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PURPOSE

This Standard Operating Guideline (SOG) contains information pertaining to the organization, implementation and utilization of the Missouri Incident Support Team (MO-IST), as established by the Office of the State Fire Marshal and the State Emergency Management Agency (SEMA).

SCOPE

This guideline is applicable to SWMO-IST, under the auspices of State Fire Mutual Aid in the development, organization, activation and utilization of a State Incident Support Team. The SWMO-IST is developed to meet the requirements of the Homeland Security Presidential Directive #5, the National Incident Management System, and  Act 227-2000 - The Counter-terrorism Planning, Preparedness and Response Act, to establish a “…state level incident support capability…”.

INCIDENT SUPPORT TEAM 

The SWMO-IST is designed to provide personnel who are trained and organized to support disaster response operations by assisting the Incident Commander/Unified Command (IC/UC) using incident support specialists and technical specialists. The SWMO-IST may be used as follows:

•Incidents that may overwhelm the ability of the Authority Having Jurisdiction (AHJ) to adequately provide incident support due to the size, scope or complexity of an event;

•Incidents involving terrorism or the criminal use of hazardous materials that may require technical specialists or subject matter experts;

•Incidents that pose unique tactical and/or incident support requirements; or

•Special events that may require the coordination of multiple agencies and organizations, or pose unique or significant response challenges.
• Activation of State Fire Mutual Aid for apparatus, specialized equipment, or personnel
The SWMO-IST operates within the framework of the National Incident Management System (NIMS), and provides local, county and state government with an effective incident support resource that facilitates local, regional, and state adoption of NIMS, as specified in Homeland Security Presidential Directive #5 (HSPD-5).

The SWMO-IST or  will respond as a Type 4 Incident Support Team (IST), and has the ability to function for 72 hour “operation period” before reassignment occurs. Overall command of any incident will always remain with the AHJ.  The SWMO-IST will provide support and consultation to IC/UC; and, will only assume command over any incident by delegation of authority from the local AHJ.
The intent of this SOG is to serve as a reference document for members of SWMO-IST. All attempts will be made to ensure members meet the requirements stated in the US Fire Administration All Hazards IMT Guidance; however, the SWMO-IST Incident Commander has the authority and obligation to use the best qualified individual(s) available to ensure the highest level of knowledge and public safety. 

The MO-IST system is made up of the following type teams:
Type 5: Local Village and Township Level - a "pool" of primarily emergency services officers from several neighboring departments trained to serve in Command and General Staff positions during the first 6-12 hours of a major or complex incident. 

Type 4: City, County or District Level - a designated team of fire, EMS, and possibly law enforcement officers from a larger and generally more populated area, typically within a single jurisdiction (city or county), activated when necessary to support a major or complex incident during the first 6-12 hours and possibly transition to a Type 3 IST. 

Type 3: State or Metropolitan Area Level - a standing team of trained personnel from different departments, organizations, agencies, and jurisdictions within a state or DHS Urban Area Security Initiative (UASI) region, activated to provide incident support at events that extend beyond one operational period. Type 3 ISTs will respond throughout the State in accordance with state law, regulations and policies.
Type 2 National and State Level - a Federal or State-certified team; has less staffing and experience than Type 1 ISTs, and is typically used on smaller scale national or state incidents. Several dozen Type 2 ISTs are currently in existence and operate through the U.S. Forest Service.

Type 1 National and State Level - a Federal or State-certified team; is the most robust IST with the most experience; is fully equipped and self-contained. Sixteen Type 1 ISTs are now in existence and operate through the U.S. Forest Service.

Missouri IST Project Scope
The Missouri Fire Marshal’s office is supporting the development of Type 3 ISTs in the State; Kansas City UASI area, Central Missouri and St. Louis UASI area. Development and establishment of Type 4 ISTs is encouraged for each Fire Mutual Aid Region in Missouri by local entities. Future development and establishment of Type 2 ISTs comprised of members of existing Type 3 or 4 ISTs will be considered.  

Membership Qualifications

SELECTION CRITERIA, PROCESS AND TRAINING

The application and selection process shall consist of the following:

1.
Members shall be selected to SWMO-IST positions based on the following criteria:

a. Length, depth and scope of emergency service experience, including:

(1)
Command and Staff experience

(2)
Type and scale of incidents

(3)
Formal Education

(4)
Formal Training and Certification

(5)
Ability to participate, based on employer requirements

(6)
Approval by the Local IST Oversight Committee
(7) 
List training requirement (specify)
2.
Applicants should complete the attached application, and include supporting documentation          (i.e., certificates, resume, etc) and forward to the Local IST Oversight Committee.

3.
All applications will be reviewed by the Local IST Oversight Committee and recommendations ,made to the Missouri State Fire Marshal .

4.
All IST members must be approved by the IST Working Group and the Local IST Oversight 
Committee.

5.
All IST members shall complete the following training courses:
· IS courses

· Type 4 USFA All Hazards Incident Management Team (AHIMT)

· Applicable USFA position specific training

· Complete a shadowing assignment with a currently qualified team
The Team Coordinator and Team Leaders will make final decisions on team assignments and will approve trainee positions. Members filling other positions should have training and experience similar to the position that they may serve in. It is the goal of the Team Management that the most qualified persons will be used in the higher level positions to provide the highest quality of incident management.
At a minimum teams will attempt to train the following positions. Additional support functions may also be trained as needed.

Incident Commander (4), 

Safety Officers (4), Assistant Safety Officers (2)

Public Information Officers (4), 

Liaison (4), 

Operations Section Chief (4), Staging Area Managers (2)

Planning Section Chief (4), Resources Unit Leader (2), Documentation Unit Leader (2)

Logistics Section Chief (4), Support Branch Director (2), Service Branch Director (2) 

Finance/Admin Section Chief (4)

As the above list is quite extensive, there are many opportunities to serve on the team, and it will take assistance from many emergency response agencies to provide funding and personnel to staff the team now and in the future. 

Ongoing Training and Exercises

A key component of the SWMO-IST system is sustainment of current teams. Teams will be required to meet for ongoing training and exercises at least two times per year. One training session should be regional in nature and one should be a statewide drill. It is suggested to have all the teams meet for a conference at least once per year so that team members may be updated with any new information and all teams can share information about responses, best practices or lessons learned.
Team Member Availability

For deployments in their specific region, members should strive for a two hour response time to the incident from dispatch time. If the deployment is outside of the IST’s region, efforts will be made to respond in the least amount of time possible. Personnel agreeing to participate in “on-call status” are committing to being available for a possible one week deployment period. Most deployments will be much shorter in duration, however, long term deployments are possible. It will be the Incident Commander’s responsibility to minimally fill the following positions from the cadre list of members:

Safety Officer 

Logistics Section Chief 

Operations Section Chief
  

Planning Section Chief

Information Officer
Liaison Officer

Situation Status Unit Leader

Resource Status Unit Leader
Team Commitment

Assignment to the team is a major commitment for both the member and the member’s organization. The member’s organization will be responsible for allowing the team member to deploy at a moment’s notice. The member’s organization is responsible for the member’s Worker’s Compensation and any other applicable insurance while on deployment with the IST. Any overtime or backfill costs will be the responsibility of the team member’s organization. Attempts will be made to reimburse team member’s organization with any funds that are reimbursed by the agency receiving the assistance. This can be a lengthy process and no guarantee made that any reimbursement will be received.  Ongoing training and exercises will also be a requirement for membership. Semi-annual training and participation in exercises will be required to maintain readiness for team members.
Team members will not leave the incident to return to their home unit without the authorization of the Incident Commander. No later than 72 hours after deploying the IST, the IC will conduct an Incident Analysis. The IC then will make a decision with input from interested agencies whether to demobilize, maintain activation of the IST, transition to local control or transition to a higher or lower level IST.

IMT Leadership

Division of Fire Safety IST Working Group
The IST Working Group will be comprised of members appointed by the Missouri State Fire Marshal. Members will consist of at least one representative from each organized IST in the state. Other members may be appointed as necessary at the discretion of the Fire Marshal or upon the recommendation of the Working Group membership. The goal of the IST Working Group is to organize and assist in the development of Incident Support Teams within the state. The group will make recommendations to the State Fire Marshal on operating guidelines, training, funding and guidance to implement at least three Type 3 ISTs.
Local or Regional Oversight Committee
A local or regional Oversight Committee may be appointed by the IST Working Group that would assist in local coordination of the IST. The Oversight Committee would be responsible for working with the Team IC to select team members and oversee the training progress of each member. 
Team Coordinator

The Team IC or Manager will maintain an updated list of IST personnel. The Team IC is a team member that is responsible for oversight of training, membership, on call status, representing the team with other organizations, state or local government. Team leaders will assist the Team IC in leading the team and may have specific team members assigned to them as mentors. As IST member openings become available, the Team IC will notify local responders that there are openings on the team and team leadership will select additional members.

Team IC’s will report to the State Fire Marshal’s IST Working Group or Local IST Oversight Committee. Team Managers and Leaders will meet from time to time with the State Fire Marshal to discuss team needs and requirements. 
SWMO-IST Response
A regional Type 4 IST may be on scene prior to the arrival of the Type 3 IST as a State asset. It is suggested to integrate the Type 3 and 4 team personnel if possible.  Type 4 teams may be integrated into the Type 3 support team or used as needed to assist at the scene.
OPERATIONAL GUIDELINES

Incident Support Team Notification Levels

     Advisory – SFM contacts the Regional IST Coordinator or MA Coordinator and notifies the IST’s Coordinator that an incident is in progress that may utilize the Team. The IST’s Incident Coordinator may or may not inform other team members.
     Alert – SFM advises the Regional IST Coordinator or MA Coordinator is placed on Alert when there is a strong possibility that the Team will be activated. All IST members shall be notified. The assigned Team Coordinator will implement actions as appropriate for this alert level.
     Activation - The IST is directed to respond to a designated staging area.

     Cancellation - Whenever an advisory, alert, or activation is canceled, all IST members that were notified shall be contacted and informed of the cancellation. (Who cancels or confirms demobilization?)
SWMO-IST Activation

Activation of SWMO-IST will be requested through the Fire Mutual Aid System coordinated by the State Fire Marshal’s Office. Any federal, state or local agency may request activation of the SWMO-IST through the Fire Mutual Aid System. This activation will be initiated by contacting the State Fire Marshal’s Office.

The SFM or Regional Coordinator shall contact the on scene Incident Commander to determine the following:



1. The type of incident.

           

2. The location of the incident.

           

3. Resources on scene or enroute to the incident.


4. The location of the Incident Command Post.


5. The IC contact information to be given to the responding IST personnel.



6. Level of IST assistance requested.
IST Notification and Deployment

SFM or Regional Mutual Aid Coordinator notifies the IST Team Leader
 The IST shall respond in accordance with the following guidelines:

1. The IST Team Leader may select an "Advance Group" to include an IC, Operations Section Chief, Deputy Operation’s Section Chief, Planning Section Chief and the Resource Status Unit to respond immediately to the incident scene. Sending an advance group will assist the IST with the assimilation of the current organizational structure and with organizational development and determine additional IST resources.  
If an advance group is being deployed, the IST IC or Team Leader shall notify the local IC that the advance team is enroute and their role.
During the planning process the Deputy Operation’s Section Chief (DOSC) will remain with the current IC and Ops Chief to continue the shaping process. The Operation’s Section Chief (OSC) will assume his/her place in the planning process for the next operational period. 

2.   All other IST members shall respond to the designated staging area and proceed to the incident as a team.

Team Deployment Personal Requirements:

Team members should be self-sustaining for a period of 72 hours. Self-sustaining means that team members should be able to complete their work tasks and sustain themselves with food, water, sleeping quarters, etc. As the team is requested during times of fully deployed resources, the IST does not wish to create more resource demands for the local jurisdiction. The affected areas where the team will be deployed will often have no utilities, services, food or water available. Annex B lists personal items that shall be the responsibility of the team member being deployed. 
D. Activation of IST outside the Region.

1. The State Fire Marshal shall notify the IST Team Leader and request the IST team.

2. The MA Regional Coordinator will contact the IST team leader and the Regional Emergency Coordination Operations Center. In event that the Region MA Coordinator cannot be located the State Fire Marshal shall contact the respective regional emergency operations center and request activation of the IST. The Regional MA Coordinator will not contact the IC directly unless instructed to do so by the Fire Marshal’s Office.

3. IST shall respond to a designated staging area and travel to incident together, or respond an advance group to assist the AHJ. The remainder of the IST will follow once they have reported to staging.

E. EMAC Request for an IST (see out of state responses) Activate the same as responding outside the region. However, more logistics may be needed for 14 day deployment.
F. General Response Guidelines
IST members shall respond in accordance with State Fire Mutual Aid System 
     1.    Whenever practical, members should respond in as few vehicles as is necessary.
     2.    When responding with a command trailer, utilize a trailing vehicle with warning lights on.
    3. 
Advance Group Functions (may be used by Team IC or Regional Coordinator)

    4.    All Advance Group members shall conduct a briefing with the local IC and determine the following:
a. 
What incident issues present most challenges and what specialized resources may be needed? 
            b. 
What is the prognosis for the situation?

            c. 
What resources are committed, responding and/or available in the area?        

d.
What is the progress of the current command structure regarding;

           

1.  Life safety.



           

2.  Incident stabilization.

           

3.  Property conservation.

     5.    If practical, a member(s) of the Advance Group, with local personnel, shall make a complete visual  
size-up of the incident and surrounding area.

     6.    Based on size up and briefing from IC begin organization and assisting the current IC/Ops chief in 
shaping the support structure to assure span of control, unity of command and accountability.
7.    Based upon this information and the complexity of the incident, the number of members to be deployed 
and the type of equipment needed will be determined.

     8.    The Advance Group should begin working with the local IC and support staff in order                                                                                                                         
to lay the foundation for a smooth integration of the Incident Support Team into the command structure.

G. Incident Support Team Operations

1. The Advance Group will consider the following when activating additional Incident Support Team members to the incident;

          
a. Travel distance to the incident.

          
b. The quality of incident specifics obtained over the telephone.
         
c. Multiple operational periods are anticipated.
         
d. The team has assumed command as requested by the AHJ.    
2. The Team IC or Planning Chief should make every effort to contact the Advance Team when enroute 


to the incident.
3. 
Communications between the Advance Group and the IST members on standby status will 
      be accomplished as follows:


a. Cell phone



b. Mobile radio using the SFM Call Channel .



c. Satellite Phone- Publish all numbers to the team
4. 
The Advance Group will contact the Team IC at the staging area or while enroute and situation update.                   
5.
Position assignments will be determined when additional IST members arrive.

     6.
IST members shall conduct themselves in accordance with the protocols for assigned position.  

     7.
The entire IST, including the Advance Group, shall conduct an initial briefing with the local IC.

     8.
Implement the planning process, following procedures in the SOG Manual, 
     9.  
Establish IST operational periods, typically 12 hour shifts.
   10.
Conduct briefings before each shift change.
   11.
Contact the Regional Coordinator and keep him informed of the status of the incident and the Team   
activities to include the following;
· Type, size and duration of the incident

· The type and level of specialized expertise required by the incident (e.g., WMD, bio-agent, public works, special event)
· Command and control issues generated by the incident

The “on-call” SWMO-IST Leader can size-up the request for SWMO-IST activation by consulting with other SWMO-IST Leaders, or responding to the incident before making a decision on the level of SWMO-IST response required.
Team Briefing - When the IST is deployed, the IC will establish a team briefing time and location. Attendance at the team briefing, facilitated by the Planning Section chief, will consist of the Command and General Staff, initial attack IC, AHJ, all supervisory operations personnel not critical to the current incident efforts, and any additional personnel as requested by the IC. It is important to limit questions at the management level rather than relating to operational details.
Transitions-The IST will work with the initial attack forces on establishing a smooth transition. The IST will attempt, whenever possible to incorporate local initial attack personnel into the IST organization. In the event of a transition to a different level IST, the IC will facilitate an official time for the incoming team to take control over the incident (preferably at the end of an operational period). The IC will assure that the transfer of command is completed in a professional, timely, smooth and efficient manner.

H. Integration within the incident/event Incident Command System

· The SWMO-IST will operate within the Incident Command System (ICS) as established by the local Incident Commander. The SWMO-IST will NOT assume command and control of any incident where IST services are requested. Overall command will always remain with the lead agency or AHJ, based upon the scope and nature of the incident, pre-existing emergency response plans, procedures, and memos of understanding. Exception: When the local AHJ delegates authority to the SWMO-IST to command and control the incident. If this occurs, the local AHJ shall sign the ASSUMPTION OF INCIDENT CONTROL AUTHORITY Memorandum of Understanding. The scene will still be subject to local elected official’s authority and direction.
· The SWMO-IST Incident Commander will initially serve as a Liaison or Senior Advisor to 
Command; all SWMO-IST personnel will report to the SWMO-IST IC upon arrival on-scene.

· SWMO-IST personnel will be assigned based upon the technical and ICS needs of the 
incident/event.  Assignments will be made with input from the SWMO-IST IC and approval from the local IC.

I.
Communication Protocols

The SWMO-IST shall operate on pre-determined radio frequencies. SWMO-IST members should not rely upon communications provided by the AHJ to communicate with other SWMO-IST members.

The SWMO-IST shall communicate directly (face-to-face) with their respective counterparts within the ICS organization.
J.
Out-of-State Requests for Response

In accordance with provisions identified in the Emergency Management Agency Compact (EMAC), SEMA may request activation through the SFM for the activation of the SWMO-IST for deployment to another State. 
K.
Financial Charges and Reimbursement

 
Within in the State of Missouri
The requesting agency will incur no charges for SWMO-IST response for the current operational period and following operational periods, not to exceed three (3) days. Operational periods can be extended by the IST IC based on the request of the AHJ and logistical support. However, if third party reimbursement is available the IST member’s jurisdiction may submit the appropriate paperwork to seek third party reimbursement. 

Outside the State Deployment

The requesting agency will incur charges agreed upon in the approved EMAC agreement and signed prior to deployment. Deployment periods will be identified in the EMAC agreement and normally will not extend beyond fourteen (14) days, however, mutually agreed to extensions may occur. 

General Work Schedule

A general schedule will be established for each incident. The schedule will be flexible and adjusted to meet the needs and demands of the incident, such as: one or two operational periods per day (24 hour period), incident conditions, time of year, daylight hours, agency constraints, etc. The schedule will be clearly communicated to all team members and operational personnel.
Meetings
Pre-Planning Meeting: The Tactics meeting will take place before the planning meeting, ensuring enough time to complete a draft ICS-215 and ICS-215a. The IST Operations Section Chief (OSC), IST Logistics Section Chief (LSC) and the IST Planning Section Chief (PSC) will attend the pre-planning meeting. If there is a Technical Specialist assigned to the incident they should also attend. The IST PSC will facilitate the meeting and will have a complete list of all the resources available for the operational period being planned, as well as a copy of the previous day's Incident Action Plan (IAP). The Division Supervisor should provide input to IST OSC for the pre-planning meeting. The IST OSC will assist in identifying tools, equipment and supplies needed. This information will later be shown on the ICS-204 Division Assignment form. The IST OSC will review the division assignments and determine if they can be safely completed with current resources.

Planning Meeting: A Planning Meeting will be held for each operational period. The PSC will normally facilitate the Planning Meeting. All Command & General Staff, and agency representatives must be present at the Planning Meeting. The objective is to develop strategy and tactics while keeping the meeting moving, and reach closure. Every effort will be made to keep the planning meeting less than thirty (30) minutes in length. If available, Agency Administrators, Analyst, local responding department representative and other appropriate personnel should attend.

 The following is a suggested agenda:

ACTION


 


RESPONSIBILITY
Introduction 






PSC

Briefing on Incident Status 




OSC

Set or Review Control Objectives/Strategy 


IC

Weather/Fire Behavior Forecast 


     
PSC

Specify Tactics and Resource Needs 


OSC (Review of ICS-215)

Safety Considerations  



OSC (Review ICS-215a)

Adjust Tactics/Resource Needs



OSC

Resources Availability and Needs 



PSC

Identify Divisions, Operations Facilities, 

       OSC/PSC

Drop Points, Reporting Locations, etc.

Plot on map.

Logistical Coordination/Considerations 


LSC

Information Considerations 




IOFR
Concerns/Agree to/Support the PLAN 


All

Closing 






IC

Operational Period Briefing: A briefing will be held for each operational period. The Planning
Section Chief (PSC) will facilitate the briefing. It is important to keep the briefing organized 
Operational Period Briefing: A briefing will be held for each operational period. The Planning
Section Chief (PSC) will facilitate the briefing. It is important to keep the briefing organized and
moving. The briefing should be kept to 30 minutes or less. Those making a presentation will do so
by addressing the audience from the front of the briefing area. Do not read what is already written in the IAP, but do emphasize important items and needed adjustments. 

The following is a suggested agenda:
ACTION 





RESPONSIBILITY
Introduction 






PSC

Incident Organization 





PSC

Incident Objectives 





PSC

Current Status and Accomplishments 


OSC

Weather/Fire Behavior Forecast 



PSC

Plan of Operations for the Period 



OSC

Air Operations 





OSC/ASGS

Safety Message 





OSC/SOF

Logistics Message 





LSC

Information Message 





IOFR/IC

Closing Comments 





IC

Division Mtgs. at Predetermined Locations 


DIVS

The following sections are formatted so that each page covers each position. This will allow the team members to take these pages from an SOG as a checklist.
Incident Commander (IC) 
The IC's responsibility is the overall support of the incident. On most incidents, a single IC carries out the command activity, however, Unified Command may be appropriate. The IC is selected by qualifications and experience.
The IC 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.

The Responsibilities of the Incident Commander include to:

a. Practice ABC’s – Always Be Careful.
b. Assess the situation and/or obtain a briefing from the prior IC.
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).
The IC will select quality people for the team, set guidelines, and let them do their jobs. Ensure obtainable objectives are set for incidents.  Ensure team members communicate effectively and execute roles.  Hold team members accountable for their actions. Shield incident personnel from disruptive outside influences “buffer the operations”. Assume responsibility. Respond to agency's requests for information flow from "their IC.”  Tend to the political needs of the local unit/agency, as required.  Maintain communications with State Emergency Operations Center (EOC) and Regional Mutual Aid Coordinator. Participate in Area Command decisions, as required.
LIAISON OFFICER (LO)
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.
The Responsibilities of the Liaison Officer include to:

a. Practice ABC’s – Always Be Careful.
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).

Visibility and professionalism are essential.  Agency representatives must know how to locate the LO and be encouraged to bring concerns of all levels forward.  The LO is responsible for identifying local political officials and providing such information to the IC.  The LO may maintain a VIP Branch for visitors requiring special attention.

AGENCY REPRESENTATIVES 
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.

a. Practice ABC’s – Always Be Careful.
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 (SO)
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. 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 be 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.
The Responsibilities of the Safety Officer include to:

a. Practice ABC’s – Always Be Careful.
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 shall report 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).
n. Monitors safety of IST.

o. Responsible to advise of need for special investigation teams.

The person (other than the IC) who can shut down any portion of the incident based on safety concerns.  The SO’s word stands as law but, the mission will be considered in decisions.  SO works with the section responsible for the area of concern.  SO remains visible and approachable.  SO is responsible to monitor status of the team.  SO provides timely safety message for IAP that concisely addresses identified concerns on the incident.  SO provides incident safety report, due according to policy. The SO is responsible to advise of need for special investigation teams.

.
INFORMATION OFFICER (IO) 

The Information Officer is responsible for developing and releasing information, after approval of the IC, about the incident to the news media, to incident personnel, and to other appropriate agencies and organizations. Only one IO will be assigned for each incident, including incidents operating under Unified Command and multi-jurisdiction incidents. The IO 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 IO that would generally apply on any incident:

a. Practice ABC’s – Always Be Careful.
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, 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).

Visibility and professionalism are essential.  IO coordinates with local unit/agency to determine information release channels according to their desires.  IO is primary distribution point for information regarding incident. IO provides internal/external information available to incident personnel (bulletin boards, newsletters, etc.).  Immediately notifies IC of sensitive information regarding incident. Must establish a bond with the PSC to ensure consistency of information released.
OPERATIONS SECTION CHIEF (OSC) 
The Operations Section Chief, a member of the General Staff, is responsible for the management of all operations directly applicable to the primary mission and to ensure the overall safety and welfare of 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. 

The following are the major responsibilities of the OSC that would generally apply on any incident: 
a. Practice ABC’s – Always Be Careful.
b. Develop the operations portion of the Incident Action Plan and complete the appropriate ICS Form 215 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).
Incident Objective’s form (ICS-202) pertaining to Ops Section must be acceptable and obtainable.  The OSC must remain in contact with line personnel and the communications unit.  If you will be participating in a meeting, and are unable to attend because of ongoing operations, designate someone to be available in your place.  Meeting attendance is not optional.  OSC’s set operational period durations after consultation with other section chiefs.  24-hour shifts until incident containment are encouraged.  Require hired resource accountability through time keeping by line staff.  Staged resources require constant reevaluation.  Plan ahead for declaring resources as excess.  
OPERATIONS BRANCH DIRECTOR 
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. 

The following are the major responsibilities of the OBD that would generally apply on any incident: 
a. Practice ABC’s – Always Be Careful.

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 a
     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 

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. Practice ABC’s – Always Be Careful.
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).

PLANNING SECTION CHIEF (PSC) 
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. Practice ABC’s – Always Be Careful.
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.

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, and Site Safety) into the Incident Action Plan.

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

Primary team facilitator:  Should consider a "scribe".  Establish Incident documentation as soon as possible.  Capture current/projected situation while considering information needs in event of worst case.  Obtain hired clerical assistance for professional appearing IAP’s/documents.  Incident Objectives (ICS-202) will be developed as a team with agency input; can have non-operations based objectives.  Organizational Assignment (ICS-203) will be filled out completely w/correct name spelling.  Incident Summary (ICS-209) information is very important.  Many important people see it, and it may be used to set our statewide priority.  Division Assignments (ICS-204) will have all pertinent information, with complete resource IDs, drop/pick-up points and assignment instructions safety data for area.  Establish debriefing system for line personnel; document what they have to say.  Coordinate demobilization process with LSC and unit/agency from start.  We will not have unnecessary delays demobilizing resources!  Provide displays of incident information and IAP’s for base/camps.  Post our requirement for performance evaluations to be completed on all resources through the unit leader/strike team leader level prior to their releases.  Documentation package to be available upon debriefing.  Maintain a running written narrative of incident by operational period.  This will be shared with other team IC’s upon completion of incident.

LOGISTICS SECTION CHIEF (LSC) 

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. Practice ABC’s – Always Be Careful.
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).
Make sure the people on our incidents are well cared for.  Take the extra steps to ensure they get their material needs met and then some.  Mark routes and drop points to eliminate wasted time. Coordinate need for camps with OSC as needed. Coordinate needed contracts with FSC.  Coordinate with PSC for demobilization from the start. 

FINANCE/ADMINISTRATION SECTION CHIEF (FSC)
 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. Practice ABC’s – Always Be Careful.
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 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).

FSC communicates fiscal concerns to team and is expected to be team's conscience on expenditures.  FSC will advise when unnecessary spending is evident.  FSC coordinates with local unit/agency fiscal representatives and will request that local person be included in section.  FSC will coordinate incident-related fiscal matters with LSC, PSC, and OSC’s.   FSC will accommodate need for other agency's time keeping and payments.   FSC will be the primary point of contact for cost apportionment teams, if necessary.  FSC handles incident related contract negotiations.  FSC provides timely cost estimates and input to ICS-209.  FSC will determine necessary staff to remain on incident after team is demobilized to assist local unit/agency.

Appendix A: Personal Sustainment Items     (Use as Check-off list)

Clothes





Personal Items
_____Long Trousers



_____Personal ID
_____Long Sleeve shirts



_____Team ID
_____Short Sleeved shirts


_____Razor

_____Work Boots




_____Shave Cream

_____Underwear




_____Toilet Paper
_____Socks





_____Deodorant
_____Rain Gear




_____Shampoo







_____Hand lotion
Cold Weather




_____Insect Repellent (Deet)
_____Long Underwear



_____Handiwipes/Wipettes
_____Gloves




_____Bar Soap/Container
_____Coat/Parka




_____Toothbrush/Toothpaste
_____Fleece Coat




_____Baggies for Items

_____Hats





_____Comb/ Brush







_____Lip Balm
Sleeping Gear




_____Sunscreen
_____Sleeping bag (+15 degree) 

_____Detergent for clothes
_____Inflatable Pad



_____Medications
_____Plastic ground cloth


_____Multi Tool
_____Ear plugs, eye covers


_____Flashlights and Batteries
_____Lightweight Tent



_____Towels/Wash Cloths

_____Sleeping Clothes



_____Headlights/Batteries







_____Small First Aid Kit


Cooking and Food



Personal Protective Equipment
_____Mess Kit (plate, cup, bowl

_____Hard Hat/Helmet
_____Silverware Kit



_____Work Gloves

_____72 Hours of food (MRE's)

_____Other per assignment

_____Nutrition Bars

_____ 4 Quarts Water
Appenix B: Initial Order Checklist – Items to Consider
Command
· Additional Command Staff (Span of Control)
· Public Information Officers

· Division Supervisors
Information

· Find local IOFS

· Set up information center

· Draft first information release

Safety

Review initial operations plan

· Assess and mitigate hazards

· Additional safety officers if needed

Operations

· Additional Resources

· Staging Area Manager

· Evacuation Group Supervisor

· Utilities

Logistics

· Food and Water (Salvation Army or Red Cross)

· Facilities (Porta Potties, Shelter, etc)

· Fuel Trucks

· Water Tenders

· Communications Needs (Portable Repeater, Radios, Computer Networks, Printing Capabilities)

· Law Enforcement Officers (Road blocks, Security, Evacuation, etc.)

Planning

· Begin documenting on scene units
· Document current management structure

· Begin forecasting needs for resources

· Begin gathering information for next operational period

Call out procedures for Southwest Missouri Incident Support Team
State Fire Marshal’s Office or Regional MA Coordinator Contacts Team Members in following order:
Michael White:

417-483-2069 Cell

417-782-5031 
Home

417-626-1972 Pager

Newton County Dispatch
Ryan Nicholls:

417-869-6040 Work

417-868-1446 Pager

417-839-0452 Cell

417-864-1708 Dispatch
Jimmy Sebree

417-725-4025 Work

417-725-2510 Home

417-353-5901 Cell

417-725-2510 Dispatch

First Person Contacted becomes the Team Leader for the response above and will document information 
needed for initial response and contact the other team members as required by the response. Team leader
will contact SFM or Regional Coordinator and advise of number of Team members responding and ETA

the scene. Upon arrival at the scene Team Leader will contact SFM or Regional Coordinator and advise 

that the IST is on scene.

Appendix F: The Planning “P”
_______
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