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Instructions for the Incident Commander:

1.  Agency Pandemic Risk Self-Assessment

You completed a Self-Assessment at Session #1 on Friday, October 27th.  A copy of the form you submitted has been returned to you or your Planning Section Chief (PSC) as a pdf file for reference.  Please review the copy.  Here are the session follow-up completion steps:

1. Review your answers with your Agency Head and make any corrections necessary.

2. Forward the approved / corrected Risk Assessment to your PSC to bring to Session #2. 
2. Complete  Agency Incident Management Team Appointments Table

In Session #1, you were trained on the various National Incident Management System (NIMS) roles mandated by Governor Rell and the Incident Management Team structure that each agency is to create to oversee Influenza Pandemic preparation and response activities.  You then identified preliminary names for the Agency Head successor(s), the Incident Commander and Deputy, the Planning Section Chief and Deputy and your central location Operations Section Chief and Deputy.  

The Session #1 follow up to this activity is to nominate the primary and deputy for ALL positions and review these with your Agency Head.  Use the “Incident Management Team Appointments” table on the following page for this purpose.  Because Agencies vary significantly in size, positions that are required of even the smallest Agency are:  Agency Head Succession #1, Incident Commander and Planning Section Chief.  Review the appointments with your Agency Head and then forward the completed Incident Management Team Appointments table, on page 2,  to your PSC by Friday, November 3rd.

NOTE:  An individual may serve only one primary role, but may also be a deputy for other/multiple roles.  This is recommended where staff is limited or in situations where very specific skills or authorities are required.  If you wish to have more than one deputy for a position, insert a row and add the name and contact information for that person.

3. Complete Agency Operations Section Chief Appointments by Location

The appointments made in the “Incident Management Team Appointments” table will oversee the planning and preparation for and the response to an Influenza Pandemic crisis for your Agency.  If your Agency operates from more than one location, each location should have an Operations Section, which will report up to the central Agency Incident Management Team.   Please follow the directions on Page 3, below, “Agency-Wide Operations Section Chief Appointments” to identify those individuals who will assume this responsibility at each one of your Agency’s key locations.  Forward the Agency-Wide Operations Section Chief Appointments table on Page 3 to your PSC by Friday, November 3rd.

Incident Management Team Appointments

AGENCY:  ________________________________________

	IMT Position
	Name
	Contact Information   (email / phone)

	Agency Head
	
	

	Successor #1
	
	

	Successor #2
	
	

	Incident Commander
	
	

	Deputy
	
	

	Planning Section Chief
	
	

	Deputy
	
	

	Operations Section Chief  (C.O.)
	
	

	Deputy
	
	

	Logistics Section Chief
	
	

	Deputy
	
	

	Administration Section Chief
	
	

	Deputy
	
	

	Finance Officer
	
	

	Deputy
	
	

	Human Resources Officer
	
	

	Deputy
	
	

	Legal Counsel
	
	

	Deputy
	
	

	Public Information Officer
	
	

	Deputy
	
	

	EOC Liaison Officer
	
	

	Deputy
	
	

	Safety Officer (optional)
	
	

	Deputy
	
	

	Security Officer (optional)
	
	

	Deputy
	
	


Note 1:  In a two-person Agency, one individual would fill the Agency Head and Incident Commander roles, while the other would fill the Planning Section Chief, Agency Head successor and Deputy Incident Commander roles.  All COOP responsibilities would be held by these two positions.

Note 2:  The Operations Section Chief (OSC) named here should be for central office location.

Agency-Wide Operations Section Chief Appointments

Instructions for completing this form:

1. List every location of sufficient size or service delivery to merit its own Operations Section.  This would generally apply to any location that operates independently in normal business mode or one that mirrors activity at many other locations but provides services in its geography that support the well being or interests of state citizens in that geography.   

2. For each location identify the primary and deputy Operations Section Chief.  These would generally be the senior managers at that location who have the responsibility for client and business partner facing functions (line functions) at that location.  Normally, internal functions (human resources, timekeeping, payroll, legal, etc.) are managed from the central location, even if staff is distributed to many remote agency geographies.  These internal functions and the relevant influenza pandemic strategies will be addressed as part of the central office COOP development.

3. Provide contact information, including email address and office phone number, for each appointee.

4. Determine which appointees will attend Training Session #2 on November 15th.  Due to space limitations, each agency is allowed up to eight (8) seats in this session.   The Planning Section Chief and Deputy (who own the    plan, all exercise templates and coordination of all inter-session homework) should take two of these seats.  You may send up to six Operations Section Chiefs or a combination of Chiefs and Deputies.  Place a check mark in the box to the right of the individual’s name and contact information.  In making your selections, we recommend:

a. Invite at least one OSC representative from your central location.

b. Ask, “Do I have many locations that perform essentially the same function?”  If the answer is yes, ask, “Which of these would be an ideal candidate to represent all these locations in Session #2, so that the results of that Session may be used as a model for all others?”  Send the OSC and Deputy from that location to Session #2.

c. Ask, “Do I have unique locations that require their own Continuity of Operations” plan, strategy document, preparation plan and response plan?”  If the answer is yes, send at least one representative from this location / these locations to Session #2.

5. Return the completed form to your Planning Section Chief by Friday, November 3rd
Agency-Wide Operations Section Chief Appointments

AGENCY:  ________________________________________

	Location Name
	Primary Operations Section Chief
	Contact Information   (email / phone)
	Session

#2 (
	Deputy Operations Section Chief
	Contact Information   (email / phone)
	Session

#2 (

	Location 2 Name
	
	
	
	
	
	

	Location 3 Name
	
	
	
	
	
	

	Location 4 Name
	
	
	
	
	
	

	Location 5 Name
	
	
	
	
	
	

	Location 6Name
	
	
	
	
	
	

	Location 7 Name
	
	
	
	
	
	

	Location 8 Name
	
	
	
	
	
	

	Location 9 Name
	
	
	
	
	
	

	Location 10 Name
	
	
	
	
	
	

	Location 11 Name
	
	
	
	
	
	

	Location 12 Name
	
	
	
	
	
	

	Location 13 Name
	
	
	
	
	
	

	Location 14 Name
	
	
	
	
	
	

	Location 15 Name
	
	
	
	
	
	

	Location 16 Name
	
	
	
	
	
	

	Location 17 Name
	
	
	
	
	
	

	Location 18 Name
	
	
	
	
	
	

	Location 19 Name
	
	
	
	
	
	

	Location 20 Name
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