
Instructions for the Planning Section Chief:

1.   Obtain Agency Pandemic Risk Self-Assessment 

Your Agency Incident Commander (IC) completed a Self-Assessment at Session #1 on Friday, October 27th.  A copy of the form the IC submitted has been returned to you or your Agency Incident Commander as a pdf file for reference.  Please ensure that the IC review and validate the Self Assessment information with the Agency Head, and return it to you by Friday, November 3rd.  

Please collect this form from the IC and bring a copy to Session #2.   
2. Distribute to Incident Commander - Session #1 Follow Up

In the package you are receiving today, there is an MS/Word document for the Incident Commander outlining the IC follow up responsibilities from Session #1 (“Session One Follow Up – Incident Commander”).  Please forward this document to your IC, if the IC is not already on the distribution list.    

Page 2 is the complete Incident Management Team for your Agency Central Office location, and command and control for every location.  

Page 4 is a table identifying all remote locations within the Agency that will have their own COOP document, and the appointed Operations Section Chiefs to oversee the continuity of operations for those locations. 

The IC is to complete information on Pages 2 and 4 of that document and return it to you by Friday, November 3rd.   

You should return the completed IC document as above, to Peggy Zabawar via email (peggy.zabawar@ct.gov) by Monday, November 6th. 

3.  Distribute to Operations Section Chief Session #2 Preparation

In the package you are receiving, there is an MS/Word document for the Operations Section Chief outlining the OSC “homework” to prepare for Session #2.  Once the Incident Commander has named the OSC’s (primary and/or deputy) who are to attend Session #2, please promptly forward this document to each of them.

This inter-session data gathering by the OSC’s will be input to Session #2.  Please contact them in advance of the session and encourage them to invest the time necessary to complete the work assigned.  Ask them to bring at least two printed copies of the materials they have developed to Session #2.
4. For you, Planning Section Chief Session #2 Preparation

On Monday, October 30th you received an email from Martin Anderson of DAS inviting you, your deputy and up to six Operations Section Chiefs/Deputies to Session #2.  Please enroll yourself promptly via the DAS Learning Center (http://www.das.state.ct.us/HR/LC/PLC_Course_Sch.asp?F_CourseID=90 ).  Please forward this invitation to your Deputy and to all OSC’s/Deputies designated by your IC and ask that they also register.  Your support in overseeing your Agency’s registration is much appreciated.

PLEASE SAVE A COPY OF ALL COOP DOCUMENTS, PAPER OR ELECTRONIC FOR YOUR AGENCY.[image: image1.png]
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