidents by coordinating with Contracting Officers, local aviation managers, and
vendors concerning a variety of issues (fueling, contract modifications, contract extensions,
etc.).

o. Coordinates with military officials and agency representatives concerning the assignments,
utilization, status, and disposition of military aviation assets.
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CHAPTER 4

COMPLEX

A complex is two or more individual incidents located in the same general proximity assigned
to a single Incident Commander or Unified Command to facilitate management.  These
incidents are typically limited in scope and complexity and can be managed by a single entity.

These diagrams at the right illustrate a
number of incidents in the same
general proximity.  These incidents
may be identified as Branches or
Divisions within the Operations
Section.

Management responsibility for all of
these incidents has been assigned to a
single incident management team.  A
single incident may be complex, but it
is not referred to as a “Complex.”  A
complex may be in place with or
without the use of Unified and/or Area
Command.

Branch I                                   Branch II

                                               Branch III

Division A                               Division B

                                              Division C

A typical organization would be as follows:

INCIDENT COMMANDER

Command
Staff

Operations
Section

Planning
Section

Logistics
Section

Finance/Admin
Section

Branch I
or

Division A

Branch II
or

Division B

Branch III
or

Division C
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ORGANIZATION CHART

INCIDENT COMMANDER

Information
Officer

Liaison
Officer

Safety
Officer

Assistant
Information
Officer(s)

Assistant
Liaison

Officer(s)

Assistant
Safety

Officer(s)

Agency
Representative(s)

ESTABLISHMENT AND TRANSFER OF COMMAND

Command is initially established by the highest-ranking official of the jurisdictional
agency (ies) at the scene of the incident.  The Incident Commander is responsible for overall
management of the incident.  It is his/her responsibility to prepare the Incident Objectives that,
in turn, will be the foundation upon which subsequent incident action planning will be based.
Incident Objectives will be based on the requirements of the agency and the incident.  They
should be broad, measurable and follow an ordered sequence of events.

The Transfer of Command checklist below provides a basic guideline that can be used in
almost any incident situation.  This information may be captured on the Incident Briefing (ICS
Form 201).  However, agency policies and incident specific issues may require alterations to
the transfer of command process.

When it is determined that a Transfer of Command (face-to-face) briefing needs to take place,
the minimum essential information should include the following:

a. Situation Status
b. Objectives and Priorities
c. Current Organization
d. Resource Assignments
e. Resources Enroute and/or Ordered
f. Facilities Established
g. Communications Plan
h. Prognosis, Concerns – Related Issues

As incidents grow in size or complexity, most agencies will transfer command one or more
times.  Whenever the transfer of command briefing takes place, the information conveyed
should be recorded and displayed for easy retrieval and subsequent briefings.
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POSITION CHECKLISTS

INCIDENT COMMANDER (ICS 220-1) - The Incident Commander's responsibility is the overall
management of the incident.  On most incidents, a single Incident Commander carries out the
command activity, however, Unified Command may be appropriate. The Incident Commander
is selected by qualifications and experience.

The Incident Commander may have a Deputy, who may be from the same agency, or from an
assisting agency. Deputies may also be used at section and branch levels of the ICS
organization. Deputies must have the same qualifications as the person for whom they work
for, as they must be ready to take over that position at any time.

a. Review Common Responsibilities (Page 1-2).
b. Assess the situation and/or obtain a briefing from the prior Incident Commander.
c. Determine Incident Objectives and strategy.
d. Establish the immediate priorities.
e. Establish an Incident Command Post.
f. Consider the need for Unified Command
g. Establish an appropriate organization.
h. Ensure planning meetings are scheduled as required.
i. Approve and authorize the implementation of an Incident Action Plan.
j. Ensure that adequate safety and personnel accountability measures are in place.
k. Coordinate activity for all Command and General Staff.
l. Coordinate with key people and officials.
m. Approve requests for additional resources or for the release of resources.
n. Keep agency administrator informed of incident status.
o. Approve the use of trainees, volunteers, and auxiliary personnel.
p. Authorize release of information to the news media.
q. Ensure Incident Status Summary (ICS Form 209) is completed and forwarded to

appropriate higher authority.
r. Order the demobilization of the incident when appropriate.
s. Maintain Unit/Activity Log (ICS Form 214).

INFORMATION OFFICER (ICS 220-2) - The Information Officer is responsible for developing
and releasing information about the incident to the news media, to incident personnel, and to
other appropriate agencies and organizations.

Only one Information Officer will be assigned for each incident, including incidents operating
under Unified Command and multi-jurisdiction incidents. The Information Officer may have
Assistant Information Officers as necessary, and the Assistant Information Officers may also
represent assisting agencies or jurisdictions.

Agencies have different policies and procedures relative to the handling of public information.
The following are the major responsibilities of the Information Officer that would generally
apply on any incident:
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a. Review Common Responsibilities (Page 1-2).
b. Determine from the Incident Commander if there are any limits on information release.
c. Develop material for use in media briefings.
d. Obtain Incident Commander's approval of media releases.
e. Inform media and conduct media briefings.
f. Arrange for tours and other interviews or briefings that may be required.
g. Obtain media information that may be useful to incident planning.
h. Maintain current information summaries and/or displays on the incident and provide

information on status of incident to assigned personnel.
i. Assign Assistant Information Officers as appropriate.
j. Maintain Unit/Activity Log (ICS Form 214).

LIAISON OFFICER (ICS 220-3) - Incidents that are multi-jurisdictional, or have several
agencies involved, may require the establishment of the Liaison Officer position on the
Command Staff.

Only one Liaison Officer will be assigned for each incident, including incidents operating under
Unified Command and multi-jurisdiction incidents. The Liaison Officer may have assistants as
necessary, and the assistants may also represent assisting agencies or jurisdictions.  The
Liaison Officer is the point of contact for the Agency Representatives assigned to the incident
by assisting or cooperating agencies.

a. Review Common Responsibilities (Page 1-2).
b. Be a contact point for Agency Representatives.
c. Maintain a list of assisting and cooperating agencies and Agency Representatives.
d. Assist in establishing and coordinating interagency contacts.
e. Keep agencies supporting the incident aware of incident status.
f. Monitor incident operations to identify current or potential inter-organizational problems.
g. Participate in planning meetings, providing current resource status, including limitations and

capability of assisting agency resources.
h. Assign Assistant Liaison Officer(s) as appropriate.
i. Maintain Unit/Activity Log (ICS Form 214).

AGENCY REPRESENTATIVES (ICS 220-5) - In many multi-jurisdiction incidents, an agency
or jurisdiction will send a representative to assist in coordination efforts.

An Agency Representative is an individual assigned to an incident from an assisting or
cooperating agency who has been delegated authority to make decisions on matters affecting
that agency's participation at the incident.

Agency Representatives report to the Liaison Officer, or to the Incident Commander in the
absence of a Liaison Officer.
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a. Review Common Responsibilities (Page 1-2).
b. Ensure that all agency resources are properly checked-in at the incident.
c. Obtain briefing from the Liaison Officer or Incident Commander.
d. Inform assisting or cooperating agency personnel on the incident that the Agency

Representative position for that agency has been filled.
e. Attend briefings and planning meetings as required.
f. Provide input on the use of agency resources unless resource technical specialists are

assigned from the agency.
g. Cooperate fully with the Incident Commander and the General Staff on agency involvement

at the incident.
h. Ensure the well being of agency personnel assigned to the incident.
i. Advise the Liaison Officer of any special agency needs or requirements.
j. Report to home agency dispatch or headquarters on a prearranged schedule.
k. Ensure that all agency personnel and equipment are properly accounted for and released

prior to departure.
l. Ensure that all required agency forms, reports and documents are complete prior to

departure.
m. Have a debriefing session with the Liaison Officer or Incident Commander prior to

departure.
n. Maintain Unit/Activity Log (ICS Form 214).

SAFETY OFFICER (ICS 220-4) - The Safety Officer's function is to develop and recommend
measures for assuring personnel safety, and to assess and/or anticipate hazardous and
unsafe situations.  Having full authority of the Incident Commander, the Safety Officer can
exercise emergency authority to stop or prevent unsafe acts.

Only one Safety Officer will be assigned for each incident. The Safety Officer may have
Assistant Safety Officers as necessary, and the Assistant Safety Officers may also come from
assisting agencies or jurisdictions as appropriate. Assistant Safety Officers may have specific
responsibilities such as air operations, urban search and rescue, hazardous materials, or for
specific geographic or functional areas of the incident.

a. Review Common Responsibilities (Page 1-2).
b. Participate in planning meetings.
c. Identify hazardous situations associated with the incident.
d. Review the Incident Action Plan for safety implications.
e. Exercise emergency authority to stop or prevent unsafe acts and communicate such

exercise of authority to the Incident Command.
f. Investigate accidents that have occurred within the incident area.
g. Assign Assistant Safety Officers as needed.
h. Conduct and prepare an Incident Safety Analysis (ICS Form 215-AG/AW) as appropriate.
i. Initiate appropriate mitigation measures, i.e., Personnel Accountability, Fireline EMT’s,

Rapid Intervention Crew/Company, etc.
j. Develop and communicate an incident safety message as appropriate.
k. Review and approve the Medical Plan (ICS Form 206).
l. Review and approve the Site Safety and Control Plan (ICS Form 208) as required.
m. Maintain Unit/Activity Log (ICS Form 214).
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Example Based on 12-Hour Operational Period
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UNIFIED COMMAND

Experience has proven that at incidents involving multi-agencies, there is a critical need for
integrating management of resources into one operational organization that is managed and
supported by one command structure.  This is best established through an integrated, multi-
disciplined organization.  In the ICS, employing what is known as Unified Command fills this
critical need.

Unified Command is a team effort that allows all agencies with jurisdictional responsibility for
an incident, either geographical or functional, to participate in the management of the incident.
This participation is demonstrated by developing and implementing a common set of incident
objectives and strategies that all can subscribe to, without losing or abdicating agency
authority, responsibility or accountability.  Those organizations that participate in Unified
Command should have statutory responsibility for some portion of the incident or event.
Assisting and cooperating agencies with no statutory responsibility that nonetheless contribute
resources to the incident should not function at the Unified Command level. These agencies
should instead, assign Agency Representatives to effectively represent their agencies and
resources through the Liaison Officer.  In these ways, the principles that define Unified
Command provide all of the necessary mechanisms for organizational representation and
interagency management within a multi-agency incident response.

At a local level, frequent training and realistic exercises involving those agencies that may be
represented at actual incidents should be considered a prerequisite for successful
management of multi-agency incidents.  These activities serve to familiarize each participating
agency of their respective roles and responsibilities and clarify the capabilities and limitations
of each agency.  For example, a planned event such as a parade or air show may provide an
opportunity for local, state and federal agencies to operate in a Unified Command structure.

A successfully managed multi-agency incident will occur only when the participating agencies’
personnel have confidence in each other’s competencies, authorities, responsibilities, and
limitations as they relate to the incident.  Beyond the associated processes, guidelines, and
exercises, is the requirement for an attitude of cooperation. Coordinated strategy, tactics, and
resource utilization to accomplish incident control must be the focus of all agencies at the
scene.

Within a Unified Command, one person is selected as spokesperson for the groups.  Typically,
the person representing the agency with the highest resource commitment or most visible
activity on the incident is selected.  In some cases, this task may simply be assigned to the
person with the most experience.

Unified Command incorporates the following principles:

a. One set of objectives is developed for the entire incident.
b. A collective approach to developing strategies to achieve incident goals.
c. Improved information flow and coordination between all jurisdictions and agencies involved

in the incident.
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d. All agencies with responsibility for the incident have an understanding of one another's
priorities and restrictions.

e. No agency's authority or legal requirements will be compromised or neglected.
f. Each agency is fully aware of the plans, actions and constraints of all others.
g. The combined efforts of all agencies are optimized as they perform their respective

assignments under a single Incident Action Plan.
h. Duplicative efforts are reduced or eliminated, thus reducing cost and chances for frustration

and conflict.

INITIAL UNIFIED COMMAND MEETING CHECKLIST

It is essential to begin unified planning as early as possible. Initiate Unified Command as soon
as two or more agencies having jurisdictional or functional responsibilities come together on an
incident.  It is especially important on those incidents where there may be competing priorities
based on agency responsibilities.

All of the jurisdictional agency's Incident Commanders need to get together before the first
operational period planning meeting in an Initial Unified Command Meeting.  This meeting
provides the responsible agency officials with an opportunity to discuss and concur on
important issues prior to joint incident action planning. The agenda for the command meeting
should include the following:

a. State jurisdictional/agency priorities and objectives.
b. Present jurisdictional limitations, concerns, and restrictions.
c. Develop a collective set of incident objectives.
d. Establish and agree on acceptable priorities.
e. Adopt an overall strategy or strategies to accomplish objectives.
f. Agree on the basic organization structure.
g. Designate the most qualified and acceptable Operations Section Chief.
h. The Operations Section Chief will normally be from the jurisdiction or agency that has the

greatest involvement in the incident, although that is not essential.
i. Agree on General Staff personnel designations and planning, logistical, and finance

agreements and procedures.
j. Agree on the resource ordering process to be followed.
k. Agree on cost-sharing procedures.
l. Agree on informational matters.
m. Designate one agency official to act as the Unified Command spokesperson.

The members of the Unified Command must be authorized to perform certain activities and
actions on behalf of the jurisdiction or agency they represent.  Such activities include, ordering
of additional resources in support of the Incident Action Plan, possible loaning or sharing of
resources to other jurisdictions, and agree to financial cost-sharing arrangements with
participating agencies.
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COMMAND MEETING REQUIREMENTS

Unified Incident Commanders should meet prior to the Incident Planning Meeting to discuss a
number of key items.  This meeting will serve to clarify issues and provide direction to other
incident personnel who will develop the formal Incident Action Plan.

The following checklist provides a series of items to be addressed during the meeting among
Incident Commanders where the development of incident strategy and objectives is done.

a. The Command Meeting should include only agency Incident Commanders.
b. The meeting should be brief, and important points should be documented.  The important

points should include agency capabilities and limitations, functional and jurisdictional
responsibilities and the individual agency’s objectives.

c. Prior to the meeting, the respective responsible officials should have reviewed the
purposes and agenda items described above, and be prepared to discuss them.

The end result of the planning process will be a single Incident Action Plan that addresses
multi-jurisdiction or multi-agency priorities and objectives, and provides an appropriate level of
tactical direction and resource assignments for the unified effort.
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ORGANIZATION CHART
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POSITION CHECKLISTS

OPERATIONS SECTION CHIEF (ICS 222-1) - The Operations Section Chief, a member of the
General Staff, is responsible for the management of all operations directly applicable to the
primary mission ensuring the overall safety and welfare of all Section personnel.  The
Operations Chief activates and supervises organization elements in accordance with the
Incident Action Plan and directs its execution.  The Operations Chief also directs the
preparation of unit operational plans, requests or releases resources, makes expedient
changes to the Incident Action Plan as necessary, and reports such to the Incident
Commander.  The Deputy Operations Section Chief may be assigned for specific tasks, i.e.,
planning operations, day/night operations, etc.

a. Review Common Responsibilities (Page 1-2).
b. Develop the operations portion of the Incident Action Plan and complete the appropriate

ICS Form 215 (G/W) as appropriate.
c. Brief and assign Operations Section personnel in accordance with Incident Action Plan.
d. Supervise Operations Section ensuring safety and welfare of all personnel.
e. Determine need and request additional resources.
f. Review suggested list of resources to be released and initiate recommendation for release

of resources.
g. Assemble and disassemble Strike Teams and Task Forces assigned to Operations

Section.
h. Report information about special activities, events, and occurrences to Incident

Commander.
i. Maintain Unit/Activity Log (ICS Form 214).
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OPERATIONS BRANCH DIRECTOR (ICS 222-2) - Operations Branch Directors are under the
direction of the Operations Section Chief, and are responsible for the implementation of the
portion of the Incident Action Plan appropriate to the geographical and functional Branches.

a. Review Common Responsibilities (Page 1-2).
b. Develop with subordinates, alternatives for Branch control operations.
c. Attend planning meetings at the request of the Operations Section Chief.
d. Review Division/Group Assignment Lists (ICS Form 204) for Divisions or Groups within

Branch.  Modify lists based on effectiveness of current operations.
e. Assign specific work tasks to Division and Group Supervisors.
f. Supervise Branch operations.
g. Resolve logistical problems reported by subordinates.
h. Report to Operations Section Chief when the Incident Action Plan is to be modified,

additional resources are needed, surplus resources are available, or when hazardous
situations or significant events occur.

i. Approve accident and medical reports (home agency forms) originating within the Branch.
j. Maintain Unit/Activity Log (ICS Form 214).

DIVISION OR GROUP SUPERVISOR (ICS 222-3) – Division and Group Supervisors report to
the Operations Section Chief (or Branch Director when activated).  The Supervisor is
responsible for the implementation of the assigned portion of the Incident Action Plan.  They
are also responsible for the assignment of resources within the Division or Group, reporting on
the progress of control operations, and the status of resources within the Division or Group.
Division Supervisors are assigned to a specific geographical area of an incident.  Group
Supervisors are assigned to accomplish specific functions within the incident (i.e. Hazardous
Material, Medical).

a. Review Common Responsibilities (Page 1-2).
b. Implement Incident Action Plan for Division or Group.
c. Provide Incident Action Plan to Strike Team Leaders, when available.
d. Identify increments assigned to the Division or Group.
e. Review assignments and incident activities with subordinates and assign tasks.
f. Ensure that Incident Communications and/or Resources Unit is advised of all changes in

status of resources assigned to the Division or Group.
g. Coordinate activities with adjacent Divisions or Groups.
h. Determine need for assistance on assigned tasks.
i. Submit situation and resources status information to Branch Director or Operations Section

Chief.
j. Report hazardous situations, special occurrences, or significant events (e.g., accidents,

sickness) to immediate supervisor.
k. Ensure that assigned personnel and equipment get to and from assignments in a timely

and orderly manner.
l. Resolve logistics problems within the Division or Group.
m. Participate in the development of tactical plans for next operational period.
n. Maintain Unit/Activity Log (ICS Form 214).
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STRIKE TEAM or TASK FORCE LEADER (ICS 222-4) - The Strike Team or Task Force
Leader reports to a Division Supervisor or Group Supervisor and is responsible for performing
tactical assignments assigned to the Strike Team or Task Force.  The Leader reports work
progress and status of resources, maintains work records on assigned personnel, and relays
other important information to their supervisor.

a. Review Common Responsibilities (Page 1-2).
b. Review assignments with subordinates and assigns tasks.
c. Monitor work progress and make changes when necessary.
d. Coordinate activities with adjacent strike teams, task forces and single resources.
e. Travel to and from active assignment area with assigned resources.
f. Retain control of assigned resources while in available or out-of-service status.
g. Submit situation and resource status information to Division/Group Supervisor.
h. Maintain Unit/Activity Log (ICS Form 214).

SINGLE RESOURCE - The person in charge of a single tactical resource will carry the unit
designation of the resource.

a. Review Common Responsibilities (Page 1-2).
b. Review assignments.
c. Obtain necessary equipment/supplies.
d. Review weather/environmental conditions for assignment area.
e. Brief subordinates on safety measures.
f. Monitor work progress.
g. Ensure adequate communications with supervisor and subordinates.
h. Keep supervisor informed of progress and any changes.
i. Inform supervisor of problems with assigned resources.
j. Brief relief personnel, and advise them of any change in conditions.
k. Return equipment and supplies to appropriate unit.
l. Complete and turn in all time and use records on personnel and equipment.
m. Maintain Unit/Activity Log (ICS Form 214).

STAGING AREA MANAGER - The Staging Area Manager is responsible for managing all
activities within a Staging Area.

a. Review Common Responsibilities (Page 1-2).
b. Proceed to Staging Area.
c. Establish Staging Area layout.
d. Determine any support needs for equipment, feeding, sanitation and security.
e. Establish check-in function as appropriate.
f. Post areas for identification and traffic control.
g. Request maintenance service for  equipment at Staging Area as appropriate.
h. Respond to request for resource assignments.  (Note:  This may be direct from Operations

Section or via the Incident Communications Center).
i. Obtain and issue receipts for radio equipment and other supplies distributed and received

at Staging Area.
j. Determine required resource levels from the Operations Section Chief.
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k. Advise the Operations Section Chief when reserve levels reach minimums.
l. Maintain and provide status to Resources Unit of all resources in Staging Area.
m. Maintain Staging Area in orderly condition.
n. Demobilize Staging Area in accordance with Incident Demobilization Plan.
o. Maintain Unit/Activity Log (ICS Form 214).

AIR OPERATIONS BRANCH DIRECTOR (ICS 222-5) -The Air Operations Branch Director,
who is ground based, is primarily responsible for preparing the air operations portion of the
Incident Action Plan.  The plan will reflect agency restrictions that have an impact on the
operational capability or utilization of resources (e.g., night flying, hours per pilot).  After the
plan is approved, Air Operations is responsible for implementing its strategic aspects--those
that relate to the overall incident strategy as opposed to those that pertain to tactical
operations (specific target selection).

Additionally, the Air Operations Branch Director is responsible for providing logistical support to
helicopters operating on the incident.  The Air Tactical Group Supervisor working with ground
and air resources normally performs specific tactical activities (such as target selection and
suggested modifications to specific tactical actions in the Incident Action Plan).

a. Review Common Responsibilities (Page 1-2).
b. Organize preliminary air operations.
c. Request declaration (or cancellation) of restricted air space area, (FAA Regulation 91.137).
d. Participate in preparation of the Incident Action Plan through Operation Section Chief.

Insure that the Air Operations portion of the Incident Action Plan takes into consideration
the Air Traffic Control requirements of assigned aircraft.

e. Perform operational planning for air operations.
f. Prepare and provide Air Operations Summary (ICS Form 220) to the Air Support Group

and Fixed-Wing Bases.
g. Determine coordination procedures for use by air organization with ground Branches,

Divisions or Groups.
h. Coordinate with appropriate Operations Section personnel.
i. Supervise all Air Operations activities associated with the incident.
j. Evaluate Helibase locations.
k. Establish procedures for emergency reassignment of aircraft.
l. Schedule approved flights of non-incident aircraft in the restricted air space area.
m. Coordinate and schedule infrared aircraft flights.
n. Coordinate with Operations Coordination Center (OCC) through normal channels on

incident air operations activities.
o. Inform the Air Tactical Group Supervisor of the air traffic situation external to the incident.
p. Consider requests for non-tactical use of incident aircraft.
q. Resolve conflicts concerning non-incident aircraft.
r. Coordinate with Federal Aviation Administration (FAA).
s. Update air operations plans.
t. Report to the Operations Section Chief on air operations activities.
u. Report special incidents/accidents.
v. Arrange for an accident investigation team when warranted.
w. Maintain Unit/Activity Log (ICS Form 214).
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AIR TACTICAL GROUP SUPERVISOR (ICS 222-6) -The Air Tactical Group Supervisor is
primarily responsible for the coordination of aircraft operations when fixed and/or rotary-wing
aircraft are operating on an incident.  The Air Tactical Group Supervisor performs these
coordination activities while airborne.  The Air Tactical Group Supervisor reports to the Air
Operations Branch Director.

a. Review Common Responsibilities (Page 1-2).
b. Determine what aircraft (air tankers and helicopters) are operating within area of

assignment.
c. Manage air tactical activities based upon Incident Action Plan.
d. Establish and maintain communications and Air Traffic Control with pilots, Air Operations,

Helicopter Coordinator, Air Tanker/Fixed Wing Coordinator, Air Support Group (usually
Helibase Manager), and fixed wing support bases.

e. Coordinate approved flights of non-incident aircraft or non-tactical flights in restricted air
space area.

f. Obtain information about air traffic external to the incident.
g. Receive reports of non-incident aircraft violating restricted air space area.
h. Make tactical recommendations to approved ground contact (Operations Section Chief,

Branch Director, or Division/Group Supervisor).
i. Inform Air Operations Branch Director of tactical recommendations affecting the air

operations portion of the Incident Action Plan.
j. Report on Air Operations activities to the Air Operations Branch Director.  Advise Air

Operations immediately if aircraft mission assignments are causing conflicts in the Air
Traffic Control System.

k. Report on incidents/accidents.
l. Maintain Unit/Activity Log (ICS Form 214).

HELICOPTER COORDINATOR (ICS 222-7) -The Helicopter Coordinator is primarily
responsible for coordinating tactical or logistical helicopter mission(s) at the incident.  The
Helicopter Coordinator can be airborne or on the ground operating from a high vantage point.
The Helicopter Coordinator reports to the Air Tactical Group Supervisor.  Activation of this
position is contingent upon the complexity of the incident and the number of helicopters
assigned.  There may be more than one Helicopter Coordinator assigned to an incident.

a. Review Common Responsibilities (Page 1-2).
b. Determine what aircraft (air tankers and helicopters) are operating within incident area of

assignment.
c. Survey assigned incident area to determine situation, aircraft hazards and other potential

problems.
d. Coordinate Air Traffic Control with pilots, Air Operations Branch Director, Air Tactical Group

Supervisor, Air Tanker/Fixed Wing Coordinator and the Air Support Group (usually
Helibase Manager) as the situation dictates.

e. Coordinate the use of assigned ground-to-air and air-to-air communications frequencies
with the Air Tactical Group Supervisor, Communications Unit, or local agency dispatch
center.

f. Ensure that all assigned helicopters know appropriate operating frequencies.
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g. Coordinate geographical areas for helicopter operations with Air Tactical Group Supervisor
and make assignments.

h. Determine and implement air safety requirements and procedures.
i. Ensure that approved night flying procedures are in operation.
j. Receive assignments, brief pilots, assign missions, and supervise helicopter activities.
k. Coordinate activities with Air Tactical Group Supervisor, Air Tanker/Fixed Wing

Coordinator, Air Support Group and ground personnel.
l. Maintain continuous observation of assigned helicopter-operating area and inform Air

Tactical Group Supervisor of incident conditions including any aircraft malfunction or
maintenance difficulties, and anything that may affect the incident.

m. Inform Air Tactical Group Supervisor when mission is completed and reassign helicopter as
directed.

n. Request assistance or equipment as required.
o. Report incidents or accidents to Air Operations Branch Director and Air Tactical Group

Supervisor immediately.
p. Maintain Unit/Activity Log (ICS Form 214).

AIR TANKER/FIXED WING COORDINATOR (ICS 222-8) - The Air Tanker/Fixed Wing
Coordinator is primarily responsible for coordinating assigned air tanker operations at the
incident.  The Coordinator, who is always airborne, reports to the Air Tactical Group
Supervisor.  Activation of this position is contingent upon the need or upon complexity of the
incident.

a. Review Common Responsibilities (Page 1-2).
b. Determine all aircraft including air tankers and helicopters operating within incident area of

assignment.
c. Survey incident area to determine situation, aircraft hazards and other potential problems.
d. Coordinate the use of assigned ground-to-air and air-to-air communications frequencies

with Air Tactical Group Supervisor, Communications Unit or local agency dispatch center
and establish air tanker air-to-air radio frequencies.

e. Ensure air tankers know appropriate operating frequencies.
f. Determine incident air tanker capabilities and limitations for specific assignments.
g. Coordinate Air Traffic Control with pilots, Air Operations Branch Director, Air Tactical Group

Supervisor, Helicopter Coordinator, and Air Support Group (usually Helibase Manager) as
the situation dictates.

h. Determine and implement air safety requirement procedures.
i. Receive assignments, brief pilots, assign missions, and supervise fixed-wing activities.
j. Coordinate activities with Air Tactical Group Supervisor, Helicopter Coordinator and ground

operations personnel.
k. Maintain continuous observation of air tanker operating areas.
l. Provide information to ground resources, if necessary.
m. Inform Air Tactical Group Supervisor of overall incident conditions including aircraft

malfunction or maintenance difficulties.
n. Inform Air Tactical Group Supervisor when mission is completed and reassign air tankers

as directed.
o. Request assistance or equipment as necessary.
p. Report incidents or accidents immediately to Air Operations Branch Director.
q. Maintain Unit/Activity Log (ICS Form 214).
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AIR SUPPORT GROUP SUPERVISOR (ICS 222-9) - The Air Support Group Supervisor is
primarily responsible for supporting and managing Helibase and Helispot operations and
maintaining liaison with fixed-wing air bases.  This includes providing: 1) fuel and other
supplies, 2) maintenance and repair of helicopters, 3) retardant mixing and loading, 4) keeping
records of helicopter activity, and 5) providing enforcement of safety regulations.  These major
functions are performed at Helibases and Helispots.  Helicopters during landing and take-off
and while on the ground are under the control of the Air Support Group's Helibase or Helispot
Managers.  The Air Support Group Supervisor reports to the Air Operations Branch Director.

a. Review Common Responsibilities (Page 1-2).
b. Obtain copy of the Incident Action Plan from the Air Operations Branch Director including

Air Operations Summary (ICS Form 220).
c. Participate in Air Operations Branch Director planning activities.
d. Inform Air Operations Branch Director of group activities.
e. Identify resources/supplies dispatched for Air Support Group.
f. Request special air support items from appropriate sources through Logistics Section.
g. Identify Helibase and Helispot locations (from Incident Action Plan) or from Air Operations

Branch Director.
h. Determine need for assignment of personnel and equipment at each Helibase and Helispot.
i. Coordinate special requests for air logistics.
j. Maintain coordination with airbases supporting the incident.
k. Coordinate activities with Air Operations Branch Director.
l. Obtain assigned ground-to-air frequency for Helibase operations from Communications

Unit Leader or Incident Radio Communications Plan (ICS Form 205).
m. Inform Air Operations Branch Director of capability to provide night-flying service.
n. Ensure compliance with each agency's operations checklist for day and night operations.
o. Ensure dust abatement procedures are implemented at Helibase and Helispots.
p. Provide aircraft rescue firefighting service for Helibases and Helispots.
q. Ensure that Air Traffic Control procedures are established between Helibase and Helispots

and the Air Tactical Group Supervisor, Helicopter Coordinator or Air Tanker/Fixed Wing
Coordinator.

r. Maintain Unit/Activity Log (ICS Form 214).

HELIBASE MANAGER - The Helibase Manager has primary responsibility for managing all
activities at the assigned Helibase.

a. Review Common Responsibilities (Page 1-2).
b. Obtain Incident Action Plan including Air Operations Summary (ICS Form 220).
c. Participate in Air Support Group planning activities.
d. Inform Air Support Supervisor of Helibase activities.
e. Report to assigned Helibase.  Brief pilots and other assigned personnel.
f. Manage resources/supplies dispatched to Helibase.
g. Ensure Helibase is posted and cordoned.
h. Coordinate Helibase Air Traffic control with pilots, Air Support Group Supervisor, Air

Tactical Group Supervisor, Helicopter Coordinator and the Takeoff and Landing Controller.
i. Manage retardant mixing and loading operations.
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j. Ensure helicopter fueling, maintenance and repair services are provided.
k. Supervise manifesting and loading of personnel and cargo.
l. Ensure dust abatement techniques are provided and used at Helibases and Helispots.
m. Ensure security is provided at each Helibase and Helispot.
n. Ensure aircraft rescue firefighting services are provided for the Helibase.
o. Request special air support items from the Air Support Group Supervisor.
p. Receive and respond to special requests for air logistics.
q. Supervise personnel responsible to maintain agency records, reports of helicopter

activities, and Check-In List  (ICS Form 211).
r. Coordinate activities with Air Support Group Supervisor.
s. Display organization and work schedule at each Helibase, including Helispot organization

and assigned radio frequencies.
t. Solicit pilot input concerning selection and adequacy of Helispots, communications, Air

Traffic Control, operational difficulties, and safety problems.
u. Maintain Unit/Activity Log (ICS Form 214).

HELISPOT MANAGER – The Helispot Manager is supervised by the Helibase Manager and is
responsible for providing safe and efficient management of all activities at the assigned
Helispot.

a. Review Common Responsibilities (Page 1-2).
b. Obtain Incident Action Plan including Air Operations Summary (ICS Form 220).
c. Report to assigned Helispot.
d. Coordinate activities with Helibase Manager.
e. Inform Helibase Manager of Helispot activities.
f. Manage resources/supplies dispatch to Helispot.
g. Request special air support items from Helibase Manager.
h. Coordinate Air Traffic Control and Communications with pilots, Helibase Manager,

Helicopter Coordinator, Air Tanker/Fixed Wing Coordinator and Air Tactical Group
Supervisor when appropriate.

i. Ensure aircraft rescue firefighting services are available.
j. Ensure that dust control is adequate, debris cannot blow into rotor system, touchdown zone

slope is not excessive and rotor clearance is sufficient.
k. Supervise or perform retardant loading at Helispot.
l. Perform manifesting and loading of personnel and cargo.
m. Coordinate with pilots for proper loading and unloading and safety problems.
n. Maintain agency records and reports of helicopter activities.
o. Maintain Unit/Activity Log (ICS Form 214).

MIXMASTER - The Mixmaster is responsible for providing fire retardant to helicopters at the
rate specified and for the expected duration of job.  The Mixmaster reports to the Helibase
Manager.

a. Review Common Responsibilities (Page 1-2).
b. Obtain Air Operations Summary (ICS Form 220).
c. Check accessory equipment, such as valves, hoses and storage tanks.
d. Take immediate steps to get any items and personnel to do the job.
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e. Plan the specific layout to conduct operations.
f. Determine if water or retardant is to be used and which helicopters may have load

restrictions.
g. Maintain communication with Helibase Manager.
h. Supervise the crew in setting up operations.
i. Supervise crew in loading retardant into helicopters.
j. Make sure supply of retardants is kept ahead of demand.
k. Attend to the safety and welfare of crew.
l. See that the base is cleaned up before leaving.
m. Keep necessary agency records.
n. Maintain Unit/Activity Log (ICS Form 214).

DECK COORDINATOR - The Deck Coordinator is responsible for providing coordination of a
Helibase landing area for personnel and cargo movement.  The Deck Coordinator reports to
the Helibase Manager.

a. Review Common Responsibilities (Page 1-2).
b. Obtain Air Operations Summary (ICS Form 220).
c. Establish emergency landing areas.
d. Ensure aircraft rescue firefighting procedures are understood by deck personnel.
e. Establish and mark landing pads.
f. Ensure sufficient personnel are available to load and unload personnel and cargo safely.
g. Ensure deck area is properly posted.
h. Provide for vehicle control.
i. Supervise deck management personnel.  (Load Masters and Parking Tenders)
j. Ensure dust abatement measures are met.
k. Ensure that all assigned personnel are posted to the daily organization chart.
l. Ensure proper manifesting and load calculations are done.
m. Ensure Air Traffic Control operation is coordinated with Landing and Takeoff Coordinator.
n. Maintain agency records.
o. Maintain Unit/Activity Log (ICS Form 214).

LOADMASTER (PERSONNEL/CARGO) - The Loadmaster is responsible for the safe
operation of loading and unloading of cargo and personnel at a Helibase.  The Loadmaster
reports to the Deck Coordinator.

a. Review Common Responsibilities (Page 1-2).
b. Obtain Air Operations Summary (ICS Form 220).
c. Ensure proper posting of loading and unloading areas.
d. Perform manifesting and loading of personnel and cargo.
e. Ensure sling load equipment is safe.
f. Know aircraft rescue firefighting procedures.
g. Supervise loading and unloading crews.
h. Coordinate with Takeoff and Landing Controller.
i. Maintain Unit/Activity Log (ICS Form 214).
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PARKING TENDER - The Parking Tender is responsible for the takeoff and landing of
helicopters at an assigned helicopter pad.  The Parking Tender reports to the Deck
Coordinator. A Parking Tender should be assigned for each helicopter pad.

a. Review Common Responsibilities (Page 1-2).
b. Supervise activities at the landing pad. (personnel and helicopter movement, vehicle traffic,

etc.)
c. Know and understand the aircraft rescue firefighting procedures.
d. Ensure agency checklist is followed.
e. Ensure helicopter pilot needs are met at the landing pad.
f. Ensure landing pad is properly maintained (dust abatement, marking, etc.).
g. Ensure landing pad is properly marked.
h. Check personnel seatbelts, cargo restraints and helicopter doors.
i. Maintain Unit/Activity Log (ICS Form 214).

TAKEOFF AND LANDING CONTROLLER - The Takeoff and Landing Controller is
responsible for providing coordination of arriving and departing helicopters at a Helibase and
all helicopter movement on and around the Helibase.  The Takeoff and Landing Controller
reports to the Helibase Manager.

a. Review Common Responsibilities (Page 1-2).
b. Obtain Air Operations Summary (ICS Form 220).
c. Check radio system before commencing operation.
d. Coordinate with radio operation on helicopter flight routes and patterns.
e. Maintain communications with all incoming and outgoing helicopters.
f. Maintain constant communications with radio operator.
g. Coordinate with Deck Manager and Parking Tender before commencing operation and

during operation.
h. Maintain Unit/Activity Log (ICS Form 214).

HELIBASE RADIO OPERATOR - The Helibase Radio Operator is responsible for establishing
communication between incident assigned helicopters and Helibases, Air Tactical Group
Supervisor, Air Operations Branch Director and Takeoff and Landing Controller.  The Helibase
Radio Operator reports to the Helibase Manager.

a. Review Common Responsibilities (Page 1-2).
b. Obtain Air Operations Summary (ICS Form 220).
c. Establish communication needs at Helibase.
d. Ensure orders from Air Operations Branch Director are relayed to Helibase Manager.
e. Maintain constant communications with all helicopters.
f. Notify Takeoff/Landing Coordinator of incoming helicopters.
g. Verify daily radio frequencies with Helibase Manager.
h. Maintain a log of all helicopter takeoff/landings, ETA's, ETD's and flight route check-ins.
i. Establish helicopter identification call numbers and post.
j. Ensure helicopter timekeeping is completed.
k. Establish and enforce proper radio procedures.
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l. Notify Air Operations Branch Director immediately of any overdue or missing helicopters.
m. Understand aircraft rescue firefighting procedures.
n. Receive clearance from Air Tactical Group Supervisor before launching helicopters.
o. Maintain Unit/Activity Log (ICS Form 214).

HELICOPTER TIMEKEEPER - The Helicopter Timekeeper is responsible for keeping time on
all helicopters assigned to the Helibase.  Helicopter Timekeeper reports to the radio operator.

a. Review Common Responsibilities (Page 1-2).
b. Obtain Air Operations Summary (ICS Form 220).
c. Determine number of helicopters by agency.
d. Determine helicopter time needed by agency.
e. Record operation time of helicopters.
f. Fill out necessary agency time reports.
g. Obtain necessary timekeeping forms.
h. Maintain Unit/Activity Log (ICS Form 214).
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Example Based on 12-Hour Operational Period
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ORGANIZATION CHART

PLANNING SECTION CHIEF
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Weather
Observer(s)

PLANNING PROCESS

The checklist below provides basic steps appropriate for use in almost any incident situation.
However, not all incidents require written plans and the need for written plans and attachments
is based on incident requirements and the decision of the Incident Commander.

The Planning Checklist is to be used with the Operational Planning Worksheet (ICS Form 215-
G/W).  For more detailed instructions, see Planning Section Chief Position Manual (ICS 221-
1).  The Operations Section Chief should have a draft Operational Planning Worksheet (ICS
Form 215-G/W) and the Safety Officer should have a draft Incident Safety Analysis (ICS Form
215-AG/AW) completed prior to the planning meeting.

Incident Objectives and strategy should be established before the planning meeting.  For this
purpose it may be necessary to hold a strategy meeting prior to the planning meeting.

The Planning Process works best when the incident is divided into logical geographical and/or
functional units.  The tactics and resources are then determined for each of the planning units
and then the planning units are combined into divisions/groups utilizing span-of-control
guidelines.

The ICS Form 215-G/W (Operational Planning Worksheet -Generic and Wildland) and the ICS
Form 215-AG/AW (Incident Safety Analysis – Generic and Wildland) are used to support the
incident’s planning process.  They provide the Incident Commander, Command and General
Staff with the means to identify Division or Group assignments, develop specific tactics,
identify available and needed resources, and address safety considerations.  During this
process, safety issues identified must be mitigated or new tactics developed which adequately
address safety concerns.
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CHECKLIST PRIMARY RESPONSIBILITY

1. Briefing on situation and resource status ................................................... PSC
2. Set/review incident objectives........................................................................ IC
3.   Plot control lines, establish Branch and Division boundaries,

identify Group assignments .......................................................................OSC
4. Specify tactics for each Division/Group......................................................OSC
5. Specify safety mitigation measures for identified hazards in

Divisions/Groups........................................................................................ SOF
6. Specify resources needed by Division/Group .................................. OSC, PSC
7. Specify Operations facilities and reporting locations –

Plot on map..............................................................................OSC, PSC, LSC
8. Develop resource and personnel order.......................................................LSC
9. Consider Communications, Medical, and Traffic Plan

requirements..................................................................................... PSC, LSC
10. Finalize, approve and implement Incident Action Plan................PSC, IC, OSC

IC  = Incident Commander
PSC = Planning Section Chief
OSC = Operations Section Chief
LSC = Logistics Section Chief
SOF = Safety Officer

POSITION CHECKLISTS

PLANNING SECTION CHIEF (ICS 221-1) - The Planning Section Chief, a member of the
Incident Commander's General Staff, is responsible for the collection, evaluation,
dissemination and use of information about the development of the incident and status of
resources.  The Planning Section Chief is responsible for ensuring the safety and welfare of all
Section personnel.  Information is needed to:  1) understand the current situation, 2) predict
probable course of incident events, and 3) prepare alternative strategies and control
operations for the incident.

a. Review Common Responsibilities (Page 1-2).
b. Collect and process situation information about the incident.
c. Supervise preparation of the Incident Action Plan.
d. Provide input to the Incident Commander and Operations Section Chief in preparing the

Incident Action Plan.
e. Reassign out-of-service personnel already on-site to ICS organizational positions as

appropriate.
f. Establish information requirements and reporting schedules for Planning Section Units

(e.g., Resources Unit and Situation Unit).
g. Determine need for any specialized resources in support of the incident.
h. If requested, assemble and disassemble strike teams and task forces not assigned to

Operations.
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i. Establish special information collection activities as necessary, e.g., weather,
environmental, toxics, etc.

j. Assemble information on alternative strategies.
k. Provide periodic predictions on incident potential.
l. Report any significant changes in incident status.
m. Compile and display incident status information.
n. Oversee preparation and implementation of Incident Demobilization Plan.
o. Incorporate plans, (e.g., Traffic, Medical, Communications, Site Safety) into the Incident

Action Plan.
p. Maintain Unit/Activity Log (ICS Form 214).

RESOURCES UNIT LEADER (ICS 221-3)  - The Resources Unit Leader is responsible for
maintaining the status of all assigned resources (primary and support) at an incident.  This is
achieved by overseeing the check-in of all resources, maintaining a status-keeping system
indicating current location and status of all resources, and maintenance of a master list of all
resources, e.g., key supervisory personnel, primary and support resources, etc.

a. Review Common Responsibilities (Page 1-2).
b. Review Unit Leader Responsibilities (Page 1-2).
c. Establish check-in function at incident locations.
d. Prepare Organization Assignment List (ICS Form 203) and Organization Chart (ICS Form

207).
e. Prepare appropriate parts of Assignment Lists (ICS Form 204).
f. Prepare and maintain the Command Post display (to include organization chart and

resource allocation and deployment).
g. Maintain and post the current status and location of all resources.
h. Maintain master roster of all resources checked in at the incident.
i. A Check-in/Status Recorder reports to the Resources Unit Leader and assists with the

accounting of all incident-assigned resources.
j. Maintain Unit/Activity Log (ICS Form 214).

CHECK-IN/STATUS RECORDER - Check-in/Status Recorders are needed at each check-in
location to ensure that all resources assigned to an incident are accounted for.

a. Review Common Responsibilities (Page 1-2).
b. Obtain required work materials, including Check-in Lists (ICS Form 211), Resource Status

Cards (ICS Form 219), and status display boards.
c. Establish communications with the Communication Center and Ground Support Unit.
d. Post signs so that arriving resources can easily find incident check-in location(s).
e. Record check-in information on Check-in Lists (ICS Form 211).
f. Transmit check-in information to Resources Unit on regular prearranged schedule or as

needed.
g. Forward completed Check-in Lists (ICS Form 211) to the Resources Unit.
h. Receive, record, and maintain resource status information on Resource Status Cards (ICS

Form 219) for incident assigned Single Resources, Strike Teams, Task Forces, and
Overhead personnel.

i. Maintain files of Check-in Lists (ICS Form 211).
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SITUATION UNIT LEADER - The collection, processing and organizing of all incident
information takes place within the Situation Unit. The Situation Unit may prepare future
projections of incident growth, maps and intelligence information.

a. Review Common Responsibilities (Page 1-2).
b. Review Unit Leader Responsibilities (Page 1-2).
c. Begin collection and analysis of incident data as soon as possible.
d. Prepare, post, or disseminate resource and situation status information as required,

including special requests.
e. Prepare periodic predictions or as requested.
f. Prepare the Incident Status Summary (ICS Form 209).
g. Provide photographic services and maps if required.
h. Maintain Unit/Activity Log (ICS Form 214).

DISPLAY PROCESSOR - The Display Processor is responsible for the display of incident
status information obtained from Field Observers, resource status reports, aerial and
orthography photographs and infrared data.

a. Review Common Responsibilities (Page 1-2).
b. Determine location of work assignment
c. Determine numbers, types and locations of displays required.
d. Determine map requirements for Incident Action Plans.
e. Determine time limits for completion.
f. Obtain information from Situation Unit.
g. Obtain necessary equipment and supplies.
h. Obtain copy of Incident Action Plan for each operational period.
i. Assist Situation Unit Leader in analyzing and evaluating field reports.
j. Develop required displays in accordance with time limits for completion.
k. Maintain Unit/Activity Log (ICS Form 214).

FIELD OBSERVER - The Field Observer is responsible to collect situation information from
personal observations at the incident and provide this information to the Situation Unit Leader.

a. Review Common Responsibilities (Page 1-2).
b. Obtain copy of Incident Action Plan for the Operational Period.
c. Obtain necessary equipment and supplies.
d. Identify all facility locations (e.g., Helispots, Division and Branch boundaries).
e. Report information to Situation Unit by established procedure.
f. Report immediately any condition observed which may cause danger and safety hazard to

personnel.
g. Gather intelligence that will lead to accurate predictions.
h. Maintain Unit/Activity Log (ICS Form 214).

WEATHER OBSERVER - The Weather Observer is responsible to collect current incident
weather information and provide the information to an assigned meteorologist, Fire Behavior
Specialist or Situation Unit Leader.
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a. Review Common Responsibilities (Page 1-2).
b. Obtain weather data collection equipment.
c. Obtain appropriate transportation to collection site(s).
d. Record and report weather observations at assigned locations on schedule.
e. Turn in equipment at completion of assignment.
f. Demobilize according to Incident Demobilization Plan.
g. Demobilize incident displays in accordance with Incident Demobilization Plan.
h. Maintain Unit/Activity Log (ICS Form 214).

DOCUMENTATION UNIT LEADER (ICS 221-10)  - The Documentation Unit Leader is
responsible for the maintenance of accurate, up-to-date incident files. The Documentation Unit
will also provide duplication services. Incident files will be stored for legal, analytical, and
historical purposes.

a. Review Common Responsibilities (Page 1-2).
b. Review Unit Leader Responsibilities (Page 1-2).
c. Set up work area and begin organization of incident files.
d. Establish duplication service; respond to requests.
e. File all official forms and reports.
f. Review records for accuracy and completeness; inform appropriate units of errors or

omissions.
g. Provide incident documentation as requested.
h. Store files for post-incident use.
i. Maintain Unit/Activity Log (ICS Form 214).

DEMOBILIZATION UNIT LEADER (ICS 221-4) - The Demobilization Unit Leader is
responsible for developing the Incident Demobilization Plan. On large incidents, demobilization
can be quite complex, requiring a separate planning activity. Note that not all agencies require
specific demobilization instructions.

a. Review Common Responsibilities (Page 1-2).
b. Review Unit Leader Responsibilities (Page 1-2).
c. Review incident resource records to determine the likely size and extent of demobilization

effort.
d. Based on above analysis, add additional personnel, workspace and supplies as needed.
e. Coordinate demobilization with Agency Representatives.
f. Monitor ongoing Operations Section resource needs.
g. Identify surplus resources and probable release time.
h. Develop incident checkout function for all units.
i. Evaluate logistics and transportation capabilities to support demobilization.
j. Establish communications with off-incident facilities, as necessary.
k. Develop an Incident Demobilization Plan detailing specific responsibilities and release

priorities and procedures.
l. Prepare appropriate directories (e.g., maps, instructions, etc.) for inclusion in the

demobilization plan.
m. Distribute demobilization plan (on and off-site).
n. Ensure that all Sections/Units understand their specific demobilization responsibilities.
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o. Supervise execution of the Incident Demobilization Plan.
p. Brief Planning Section Chief on demobilization progress.
q. Maintain Unit/Activity Log (ICS Form 214).

TECHNICAL SPECIALISTS (ICS 221-5) - Certain incidents or events may require the use of
Technical Specialists who have specialized knowledge and expertise. Technical Specialists
may function within the Planning Section, or be assigned wherever their services are required.
Specific Technical Specialists have been identified (i.e. weather, fire behavior, etc.) and
specific checklists are listed below or in the specific Operational System Description (i.e.
US&R).  For all other Technical Specialists not otherwise specified, use the checklist at the
end of this section.

DAMAGE INSPECTION TECHNICAL SPECIALIST (ICS-221-5) - The Damage Inspection
Technical Specialist is primarily responsible for inspecting damage and/or potential “at-risk”
property, and natural resources.  The Damage Inspection Technical Specialists usually
function within the Planning Section and may be assigned to the Situation Unit or can be
reassigned wherever their services are required.  Damage inspection includes loss of
environmental resources, infrastructure, transportation, structures, and other real/personal
property.

a. Review Common Responsibilities (Page 1-2)
b. Establish communications with local government representatives of effective jurisdictions.
c. Determine and order resources.
d. Determine coordination procedures with other sections, units and local agencies.
e. Establish work area, and obtain necessary supplies.
f. Collect information pertaining to incident causes losses.
g. Participate in Planning Section activities.
h. Prepare documentation as required.
i. Respond to requests for information from approved sources.
j. Prepare final Situation Status Field Inspection Report (SSFIR), and forward to the

Documentation Unit Leader.
k. Maintain Unit/Activity Log (ICS Form 214).

ENVIRONMENTAL SPECIALIST – The Environmental Specialist is primarily responsible for
accessing the potential impacts of an incident on the environment, determining environmental
restrictions, recommending alternative strategies and priorities for addressing environmental
concerns.  The Environmental Specialist functions within the Planning Section as part of the
Situation Unit.

a. Review Common Responsibilities (Page 1-2).
b. Participate in the development of the Incident Action Plan and review the general control

objectives including alternative strategies.
c. Collect and validate environmental information within the incident area by reviewing pre-

attack land use and management plans.
d. Determine environmental restrictions within the incident area.
e. Develop suggested priorities for preservation of the environment.
f. Provide environmental analysis information, as requested.
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g. Collect and transmit required records and logs to Documentation Unit at the end of each
operational period.

h. Maintain Unit/Activity Log (ICS Form 214).

FIRE BEHAVIOR SPECIALIST - The Fire Behavior Specialist is primarily responsible for
establishing a weather data collection system, and to develop required fire behavior
predictions based on fire history, fuel, weather, and topography information.

a. Review Common Responsibilities (Page 1-2).
b. Establish weather data requirements.
c. Verify dispatch of meteorologist.
d. Confirm that mobile weather station has arrived and is operational.
e. Inform meteorologist of weather data requirements.
f. Forward weather data to Planning Section Chief.
g. Collect, review and compile fire history data.
h. Collect, review and compile exposed fuel data.
i. Collect, review and compile information about topography and fire barriers.
j. Provide weather information and other pertinent information to Situation Unit Leader for

inclusion in Incident Status Summary (ICS Form 209).
k. Review completed Incident Status Summary report and Incident Action Plan.
l. Prepare fire behavior prediction information at periodic intervals or upon request and

forward to Planning Section Chief.
m. Maintain Unit/Activity Log (ICS Form 214).

GEOGRAPHICAL INFORMATION SYSTEM SPECIALIST - A Technical Specialist - GIST is
responsible for spatial information collection, display, analysis, and dissemination.  The
Technical Specialist GIS will provide Global Positioning System (GPS) support, integrate
infrared data, and incorporate all relevant data to produce map products, statistical data for
reports, and/or analyses.  Technical Specialist - GIS usually functions within the Planning
Section, or assigned wherever their services are required within the incident organization.

a. Review Common Responsibilities (Page 1-2).
b. Check in with the Check-In/Status Recorder.
c. Obtain briefing from appropriate supervisor.
d. Establish communication with local government representatives, of all affected jurisdictions,

through the incident Liaison Officer.
e. Determine and order resources needed.
f. Determine coordination procedures with other sections, units, and local agencies.
g. Establish work area, and acquire work materials.
h. Obtain appropriate transportation and communications.
i. Determine the availability of needed GIS support products.
j. Participate in Planning Section activities.
k. Prepare GIS products as determined by supervisor.
l. Keep supervisor informed.
m. Respond to requests from approved sources for additional GIS products.
n. Prepare final GIS summary report consisting of all incident GIS products and forward to

Documentation Unit Leader.
o. Maintain Unit/Activity Log (ICS Form 214).
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RESOURCE USE SPECIALIST – The Resource Use Specialist is primarily responsible for
advising incident personnel on the specific capabilities, limitations of certain specialized
response resources.  In addition, the Resource Specialist can recommend strategies for use of
these resources.

a. Review Common Responsibilities (Page 1-2).
b. Participate in the development of the Incident Action Plan and review general control

objectives including alternative strategies as requested.
c. Collect information on incident resources as needed.
d. Respond to requests for information about limitations and capabilities of resources.
e. Collect and transmit records and logs to Documentation Unit at the end of each operational

period.
f. Maintain Unit/Activity Log (ICS Form 214).

TRAINING SPECIALIST – The Training Specialist coordinates incident training opportunities
and activities, ensuring the quality of the training assignments and completing documentation
of the incident training.  The Training Specialist organizes and implements the incident training
program and analyzes and facilitates training assignments to fulfill individual development
needs of trainees.

a. Review Common Responsibilities (Page 1-2).
b. Inform Planning Section Chief of planned use of trainees.
c. Review trainee assignments and modify if appropriate.
d. Coordinate the assignments of trainees to incident positions with Resources Unit.
e. Brief trainees and trainers on training assignments and objectives.
f. Coordinate use of unassigned trainees.
g. Make follow-up contacts on the job to provide assistance and advice for trainees to meet

training objectives as appropriate and with approval of unit leaders.
h. Ensure trainees receive performance evaluation.
i. Monitor operational procedures and evaluate training needs.
j. Respond to requests for information concerning training activities.
k. Give Training Specialist records and logs to Documentation Unit at the end of each

operational period.
l. Maintain Unit/Activity Log (ICS Form 214).

WATER RESOURCE SPECIALIST – The Water Resource Specialist is primarily responsible
to advise incident personnel on the sources of fire suppression water, the capabilities of the
water sources, and to assist in the development of additional systems or system capability to
meet incident demands.

a. Review Common Responsibilities (Page 1-2).
b. Participate in the development of the Incident Action Plan and review general control

objectives, including alternative strategies presently in effect.
c. Collect and validate water resource information within the incident area.
d. Prepare information on available water resources.
e. Establish water requirements needed to support fire suppression actions.
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f. Compare Incident Control Objectives as stated in the Plan, with available water resources
and report inadequacies or problems to Planning Section Chief.

g. Participate in the preparation of Incident Action Plan when requested.
h. Respond to requests for water information.
i. Collect and transmit records and logs to Documentation Unit at the end of each operational

period.
j. Maintain Unit/Activity Log (ICS Form 214).

TECHNICAL SPECIALISTS (NOT OTHERWISE SPECIFIED)

a. Review Common Responsibilities (Page 1-2).
b. Check in with the Check-In/Status Recorder.
c. Obtain briefing from supervisor.
d. Obtain personal protective equipment as appropriate.
e. Determine coordination procedures with other sections, units, and local agencies.
f. Establish work area and acquire work materials.
g. Participate in the development of the Incident Action Plan and review the general control

objectives including alternative strategies as appropriate.
h. Obtain appropriate transportation and communications.
i. Keep supervisor informed.
j. Maintain Unit/Activity Log (ICS Form 214).
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Planning Section Planning Cycle Guide

Example Based on 12-Hour Operational Period
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ORGANIZATION CHART

LOGISTICS SECTION CHIEF
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POSITION CHECKLISTS

LOGISTICS SECTION CHIEF (ICS 223-1) - The Logistics Section Chief, a member of the
General Staff, is responsible for providing facilities, services, and material in support of the
incident.  The Section Chief participates in development and implementation of the Incident
Action Plan, activates and supervises assigned Branches/Units, and is responsible for the
safety and welfare of Logistics Section personnel.

a. Review Common Responsibilities (Page 1-2).
b. Plan organization of Logistics Section.
c. Assign work locations and preliminary work tasks to Section personnel.
d. Notify Resources Unit of Logistics Section units activated including names and locations of

assigned personnel.
e. Assemble and brief Branch Directors and Unit Leaders.
f. Participate in preparation of Incident Action Plan.
g. Identify service and support requirements for planned and expected operations.
h. Provide input to and review Communications Plan, Medical Plan and Traffic Plan.
i. Coordinate and process requests for additional resources.
j. Review Incident Action Plan and estimate Section needs for next operational period.
k. Advise on current service and support capabilities.
l. Prepare service and support elements of the Incident Action Plan.
m. Estimate future service and support requirements.
n. Receive Demobilization Plan from Planning Section.
o. Recommend release of unit resources in conformity with Demobilization Plan.
p. Ensure general welfare and safety of Logistics Section personnel.
q. Maintain Unit/Activity Log (ICS Form 214).

SERVICE BRANCH DIRECTOR (ICS 223-6) - The Service Branch Director, when activated, is
under the supervision of the Logistics Section Chief, and is responsible for the management of
all service activities at the incident.  The Branch Director supervises the operations of the
Communications, Medical and Food Units.

a. Review Common Responsibilities (Page 1-2).
b. Obtain working materials.
c. Determine level of service required to support operations.
d. Confirm dispatch of Branch personnel.
e. Participate in planning meetings of Logistics Section personnel.
f. Review Incident Action Plan.
g. Organize and prepare assignments for Service Branch personnel.
h. Coordinate activities of Branch Units.
i. Inform Logistics Chief of Branch activities.
j. Resolve Service Branch problems.
k. Maintain Unit/Activity Log (ICS Form 214).
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COMMUNICATIONS UNIT LEADER (ICS 223-5) - The Communications Unit Leader, under
the direction of the Service Branch Director or Logistics Section Chief, is responsible for
developing plans for the effective use of incident communications equipment and facilities;
installing and testing of communications equipment; supervision of the Incident Communi-
cations Center; distribution of communications equipment to incident personnel; and the
maintenance and repair of communications equipment.

a. Review Common Responsibilities (Page 1-2).
b. Review Unit Leader Responsibilities (Page 1-2).
c. Determine unit personnel needs.
d. Prepare and implement the Incident Radio Communications Plan (ICS Form 205).
e. Ensure the Incident Communications Center and Message Center are established.
f. Establish appropriate communications distribution/maintenance locations within

Base/Camp(s).
g. Ensure communications systems are installed and tested.
h. Ensure an equipment accountability system is established.
i. Ensure personal portable radio equipment from cache is distributed per Incident Radio

Communications Plan.
j. Provide technical information as required.
k. Supervise Communications Unit activities.
l. Maintain records on all communications equipment as appropriate.
m. Ensure equipment is tested and repaired.
n. Recover equipment from relieved or released units.
o. Maintain Unit/Activity Log (ICS Form 214).

INCIDENT COMMUNICATIONS MANAGER - The Incident Communications Manager
(including Incident Dispatcher) is responsible to receive and transmit radio and telephone
messages among and between personnel and to provide dispatch services at the incident.

a. Review Common Responsibilities (Page 1-2).
b. Ensure adequate staffing (Incident Communications Manager).
c. Obtain and review Incident Action Plan to determine incident organization and Incident

Radio Communications Plan.
d. Set up Incident Radio Communications Center - check out equipment.
e. Request service on any inoperable or marginal equipment.
f. Set up Message Center location as required.
g. Receive and transmit messages within and external to incident.
h. Maintain General Messages files.
i. Maintain a record of unusual incident occurrences.
j. Provide briefing to relief on current activities, equipment status, and any unusual

communications situations.
k. Turn in appropriate documents to Incident Communications Manager or Communications

Unit Leader.
l. Demobilize Communications Center in accordance with Incident Demobilization Plan.
m. Maintain Unit/Activity Log (ICS Form 214).
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MEDICAL UNIT LEADER (ICS 223-7) - The Medical Unit Leader, under the direction of the
Service Branch Director or Logistics Section Chief, is primarily responsible for the development
of the Medical Plan, obtaining medical aid and transportation for injured and ill incident
personnel, establishment of responder rehabilitation and preparation of reports and records.

a. Review Common Responsibilities (Page 1-2).
b. Review Unit Leader Responsibilities (Page 1-2).
c. Participate in Logistics Section/Service Branch planning activities.
d. Establish and staff Medical Unit.
e. Establish Responder Rehabilitation.
f. Prepare the Medical Plan (ICS Form 206).
g. Prepare procedures for major medical emergency.
h. Declare major medical emergency as appropriate.
i. Respond to requests for medical aid, medical transportation, and medical supplies.
j. Prepare and submit necessary documentation.
k. Maintain Unit/Activity Log (ICS Form 214).

RESPONDER REHABILITATION MANAGER – The Responder Rehabilitation Manager
reports to the Medical Unit Leader and is responsible for the rehabilitation of incident personnel
who are suffering from the effects of strenuous work and/or extreme conditions.

a. Review Common Responsibilities (Page 1-2).
b. Designate responder rehabilitation location and have location announced on radio with

radio designation “Rehab.”
c. Request necessary medical personnel to evaluate medical condition of personnel being

rehabilitated.
d. Request necessary resources for rehabilitation of personnel, e.g., water, juice, personnel.
e. Request through Food Unit or Logistics Section Chief feeding as necessary for personnel

being rehabilitated.
f. Release rehabilitated personnel to Operations Section or Planning Section for

reassignment.
g. Maintain appropriate records and documentation.
h. Maintain Unit/Activity Log (ICS Form 214).

FIRELINE EMERGENCY MEDICAL TECHNICIAN (ICS 223-10) – The Fireline Emergency
Medical Technician (FEMT) provides emergency medical care to personnel operating on the
fireline.  The FEMT initially reports to the Medical Unit Leader, if established, or the Logistics
Section Chief.  The FEMT must establish and maintain liaison with, and respond to requests
from the Operations Section personnel to whom they are subsequently assigned.

The checklist presented below should be considered as a minimum requirement for the
position.  Users of this manual may augment these lists as necessary.  Note that some of the
activities are one-time actions while others are ongoing for the duration of an incident.
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a. Review Common Responsibilities (Page 1-2).
b. Check in and obtain briefing from the Logistics Section Chief, or the Medical Unit Leader if

established.  Briefing will include current incident situation, anticipated medical needs, and
required local medical protocol including documentation.

c. Receive assignment and assess current situation.
d. Anticipate needs and obtain medical supplies from the incident.
e. Secure copies of local emergency medical service forms/paperwork if available.
f. Secure/check-out portable radio with all incident frequencies.
g. Obtain a copy of the Incident Action Plan (IAP) and review the Medical Plan (ICS Form

206).
h. Identify and contact assigned tactical supervisor and confirm your travel route,

transportation and ETA prior to leaving your check-in location.
i. Meet with assigned tactical supervisor and obtain briefing.
j. Obtain briefing from the FEMT you are relieving, if applicable.
k. Upon arrival at your assigned location, perform a radio check with your assigned tactical

supervisor, incident Communications Unit and the Medical Unit, if established.
l. Maintain ongoing contact and interaction with personnel on your assignment to assess

medical needs and provide assistance when needed.
m. Make requests for transportation of ill and injured personnel, through channels, as outlined

in the Medical Plan (ICS Form 206).
n. Make notifications of incident related illnesses and injuries as outlined in the Medical Plan

(ICS Form 206).
o. At the conclusion of each shift advise your tactical supervisor that you are departing and

will report to the Medical Unit Leader for debriefing and submission of patient care
documentation.

p. Secure operations and demobilize as outlined in the Demobilization Plan.
q. Maintain Unit/Activity Log (ICS Form 214).

ORGANIZATION - The FEMT provides emergency medical care to personnel operating on the
fireline.  The FEMT initially reports to the Medical Unit Leader, if established, or the Logistics
Section Chief.  The FEMT must establish and maintain liaison with, and respond to requests
from, the operations personnel to whom they are assigned.  The FEMT is assigned as
illustrated:

Operations Section Chief Logistics Section Chief

Tactical Supervisor Service Branch Director

Medical Unit Leader

FEMT

NOTE:  The FEMT will be supervised by the tactical (line)
supervisor while at the tactical location.
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PERSONNEL – The FEMT shall be ordered at the discretion of the Incident Commander.   The
FEMT order will specify if the FEMT is required to arrive with or without equipment.  The
number of tactically assigned FEMT’s will depend upon the complexity, duration, and hazards
of the incident. The FEMT may be assigned as a single resource; however, they can be paired
due to safety or workload considerations.

The FEMT must, at minimum, be currently certified/licensed as an Emergency Medical
Technician (EMT-I).  The FEMT may also be an EMT-II or Paramedic (EMT-P).  All levels of
EMT’s may be ordered to fulfill the role of an FEMT and are permitted to function within their
Scope of Practice regardless of jurisdictional or political boundaries.

MAJOR RESPONSIBILITIES AND PROCEDURES – The major responsibilities of the FEMT
are stated below.  Following each activity, the procedures for implementing the activity are
listed.

a. Obtain briefing from the Logistics Section Chief, or the Medical Unit Leader, if established.
The briefing should provide the following:
1. Current incident situation.
2. Review the Medical Plan and receive priorities.
3. Incident communications channels.
4. Overview of the FEMT assignment and potential hazards to assigned line personnel.
5. Anticipated incident medical needs.
6. Local medical protocols to include documentation procedures.

b. Receive assignment and assess current situation.
1. Number of personnel in assigned area.
2. Fire behavior, weather conditions, terrain, other natural hazards, and safety alerts.

c. Anticipate needs and obtain medical supplies from the incident.  Refer to Medical Supply
List as a recommended minimum requirement.

d. Secure copies of local emergency medical service forms/ paperwork as necessary.  If not
available use FEMT’s jurisdictional agency EMS forms.

e. Obtain a portable radio with all incident frequencies.
f. Prior to each shift, obtain a copy of the Incident Action Plan (IAP) and review the Medical

Plan (ICS Form 206).
g. Identify and contact assigned tactical supervisor and confirm your travel route,

transportation and ETA prior to leaving your check-in location.
h. Meet with assigned tactical supervisor and obtain a briefing.
i. Obtain a briefing from the FEMT you are relieving, if applicable.
j. Upon arrival at your assigned location, perform a radio check with your assigned tactical

supervisor, incident Communications Unit and the Medical Unit, if established.
k. Maintain ongoing contact and interaction with personnel on your assignment to assess

medical needs and provide assistance when needed.
l. Make requests for transportation of ill and injured personnel, through channels, as outlined

in the Medical Plan (ICS Form 206).
m. Make notifications of incident related illnesses and injuries as outlined in the Medical Plan

(ICS Form 206).
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n. At the conclusion of each shift, advise your tactical supervisor that you are departing and
will report to the Medical Unit Leader for debriefing and submission of patient care
documentation.

o. Secure operations and demobilize as outlined in the Demobilization Plan.
p. Maintain Unit/Activity Log (ICS Form 214).

DEFINITIONS

Licensure/Certification- Documentation certifying that one has met specific requirements.
These requirements may be successfully passing a written examination, skills examination
and/or peer review process.

Protocol- A medically accepted course of treatment for a defined medical emergency.  A
protocol must be within the rescuer’s Scope of Practice.

Scope Of Practice – Laws, guidelines, and regulations defining the policies, procedures and
responsibilities for a given group or practice.  These are the authorized skills and procedures
that an EMT-I, EMT-II or EMT-P may perform on a patient within scope of practice of their
certifying authority.

EQUIPMENT

The FEMT shall respond with Personal Protective Equipment (PPE) appropriate for the
assignment.  The incident should provide medical supplies for the FEMT to meet or exceed the
contents listed in ICS 223-10.  The FEMT can be ordered with/without equipment.

FOOD UNIT LEADER (ICS 223-4) – The Food Unit Leader is responsible for supplying the
food needs for the entire incident, including all remote locations (e.g., Camps, Staging Areas),
as well as providing food for personnel unable to leave tactical field assignments.

a. Review Common Responsibilities (Page 1-2).
b. Review Unit Leader Responsibilities (Page 1-2).
c. Determine food and water requirements.
d. Determine method of feeding to best fit each facility or situation.
e. Obtain necessary equipment and supplies and establish cooking facilities.
f. Ensure that well-balanced menus are provided.
g. Order sufficient food and potable water from the Supply Unit.
h. Maintain an inventory of food and water.
i. Maintain food service areas, ensuring that all appropriate health and safety measures are

being followed.
j. Supervise caterers, cooks, and other Food Unit personnel as appropriate.
k. Maintain Unit/Activity Log (ICS Form 214).
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SUPPORT BRANCH DIRECTOR (ICS 223-2) – The Support Branch Director, when activated,
is under the direction of the Logistics Section Chief, and is responsible for development and
implementation of logistics plans in support of the Incident Action Plan.  The Support Branch
Director supervises the operations of the Supply, Facilities and Ground Support Units.

a. Review Common Responsibilities (Page 1-2).
b. Obtain work materials.
c. Identify Support Branch personnel dispatched to the incident.
d. Determine initial support operations in coordination with Logistics Section Chief and

Service Branch Director.
e. Prepare initial organization and assignments for support operations.
f. Assemble and brief Support Branch personnel.
g. Determine if assigned Branch resources are sufficient.
h. Maintain surveillance of assigned units work progress and inform Section Chief of activities.
i. Resolve problems associated with requests from Operations Section.
j. Maintain Unit/Activity Log (ICS Form 214).

SUPPLY UNIT LEADER (ICS 223-9) –The Supply Unit Leader is primarily responsible for
ordering personnel, equipment and supplies; receiving, and storing all supplies for the incident;
maintaining an inventory of supplies; and servicing non-expendable supplies and equipment.

a. Review Common Responsibilities (Page 1-2).
b. Review Unit Leader Responsibilities (Page 1-2).
c. Participate in Logistics Section/Support Branch planning activities.
d. Determine the type and amount of supplies en route.
e. Review Incident Action Plan for information on operations of the Supply Unit.
f. Develop and implement safety and security requirements.
g. Order, receive, distribute, and store supplies and equipment.
h. Receive and respond to requests for personnel, supplies and equipment.
i. Maintain inventory of supplies and equipment.
j. Service reusable equipment.
k. Submit reports to the Support Branch Director.
l. Maintain Unit/Activity Log (ICS Form 214).

ORDERING MANAGER – The Ordering Manager is responsible for placing all orders for
supplies and equipment for the incident.  The Ordering Manager reports to the Supply Unit
Leader.

a. Review Common Responsibilities (Page 1-2).
b. Obtain necessary agency (ies) order forms.
c. Establish ordering procedures.
d. Establish name and telephone numbers of agency personnel receiving orders.
e. Set up filing system.
f. Get names of incident personnel who have ordering authority.
g. Check on what has already been ordered.
h. Ensure order forms are filled out correctly.
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i. Place orders in a timely manner.
j. Consolidate orders when possible.
k. Identify times and locations for delivery of supplies and equipment.
l. Keep Receiving and Distribution Manager informed of orders placed.
m. Submit all ordering documents to Documentation Control Unit through Supply Unit Leader

before demobilization.
n. Maintain Unit/Activity Log (ICS Form 214).

RECEIVING AND DISTRIBUTION MANAGER – The Receiving and Distribution Manager is
responsible for receiving and distribution of all supplies and equipment (other than primary
resources) and the service and repair of tools and equipment.  The Receiving and Distribution
Manager reports to the Supply Unit Leader.

a. Review Common Responsibilities (Page 1-2).
b. Order required personnel to operate supply area.
c. Organize physical layout of supply area.
d. Establish procedures for operating supply area.
e. Set up filing system for receiving and distribution of supplies and equipment.
f. Maintain inventory of supplies and equipment.
g. Develop security requirement for supply area.
h. Establish procedures for receiving supplies and equipment.
i. Submit necessary reports to Supply Unit Leader.
j. Notify Ordering Manager of supplies and equipment received.
k. Provide necessary supply records to Supply Unit Leader.
l. Maintain Unit/Activity Log (ICS Form 214).

TOOL AND EQUIPMENT SPECIALIST – The Tool and Equipment Specialist is responsible
for sharpening, servicing and repair of all hand tools.  The Tool and Equipment Specialist
reports to the Receiving and Distribution Manager.

a. Review Common Responsibilities (Page 1-2).
b. Determine personnel requirements.
c. Obtain necessary equipment and supplies.
d. Set up tool storage and conditioning area.
e. Establish tool inventory and accountability system.
f. Maintain all tools in proper condition.
g. Assemble tools for issuance each operational period per Incident Action Plan.
h. Receive and recondition tools after each operational period.
i. Ensure that all appropriate safety measures are taken in tool conditioning area.
j. Maintain Unit/Activity Log (ICS Form 214).

FACILITIES UNIT LEADER (ICS 223-8) – The Facilities Unit Leader is primarily responsible
for the layout and activation of incident facilities, e.g., Base, Camp(s) and Incident Command
Post.  The Unit provides sleeping and sanitation facilities for incident personnel and manages
Base and Camp(s) operations.  Each facility (Base, Camp) is assigned a manager who reports
to the Facilities Unit Leader and is responsible for managing the operation of the facility.  The
basic functions or activities of the Base and Camp Managers are to provide security service,
and general maintenance.  The Facility Unit Leader reports to the Support Branch Director.
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a. Review Common Responsibilities (Page 1-2).
b. Review Unit Leader Responsibilities (Page 1-2).
c. Receive a copy of the Incident Action Plan.
d. Participate in Logistics Section/Support Branch planning activities.
e. Determine requirements for each facility.
f. Prepare layouts of incident facilities.
g. Notify unit leaders of facility layout.
h. Activate incident facilities.
i. Provide Base and Camp Managers.
j. Provide sleeping facilities.
k. Provide security services.
l. Provide facility maintenance services-sanitation, lighting, clean up.
m. Maintain Unit/Activity Log (ICS Form 214).

FACILITY MAINTENANCE SPECIALIST – The Facility Maintenance Specialist is responsible
to ensure that proper sleeping and sanitation facilities are maintained, provide shower facilities,
maintain lights and other electrical equipment, and maintain the Base, Camp and Incident
Command Post facilities in a clean and orderly manner.

a. Review Common Responsibilities (Page 1-2).
b. Request required maintenance support personnel and assign duties.
c. Obtain supplies, tools, and equipment.
d. Supervise/perform assigned work activities.
e. Ensure that all facilities are maintained in a safe condition.
f. Disassemble temporary facilities when no longer required.
g. Restore area to pre-incident condition.
h. Maintain Unit/Activity Log (ICS Form 214).

SECURITY MANAGER –The Security Manager is responsible to provide safeguards needed
to protect personnel and property from loss or damage.

a. Review Common Responsibilities (Page 1-2).
b. Establish contacts with local law enforcement agencies as required.
c. Contact the Resource Use Specialist for crews or Agency Representatives to discuss any

special custodial requirements that may affect operations.
d. Request required personnel support to accomplish work assignments.
e. Ensure that support personnel are qualified to manage security problems.
f. Develop Security Plan for incident facilities.
g. Adjust Security Plan for personnel and equipment changes and releases.
h. Coordinate security activities with appropriate incident personnel.
i. Keep the peace, prevent assaults, and settle disputes through coordination with Agency

Representatives.
j. Prevent theft of all government and personal property.
k. Document all complaints and suspicious occurrences.
l. Maintain Unit/Activity Log (ICS Form 214).
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BASE MANAGER – The Base Manager is responsible to ensure that appropriate sanitation,
security, and facility management services are conducted at the Base.  The Base Manager
duties include:

a. Review Common Responsibilities (Page 1-2).
b. Determine personnel support requirements.
c. Obtain necessary equipment and supplies.
d. Ensure that all facilities and equipment are set up and properly functioning.
e. Supervise the establishment of sanitation, showers, and sleeping facilities.
f. Make sleeping area assignments.
g. Ensure that strict compliance is made with all applicable safety regulations.
h. Ensure that all facility maintenance services are provided.
i. Maintain Unit/Activity Log (ICS Form 214).

CAMP MANAGER – On large incidents, one or more Camps may be established by the
General Staff to provide better support to operations.  Camps may be in place several days or
may be moved depending upon the nature of the incident.  Functional unit activities performed
at the Base may be performed at the Camp(s).  These activities could include, Supply Unit,
Medical Unit, Ground Support Unit, Food Unit, Communications Unit, as well as the Facilities
Unit functions of facility maintenance and security.  Camp Managers are responsible to provide
non-technical coordination for all units operating within the Camp.  The General Staff will
determine units assigned to Camps.  Personnel requirements for units at Camps will be
determined by the parent unit based on kind and size of incident and expected duration of
Camp operations.

a. Review Common Responsibilities (Page 1-2).
b. Determine personnel support requirements.
c. Obtain necessary equipment and supplies.
d. Ensure that all sanitation, shower and sleeping facilities are set up and properly functioning.
e. Make sleeping arrangements.
f. Provide direct supervision for all facility maintenance and security services at Camp.
g. Ensure that strict compliance is made with all applicable safety regulations.
h. Ensure that all Camp-to-Base communications are centrally coordinated.
i. Ensure that all Camp-to-Base transportation scheduling is centrally coordinated.
j. Provide overall coordination of all Camp activities to ensure that all assigned units operate

effectively and cooperatively in meeting incident objectives.
k. Maintain Unit/Activity Log (ICS Form 214).

GROUND SUPPORT UNIT LEADER (ICS 223-3) – The Ground Support Unit Leader is
primarily responsible for support of out –of-service resources; transportation of personnel,
supplies, food, and equipment; fueling, service, maintenance, and repair of vehicles and other
ground support equipment; and development and implementation of the Incident Traffic Plan.

a. Review Common Responsibilities (Page 1-2).
b. Review Unit Leader Responsibilities (Page 1-2).
c. Participate in Support Branch/Logistics Section planning activities.
d. Develop and implement Traffic Plan.
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e. Support out-of-service resources.
f. Notify Resources Unit of all status changes on support and transportation vehicles.
g. Arrange for and activate fueling, maintenance, and repair of ground resources.
h. Maintain inventory of support and transportation vehicles (ICS Form 218).
i. Provide transportation services.
j. Collect use information on rented equipment.
k. Requisition maintenance and repair supplies (e.g., fuel, spare parts).
l. Maintain incident roads.
m. Submit reports to Support Branch Director as directed.
n. Maintain Unit/Activity Log (ICS Form 214).

EQUIPMENT MANAGER – The Equipment Manager provides service, repair and fuel for all
apparatus and equipment; provides transportation and support vehicle services; and maintains
records of equipment use and service provided.

a. Review Common Responsibilities (Page 1-2).
b. Obtain Incident Action Plan to determine locations for assigned resources, Staging Area

locations, and fueling and service requirements for all resources.
c. Obtain necessary equipment and supplies.
d. Provide maintenance and fueling according to schedule.
e. Prepare schedules to maximize use of available transportation.
f. Provide transportation and support vehicles for incident use.
g. Coordinate with Agency Representatives on service and repair policies as required.
h. Inspect equipment condition and ensure coverage by equipment agreement.
i. Determine supplies (e.g., gasoline, diesel, oil and parts needed to maintain equipment in

efficient operating condition), and place orders with Supply Unit.
j. Maintain Support Vehicle Inventory (ICS Form 218).
k. Maintain equipment rental records.
l. Maintain equipment service and use records.
m. Check all service repair areas to ensure that all appropriate safety measures are being

taken.
n. Maintain Unit/Activity Log (ICS Form 214).
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Example Based on 12-Hour Operational Period
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ORGANIZATION CHART

FINANCE/ADMINISTRATION SECTION CHIEF

Time
Unit Leader

Procurement
Unit Leader

Cost
Unit Leader

Compensation
and Claims
Unit Leader

Equipment
Time Recorder Compensation

For Injury
SpecialistPersonnel

Time Recorder
Claims

SpecialistCommissary
Manager

POSITION CHECKLISTS

FINANCE/ADMINISTRATION SECTION CHIEF (224-1) – The Finance/Administration Section
Chief is responsible for all financial, administrative, and cost analysis aspects of the incident
and for supervising members of the Finance/Administration Section.

a. Review Common Responsibilities (Page 1-2).
b. Manage all financial aspects of an incident.
c. Provide financial and cost analysis information as requested.
d. Gather pertinent information from briefings with responsible agencies.
e. Develop an operating plan for the Finance/Administration Section; fill supply and support

needs.
f. Determine need to set up and operate an incident commissary.
g. Meet with Assisting and Cooperating Agency Representatives as needed.
h. Maintain daily contact with agency (ies) administrative headquarters on
i. Finance/Administration matters.
j. Ensure that all personnel time records are accurately completed and transmitted to home

agencies, according to policy.
k. Provide financial input to demobilization planning.
l. Ensure that all obligation documents initiated at the incident are properly prepared and

completed.
m. Brief agency administrative personnel on all incident-related financial issues needing

attention or follow-up prior to leaving incident.
n. Maintain Unit/Activity Log (ICS Form 214).

TIME UNIT LEADER (224-2) – The Time Unit Leader is responsible for equipment and
personnel time recording and for managing the commissary operations.

a. Review Common Responsibilities (Page 1-2).
b. Review Unit Leader Responsibilities (Page 1-2).
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c. Determine incident requirements for time recording function.
d. Contact appropriate agency personnel/representatives.
e. Ensure that daily personnel time recording documents are prepared and in compliance with

agency (ies) policy.
f. Maintain separate logs for overtime hours.
g. Establish commissary operation on larger or long-term incidents as needed.
h. Submit cost estimate data forms to Cost Unit as required.
i. Maintain records security.
j. Ensure that all records are current and complete prior to demobilization.
k. Release time reports from assisting agency personnel to the respective Agency

Representatives prior to demobilization.
l. Brief Finance/Administration Section Chief on current problems and recommendations,

outstanding issues, and follow-up requirements.
m. Maintain Unit/Activity Log (ICS Form 214).

EQUIPMENT TIME RECORDER – Under supervision of the Time Unit Leader, Equipment
Time Recorder is responsible for overseeing the recording of time for all equipment assigned
to an incident.

a. Review Common Responsibilities (Page 1-2).
b. Set up Equipment Time Recorder function in location designated by Time Unit Leader.
c. Advise Ground Support Unit, Facilities Unit, and Air Support Group of the requirement to

establish and maintain a file for maintaining a daily record of equipment time.
d. Assist units in establishing a system for collecting equipment time reports.
e. Post all equipment time tickets within four hours after the end of each operational period.
f. Prepare a use and summary invoice for equipment (as required) within twelve (12) hours

after equipment arrival at incident.
g. Submit data to Time Unit Leader for cost effectiveness analysis.
h. Maintain current posting on all charges or credits for fuel, parts, services and commissary.
i. Verify all time data and deductions with owner/operator of equipment.
j. Complete all forms according to agency specifications.
k. Close out forms prior to demobilization.
l. Distribute copies per agency and incident policy.
m. Maintain Unit/Activity Log (ICS Form 214).

PERSONNEL TIME RECORDER  - Under supervision of the Time Unit Leader, Personnel
Time Recorder is responsible for overseeing the recording of time for all personnel assigned to
an incident.

a. Review Common Responsibilities (Page 1-2).
b. Establish and maintain a file for employee time reports within the first operational period.
c. Initiate, gather, or update a time report from all applicable personnel assigned to the

incident for each operational period.
d. Ensure that all employee identification information is verified to be correct on the time

report.
e. Post personnel travel and work hours, transfers, promotions, specific pay provisions and

terminations to personnel time documents.
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f. Post all commissary issues to personnel time documents.
g. Ensure that time reports are signed.
h. Close out time documents prior to personnel leaving the incident.
i. Distribute all time documents according to agency policy.
j. Maintain a log of excessive hours worked and give to Time Unit Leader daily.
k. Maintain Unit/Activity Log (ICS Form 214).

COMMISSARY MANAGER – Under the supervision of the Time Unit Leader, Commissary
Manager is responsible for commissary operations and security.

a. Review Common Responsibilities (Page 1-2).
b. Set up and provide commissary operation to meet incident needs.
c. Establish and maintain adequate security for commissary.
d. Request commissary stock through Supply Unit Leader.
e. Maintain complete record of commissary stock including invoices for material received,

issuance records, transfer records and closing inventories.
f. Maintain commissary issue record by crews and submit records to Time Recorder during or

at the end of each operational period.
g. Use proper agency forms for all record keeping.
h. Complete forms according to agency specification.
i. Ensure that all records are closed out and commissary stock is inventoried and returned to

Supply Unit prior to demobilization.
j. Maintain Unit/Activity Log (ICS Form 214).

PROCUREMENT UNIT LEADER (ICS 224-5) – The Procurement Unit Leader is responsible
for administering all financial matters pertaining to vendor contracts, leases, and fiscal
agreements.

a. Review Common Responsibilities (Page 1-2).
b. Review Unit Leader Responsibilities (Page 1-2).
c. Review incident needs and any special procedures with Unit Leaders, as needed.
d. Coordinate with local jurisdiction on plans and supply sources.
e. Obtain Incident Procurement Plan.
f. Prepare and authorize contracts and land use agreements.
g. Draft memorandum of understanding.
h. Establish contracts and agreements with supply vendors.
i. Provide for coordination between the Ordering Manager, agency dispatch, and all other

procurement organizations supporting the incident.
j. Ensure that a system is in place that meets agency property management requirements.

Ensure proper accounting for all new property.
k. Interpret contracts and agreements; resolve disputes within delegated authority.
l. Coordinate with Compensation/Claims Unit for processing claims.
m. Coordinate use of impress funds as required.
n. Complete final processing of contracts and send documents for payment.
o. Coordinate cost data in contracts with Cost Unit Leader.
p. Brief Finance/Administration Section Chief on current problems and recommendations,

outstanding issues, and follow-up requirements.
q. Maintain Unit/Activity Log (ICS Form 214).
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COMPENSATION/CLAIMS UNIT LEADER (ICS 224-4) – The Compensation/Claims Unit
Leader is responsible for the overall management and direction of all administrative matters
pertaining to compensation for injury and claims-related activities (other than injury) for an
incident.

a. Review Common Responsibilities (Page 1-2).
b. Review Unit Leader Responsibilities (Page 1-2).
c. Establish contact with incident Safety Officer and Liaison Officer, or Agency

Representatives if no Liaison Officer is assigned.
d. Determine the need for Compensation for Injury and Claims Specialists and order

personnel as needed.
e. Establish a Compensation for Injury work area within or as close as possible to the Medical

Unit.
f. Review Incident Medical Plan.
g. Review procedures for handling claims with Procurement Unit.
h. Periodically review logs and forms produced by Compensation/Claims Specialists to ensure

compliance with agency requirements and policies.
i. Ensure that all Compensation for Injury and Claims logs and forms are complete and

routed to the appropriate agency for post-incident processing prior to demobilization.
j. Maintain Unit/Activity Log (ICS Form 214).

COMPENSATION FOR INJURY SPECIALIST – Under the supervision of the Compensation/
Claims Unit Leader, the Compensation For Injury Specialist is responsible for administering
financial matters resulting from serious injuries and fatalities occurring on an incident.  Close
coordination is required with the Medical Unit.

a. Review Common Responsibilities (Page 1-2).
b. Collocate Compensation for Injury operations with those of the Medical Unit when possible.
c. Establish procedure with Medical Unit Leader on prompt notification of injuries or fatalities.
d. Obtain copy of Incident Medical Plan (ICS Form 206).
e. Provide written authority for persons requiring medical treatment.
f. Ensure that correct agency forms are being used.
g. Provide correct billing forms for transmittal to doctor and/or hospital.
h. Monitors and reports on status of hospitalized personnel.
i. Obtain all witness statements from Safety Officer and/or Medical Unit and review for

completeness.
j. Maintain log of all injuries occurring on incident.
k. Coordinate/handle all administrative paperwork on serious injuries or fatalities.
l. Coordinate with appropriate agency (ies) to assume responsibility for injured personnel in

local hospitals prior to demobilization.
m. Maintain Unit/Activity Log (ICS Form 214).

CLAIMS SPECIALIST – Under the supervision of the Compensation/Claims Unit Leader, the
Claims Specialist is responsible for managing all claims-related activities (other than injury) for
an incident.

a. Review Common Responsibilities (Page 1-2).
b. Develop and maintain a log of potential claims.
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c. Coordinate claims prevention plan with applicable incident functions.
d. Initiate investigation on all claims other than personnel injury.
e. Ensure that site and property involved in investigation are protected.
f. Coordinate with investigation team as necessary.
g. Obtain witness statements pertaining to claims other than personnel injury.
h. Document any incomplete investigations.
i. Document follow-up action needs by local agency.
j. Keep the Compensation/Claims Unit Leader advised on nature and status of all existing

and potential claims.
k. Ensure use of correct agency forms.
l. Maintain Unit/Activity Log (ICS Form 214).

COST UNIT LEADER (ICS 224-3) – The Cost Unit Leader is responsible for collecting all cost
data, performing cost effectiveness analyses, and providing cost estimates and cost saving
recommendations for the incident.

a. Review Common Responsibilities (Page 1-2).
b. Review Unit Leader Responsibilities (Page 1-2).
c. Coordinate with agency headquarters on cost reporting procedures.
d. Collect and record all cost data.
e. Develop incident cost summaries.
f. Prepare resources-use cost estimates for the Planning Section.
g. Make cost-saving recommendations to the Finance/Administration Section Chief.
h. Complete all records prior to demobilization.
i. Maintain Unit/Activity Log (ICS Form 214).
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Example Based on 12-Hour Operational Period
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FULLY ACTIVATED INCIDENT COMMAND SYSTEM ORGANIZATION CHART
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WILDLAND FIRE ORGANIZATIONAL DEVELOPMENT

INTRODUCTION

The following series of organizational charts depict examples of how the Incident Command
System can be used on fires involving wildland (grass, brush, timber fuels).  The charts show
examples of ICS organizations for initial attack fires through incidents that grow to such size as
to require very large organizational structures to manage the personnel and equipment
assigned to these incidents.

Certain terms are used to identify the level of resource commitment or organizations structure.
The terms associated with these levels are:

Initial Attack – This example depicts an agency’s initial response level (four engines, a
bulldozer, a wildland firefighting handcrew, one helicopter and one Command Officer) to a
reported wildland fire and how those resources might be organized to handle the situation.  At
the same time, the organization is designed to rapidly expand if necessitated by fire growth.

Reinforced Response – This example depicts an expansion of the organizational structure to
accommodate additional resources.

Extended Attack – This example depicts an organization that may be appropriate for incidents
that may require even more resources and an extended period of time to control.  The time
frames for these incidents may run into multiple operational periods covering many days with
enhanced logistics and planning requirements.

Multi-Branch – This example depicts an organization that may be used for wildland incidents
that have grown in area to require multiple levels of management to accommodate span of
control concerns and increased support for the number of personnel assigned to the incident.
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INCIDENT COMMANDERWildland Fire –
Initial Response Organization
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Wildland Fire – Initial Response Organization (example):  Initial response resources are managed by the initial response Incident
Commander (first arriving Company Officer or Command Officer) who will perform all Command and General Staff functions.  Many
small initial attack fires are controlled and extinguished with resource commitments at or slightly above this level.  The span of control for
this organization is at six to one, which is within safe guidelines of three-seven to one.  Units are deployed to attack the fire with a single
helicopter supporting the effort as directed by the Incident Commander.  The Incident Commander has identified a Staging Area for use
in the event additional resources arrive before tactical assignments for these resources are determined.
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INCIDENT COMMANDERWildland Fire –
Reinforced Response Organization
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Wildland Fire – Reinforced Response Organization (example):  Additional resources have arrived.  Span of control concerns as well as
the need for tactical supervision have necessitated that the Incident Commander establish two Divisions with qualified Supervisors
assigned.  A Safety Officer is assigned to monitor incident operations for safety issues and to ensure corrective steps are taken.  The
Resources Unit is established to assist the Incident Commander with tracking resources, and a Logistics Section Chief is assigned to
begin planning and implementing logistical support for the assigned resources and to plan for the support of additional resources should
they be ordered.
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INCIDENT COMMANDERWildland Fire –
Extended Attack Organization
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Wildland Fire – Extended Attack Organization (example):  The Incident Commander has requested and received additional resources.
Due to the complexity of the incident and the dynamic nature of the suppression activities, the Incident Commander has established the
Operations Section Chief position.  Additional aviation resources have arrived and are supervised by the Air Tactical Group Supervisor.
The Incident Commander has established a Situation Unit to begin collecting incident data (mapping, weather, fire behavior predictions,
etc.) to aid in the strategic and tactical planning as the incident progresses.  Logistical needs have required upgraded Communications
Support and a Medical Unit to handle responder injuries and rehabilitation.
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INCIDENT COMMANDERWildland Fire –
Multi-Branch Organization
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Wildland Fire – Multi-Branch Organization (example):  This incident required multiple Divisions covering a large geographic area so Branches were established
within the Operations Section.  A full Air Operations Branch with Branch Director has been established.  The Planning Section is further expanded to begin
production of Incident Action Plans for multiple Operational Periods.  To ensure that adequate safety measures are taken within the expansive incident, Assistant
Safety Officers have been assigned to the Safety Officer.  These Assistants can be assigned to individual Branches or Divisions as well as to monitoring activities at
the Base.  The Command staff is now complete to assist the Incident Commander with incident information handling and to interface with assisting and cooperating
agencies.
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STRUCTURE FIRE ORGANIZATION DEVELOPMENT

INTRODUCTION

The following series of organizational charts depict examples of how the incident Command
System can be used on fires involving structures.  The charts show examples of ICS
organizations for initial attack fires through incidents that grow to such size as to require very
large organizational structures to manage the personnel and equipment assigned to these
incidents.

Certain terms are used to identify the level of resource commitment or organizations structure.
The terms associated with these levels are:

Initial Attack – This example depicts an agency’s initial response level (three Engines, one
Truck Company, and a Command Officer) to a reported fire involving a building and how those
resources might be organized to handle the situation.  At the same time, the organization is
designed to rapidly expand if necessitated by fire growth.

Reinforced Response – This example depicts an expansion of the organizational structure to
accommodate additional resources.  In this case, a second alarm has been ordered and
received along with resources to assist the Incident Commander and support the personnel on
scene.

Multi-Branch – This example depicts an organization that may be used for incidents that have
grown in area to require multiple levels of management to accommodate span of control
concerns and increased support for the number of personnel assigned to the incident.




