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INTRODUCTION
There are currently three interagency Type 3 teams in the West Slope response area.  These teams have oversight from a Board of Fire Management Officers (FMOs) or their respective representatives.  The FMOs come from the Agencies and Cooperators/DFPC within the response area.

The intent of this Standard Operating Procedures (SOP) is to serve as a reference document for regular team members and as an introduction to alternate and/or substitute members outlining how our team functions. It is not intended to duplicate Manuals, Handbooks, or listings of duties and responsibilities of the various positions. The emphasis is to highlight team attitudes, working guidelines, capture team interactions, and document key things we do in order to for us function successfully as an Incident Management Team Type 3 (IMT3).
 WORKING GUIDELINES

Team C Core Values

Unity 

Collaboration 
Respect

· Safety – The health and safety of all incident personnel and the public are the ultimate criterion by which plans and actions are measured.
· Integrity – The quality of absolute honesty, trustfulness, outstanding character and moral principles.  The IMT places a high value on the integrity of all members. Absolute honesty is expected at all times.

· Respect – The IMT fully supports EEO and will not tolerate any form of harassment or discrimination.  All team members are expected to exhibit mutual respect to each other and to all those that the team interacts with.
· Wise Incident Management – The IMT will manage incidents using sound risk management principals.  Incidents will be managed commensurate with values at risk and resource management objectives.
· Service Organization – Our primary mission is to provide support to the requesting agency.
· Fiscal Responsibility – Incident management will be conducted in a cost effective manner without compromising our other core values.
· Outreach – The IMT places a high priority on communicating incident information to internal and external audiences.

· PACE Guidelines – To the extent possible, Team C will have a Primary plan, Alternate plan, Contingency plan and an Emergency plan
HUMAN RIGHTS/HARASSMENT/DISCRIMINATION

The Incident Management Team fully supports EEO and will not tolerate any form of harassment or discrimination.  The IC will assume the Human Resource Specialist (HRSP) duties unless these responsibilities are delegated to another team member or a HRSP. When assigned, the HRSP will be a member of the Command and General Staff.  All Team members are personally responsible for the creation and maintenance of an environment free of discrimination and inappropriate behavior.   
2015 West Slope Type 3 Team Rotation 

	Team A ~ Andy Bundshuh
	Team B ~ Dale Beckerman
	Team C ~ Lathan Johnson

	May 18 – May 31
	June 1 – June 14 
	June 15 – June 28 

	June 29 – July 12
	July 13 - July 26
	July 27 – Aug 9

	Aug 10 – Aug 23 
	Aug 24 – Sept 6 
	Sept 7 – 20

	Sept 21 – Oct 4 
	Oct 5  – Oct 18

Will be evaluated based on weather
	Oct 19  – Nov 1

Will be evaluated based on weather 


On-call schedule begins each Monday at 0001 hours through the second week to at Sunday 2400 hours.  This allows team members to have a full weekend, before their rotation starts up.

Team members are expected to be available, on a 2 hour call up, to begin their 14-day assignments during the team’s on-call periods.  If you are not available, either during the on-call or off-call period, you are responsible to notify the team’s Incident Commander (IC). 

The unavailable team member, in coordination with the IC, will arrange for an alternate in advance of their absence. 

For 2015, the Grand Junction Interagency dispatch center (GJC) will status the teams in ROSS, and the Unit hosting the fire will order the team through GJC.

Extended rotations:  if one team is call out, then the next team automatically bumps up to cover their days, PLUS their originally assigned period of time.  Example: Team A is call out on May 20th, then Team B will cover from May 21 through June 14th… a total of 26 days.

Starting August 1st,  if one team haven’t been mobilized on any assignments, they will then rotate to the top and get the next fire.  After they get an assignment the rotations will go back to as scheduled.

2015 Team mobilization Procedures

GENERAL

When the IMT is ordered by the initial attack IC, the host unit dispatch will be notified and will contact the on-call Western Slope type 3 IC.  When Team C is on-call they will notify the Team IC, who will direct that a RoamSecure text message will be sent out to the team members, via the Vail Public Safety Communications Center (970) 479-2245.  This text message will document the type of incident the team is being requested for, the location and where to call in to receive further details and assignment.  Team members will call to be assigned to the incident by telephoning the Grand Junction Dispatch at (970) 257-4800 and asking for the dispatcher mobilizing the Type 3 Team.  When assigned, the team members will be given an Overhead “O” number Host Unit Dispatch.  Non-Federal team members should also request an “E” number from Ordering Unit Dispatch for their cooperator vehicles which have a CRRF agreement.  Non-Federal team members need to make sure any vehicle they will be using for a team response is listed in a current CRRF agreement from their home unit. Do not call the team IC for additional details; respond as directed to a reporting location.
If the RoamSecure text message does not generate a full IMT call-in, then Host Unit Dispatch in conjunction with the IC will begin calling the home and work numbers of other Team C members that have not called, in response to the text message.

Team members are required to bring enough food and fluids for individual needs to last for at least one full operational period. 
TRANSITION

The Incident Commander (IC) will negotiate a phase-in period and official time for the team to take over the incident (preferably at the beginning or end of an operational period). The IC will assure that the transfer of command is completed in a professional, timely, and efficient manner with emphasis on safety and integration of information from the departing IC. 

MEETINGS

Initial Strategy Meetings:   The Strategy Meeting will be held to review the WFDSS and develop initial incident strategy and objectives.  Attending the Strategy Meeting will be the Command and General Staff members. Additional Strategy Meetings will be held as needed to adjust the strategy and objectives according to situational changes. (This meeting may actually take place after the transfer of command; we must be flexible.) At the initial meeting, to the extent possible the PSC will attempt to determine what resources are already on the incident and what has been ordered (and by whom).
Command and General Staff Meetings:   Team Meetings for the Command and General Staff and Air Ops Branch Director, if one is assigned to the incident, will be held daily, to share information, discuss problems, critique performance, etc.  We will normally try to schedule these for 0830 hours with a 30 minute maximum time limit. The Planning Section Chief will run these meetings, and will document the discussion on a Unit Log or other appropriate format and highlight Team "lessons learned" for future reference.

Tactics Meeting: The Tactics meeting will take place before the planning meeting, ensuring enough time to complete a draft ICS-215 and ICS-215a. The objective is to develop strategy and tactics which will be discussed, revised if necessary, and eventually approved during the Planning Meeting which follows.   The meeting will be attended by the Operations Section Chief, Air Operations Branch Director, Safety Officer, and the Planning Section Chief (PSC).  The PSC will facilitate the meeting.  The PSC 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.  The Operations Section Chief will identify tools, equipment and supplies needed.  This information will later be shown on the ICS-204s, Division Assignment Sheets.  The Operations Section Chief and the Safety Officer will review the division assignments and apply the principles of LCES. 
Planning Meeting: A Planning Meeting will be held for each operational period.  The PSC will facilitate the Planning Meetings. Every effort will be made to keep the Planning Meeting less than 30 minutes in length.  All Command and General Staff will attend.  In addition, the Agency Administrator, FMO’s, Resource Advisor(s), and Air Operations Branch Director should attend.  

Operational Period Briefing:  A briefing will be held for each operational period.  The briefing will be facilitated by the Planning Section Chief.  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.  
Incident/Team AAR:   The IC will schedule an After Action Review for all primary (or substitute) team members prior to release from the incident.  The objective is to learn from what worked and what did not, resolve issues that affect team success and strengthen our operating procedures.  The Planning Section Chief will take notes at this meeting and distribute them to team members.

Close-Out:    A final written incident summary is reviewed at the close-out meeting.  Attendance is mandatory for Command and General Staff and primary (or substitute) team members.  Each function provides a written summary of major points each day that occurred during the incident.   
INCIDENT MANAGEMENT TEAM SAFETY POLICIES

The health and safety of all incident personnel and public are the ultimate criterion by which all plans and actions are measured. 
Every individual has safety responsibilities; the Safety Officer (SOFR) has the overall responsibility to insure that:

· Firefighter safety comes first on every fire, every time. 

· The 10 Standard Firefighting Orders are firm.

· All 18 Watch Out Situations must be mitigated before engagement or re-engagement or suppression activities.  

· Firefighters have a right to a safe assignment.


· Each individual has the responsibility to confirm that safe practices are known and observed.
· Follow area- or geographic-specific guidelines.

· Follow incident management guidelines as outlined in the IRPG.

· Recognize the Common Denominators of Fire Behavior on Tragedy Fires.

· Practice work/rest guidelines.
· Coordinate all SAFENET submissions with the Safety Officer. SAFECOM will also involve Air Ops.
· Attempt to have an ambulance and advanced life support personnel (paramedic) on scene at all incident that involved risk.

· Team members shall be familiar with the 2015 Host Unit Incoming Resource Briefing Document.

· Team members shall review the UCR guidelines/operations guide for Oil/Gas and Bark Beetle operations.

The LCES Worksheet (ICS form 215a) will be prepared for each operational period in a collaborative approach by the Operations Section Chief, Safety Officer, and Plans Section Chief.  All assignments will be addressed by division or task force personnel and encompass special operations, travel, and mitigation for operations and tactics.  
COMMAND & GENERAL STAFF ROLES / RESPONSIBILITIES
COMMAND

The Incident Commander is responsible for all incident activities.
Critical Safety Responsibilities:

· Ensure that safety receives priority consideration in the analysis of strategic alternatives, the development of the Incident Action Plan, and in all incident activities.
· Ensure that all members of the team are aware of the IC’s Leader’s Intent for the incident.
· Assess incident situation, both immediate and potential.

· Conduct risk assessment for all strategic alternatives.

· Maintain command and control of the incident management organization.

· Ensure safety and welfare of all incident personnel and the public is maintained.

· Ensure transfer of command is announced to host unit dispatch and to all incident personnel.
Other Duties:

· Obtain briefings from Agency Administrator and/or prior Incident Commander.

· Obtain Delegation of Authority from Agency Administrator.

· Set incident objectives.

· Brief Command and General Staff.

· Approve the Incident Action Plan.

· Approve requests for additional resources and requests for release of resources.

· Approve the use of trainees on the incident.

· Authorize release of information to news media, if delegated by Agency Administrator.
· Ensure Incident Status Summary (ICS Form 209) is completed and forwarded to agency dispatch center(s) on schedule.

· Approve Demobilization Plan.

· Conduct reviewing/validating/revising the WFDSS, incident objectives, strategies, and tactics.

· Determine effects of control actions on environmental and ecological processes.

· Ensure that strategic/tactical options consider all resource values.

· Foster an atmosphere free of discrimination, sexual harassment, and other forms of inappropriate behavior.

· Supervise staff activities; ensure functional performance is maintained; take corrective action.

· Ensure incident financial accountability and expenditures are maintained to agency standards.
· Ensure that evaluations and taskbooks, when appropriate, are completed for team personnel assigned to the incident, including both NWCG and Colorado All-Hazards taskbooks.
· Ensure incident documentation package is complete.
· Debrief with Agency Administrator and closeout with hosting agencies
SAFETY
DUTIES
The Safety Officer, a member of the Command Staff, is responsible for monitoring and assessing hazardous and unsafe situations and developing measures for ensuring personnel safety. The Safety Officer will correct unsafe acts or conditions through the regular lines of authority, although the Safety Officer may exercise emergency authority to stop or prevent unsafe acts when immediate action is required.

The Safety Officer is responsible for preparing or reviewing the following plans or documents:

· Safety Message

· Safety Action Plan

· Risk and Hazard Analysis

· Medical Plan (ICS 206)

· Operations Worksheet (ICS 215)
· LCES Worksheet (ICS 215A)

· Crash Rescue Plan

· Ignition Plans

· Evacuation Plans in conjunction with justidictional agency law enforcement
· SAFECOMs and SAFENETs
· Traffic Plan 

· Medivac Plan

· Accident Investigation Reports
· Agency Burn Protocols
PROCESSING OF SAFENET FORMS
Any team member may accept a SAFENET form.  If appropriate or urgent, the team member may take immediate action to mitigate the situation.  The Safety Officer will be responsible to collect all of the forms, keep a log of the forms, coordinate mitigation action when appropriate, and to be sure that a copy of the form (which will include facts about any action that was taken) is filed in the final incident package and also sent to the appropriate address in Boise as required.

INFORMATION

DUTIES 
· To collect information from an incident and communicate incident information to internal and external audiences.

· To assist the local unit in dealing with immediate and enduring impacts of the incident.

INCIDENT OPERATING PROCEDURES
· Attempt contact with on-scene information sources. Assess capability of local resources.

· Make preliminary estimate of incident issues and information needs.

· Participate in initial team briefing from agency representative. Ensure that PIOF or higher moves directly to incident base to observe and coordinate initial efforts. Gather agency representative insight about sensitive issues, special concerns, and any unique factors.

· Develop concept of information needs and confirm with IC.

· All news releases will be approved by the IC.
· Establish Joint Information Center if one is not already operational.
· Establish a clearly marked Joint Information Center at the incident base camp.


· Work with Plans/Logs to construct and maintain a bulletin board/information board, posting current status (maps, assignments, etc.) and any changes during the current operating period for Command and General staff viewing.

· Escort media to the incident after consulting with the SOFR and OSC.
· Establish update schedule with wire services.

· Establish local outreach “Trap Line” that includes high traffic businesses or other community gathering places.

· Participate in planning, strategy, and team meetings. 

· Work with local agency PIOs/staff to conduct public meetings.

PLANNING SECTION
ORGANIZATION, ROLES AND RESPONSIBILITIES
The Planning Section’s objective are to collect, evaluate, document, and disseminate information about the incident and the status of resources. This information is essential to: 1) understand the current situation, 2) predict the probable course of incident events, 3) prepare alternative strategies and tactical operations, 4) provide appropriate fiscal and logistical support, 5) accurately inform the public,  6) document the incident (Incident Action Plan – IAP) 7) validate the WFDSS.  Plans Section personnel will train on the WFDSS system to support updated entries.
The Planning Section will normally consist of the Planning Section Chief.  Other positions such as Status/Check-In Recorders, Field Observers, Situation or Resource Status Unit Leaders and Fire Behavior Analyst will be added as appropriate.

GENERAL WORK SCHEDULE

A general schedule will be established for each incident.  The schedule will be flexible and may be adjusted to meet the needs or the demands of the incident, such as: one or two operational periods per day (24 hour period), burning conditions, time of year, daylight hours, agency constraints, etc.  The following is an example of a general schedule for two operational periods.  It is included to show the relationship and timing of the important activities for the schedule established.

Day Operational Period (0600-2000)  

Night Operational Period (1800-0600)

0500
Feed





1700
Feed

0600
Briefing




1800 
Briefing

0630
Depart for Line *



1830 
Depart for Line *
0830   Command & General Staff Meeting
2000
Command & General Staff Mtg.

1530
ICS 209 Input Due




1630 
Tactics Meeting



0030  
Tactics Meeting
1700 
Planning Meeting   



0100 
Planning Meeting

1900 
IAP Input Due



0300
IAP Input Due

*No later than 1/2 hour following Briefing.

Night operational periods will not be the norm, but will be used when it can be done safely. They may be used in order to take advantage of the ability to make more progress in line construction during periods when the fire is least active.  Swing shifts will also be incorporated into the daily operation schedule when it is advantageous to managing the incident.    

MEETINGS

Arrangements will be made with the Logistics Section Chief (LSC) for meeting areas. The area for operational period briefings should accommodate 50-75 people, have good lighting, and be in an area away from generators or other noise makers. A second area may be required for the planning meetings, where attendance will be limited.  The meeting areas will have bulletin boards to display a wall-size 215, maps, IAPs, etc.
Planning Meeting Agenda:  
The following is a suggested agenda:

ACTION





RESPONSIBILITY
Introduction
    



        
PSC

Briefing on Fire Status
    


OSC

Set or Review Control Objectives/Strategy        
IC

Weather/Fire Behavior Forecast                      
PSC
Specify Tactics and Resource Needs  

OSC (Review of ICS-215)


for each planning unit

Safety Considerations - LCES    


SOFR (Review ICS-215a)


for each planning unit

Adjust Tactics/Resource Needs 
 

OSC

Resources Availability and Needs


PSC
Identify Divisions (Division Breaks), 

OSC

     Operations Facilities,          


Drop Points, Reporting Locations, etc.


Plot on map.

Logistical Coordination/Considerations

LSC

Financial Considerations



FSC

Information Considerations


          PIOF

Concerns/Agree to/Support the PLAN

All

Closing
                



IC

Operational Period Briefing Agenda 
The following is a suggested agenda:

ACTION





RESPONSIBILITY
Introduction
    




PSC

Incident Objectives
    



PSC

Current Status and Accomplishments

OSC

Weather/Fire Behavior Forecast


PSC
Plan of Operations for the Period


OSC

Air Operations




AOBD
Logistics Message




LSC

Financial Message
   



FSC

Human Resource Message (optional) 

IC
Information Message



IOFR
Safety Message




SOFR

Agency Administrator Comments


Agency Administrator(s)

Closing Comments




IC
Division Breakout Mtgs. at Predetermined Locations
DIVS

CHECK IN
The Plans Section is responsible for establishing all incident check-in locations and procedures, and maintaining an organized master check-in list of resources assigned to the incident.  The check-in area will be well signed and located at or near the base entrance, convenient to incoming resources. 

SITUATION 

The Plans Section is responsible for the collection and organization of incident status and situation information and the evaluation, analysis, and display of that information for the duration of the incident.
· Responsible for completing and updating all maps needed for operational, planning, and logistical activities.  Documenting facilities on the IAP map and Medical Plan to which a helicopter may be dispatched, such as helispots, and hospitals, all map icons will have their longitude and latitude displayed in the IAP.

· Will take the lead in completing the Incident Summary (ICS Form 209), including the Continuation Sheet, to meet agency requirements. This will require coordination with the Resource Unit and Finance Section.  The Incident Summary will be transmitted to the Dispatch Center by 1700 hours each day after approval by the IC.
· Will debrief Field Observers and Division Supervisors after each operational period. These debriefings will be used to update information on the incident perimeter; suppression accomplishments; and the addition of drop points, safety zones, water sources, helispots, etc, so that maps can be prepared with as much accuracy and detail as possible.

FIRE BEHAVIOR/WEATHER

The Plans Section is responsible for collecting weather data, developing strategic and tactical fire behavior information, predicting fire growth, and interpreting fire characteristics for use by incident personnel. When requested, the Incident Meteorologist will furnish the FBAN and others detailed microclimatic forecasts essential for safe and effective operations. 

· Prepare a written fire behavior forecast for each operational period.  If there are predicted weather factors that will affect air operations, such as inversions or unusual winds, these will be noted.

· Provide weather information for the incident in the absence of an incident meteorologist, by requesting a Spot Weather Forecast from the Weather Service office website at http//gacc.nifc.gov/rmcc/predictive/weather.html or by calling:
· Grand Junction 
970 256-9463

· Boulder 

303 494-4479
· Pueblo 

719 948-3838
DOCUMENTATION

The Plans Section is responsible for maintaining accurate and complete incident files, providing document preparation and duplication services to incident personnel, and packing and storing incident files.  The Plans Section will track, maintain, and report on Unit Log (ICS Form 214) completions. All command & general staff, unit leaders, branch directors, and division supervisors will complete daily Unit Logs.  The Plans Section will also be responsible for coordinating the completion of the final narrative report for presentation at the close-out meeting.  At the end of the incident, the Plans Section will deliver incident files to the Agency Administrator.

DEMOBILIZATION 

Upon arrival at the incident, the Planning Section Chief will assess the number of resources assigned, analyze transportation needs, and meet with Dispatch Center personnel to discuss demobilization strategies and procedures. The position of Demobilization Unit Leader will be filled when the complexity of the incident mandates a larger staff for the Plans section. It is critical that ROSS status of resources is accurate(committed available) for resources assigned to the incident. 
OPERATIONS SECTION

OPERATIONAL PERIOD
The operational period for a typical incident assignment is from 0600 to 2000 hours.   Operations will typically be conducted during a day shift period to maximize fireline personnel safety and overhead efficiency.  If a situation warrants, night shift operations will be added to the daily schedule.
Operational periods may vary by fuel type, agency administrative direction and availability of resources.   Operational periods are established for the incident by the IMT with specific considerations for the operational complexities of the incident.

OPERATIONS SECTION CHIEF DUTIES:
· Primary contact between Operations Section and Command and General Staff. 

· Attends scheduled tactics, planning, team and strategy meetings for interaction with other staffs. 

· Develops the operational portion of the ICS 215 in conjunction with the Plans Section in advance of the scheduled planning meeting.

· Develops an ICS-215A in conjunction with the Safety Officer.

· Assign and brief incoming resources assigned to the Operations Section.  On large incidents this may only be a general briefing with the DIVS conducting the area-specific operational briefings. Face to face briefings are required for incoming resources.

· Determine resource demobilization priorities and initiate recommendations for release through Plans in advance of action.
· In conjunction with LSC, determine operational logistics needs and surpluses.

· Assists, as requested by PIOF, with public information/education efforts.

· Reports information about special activities, events and occurrences.

· Maintains unit log (ICS-214).

· Drafts operations narrative portion of incident summary, which is due to 
Plans by 1530 hours daily.

· Conducts situation update portion of operational period briefing.

· Conducts tactical operations in conjunction with Division Supervisors

· Approves all changes in tactical operations and reports changes to IMT 

· Supervises incident operations.  Includes development of alternate strategy and tactics.  It is important that the DIVS be a primary source of information in the development of all tactics. 
· Assembles and disassembles strike teams and task forces assigned to the fire.

· Determines all needs and requests for additional resources in anticipation of need.
AIR OPERATIONS BRANCH DIRECTOR DUTIES
· The AOBD is a member of the Operations Section.  

· The AOBD is responsible for the overall safe and efficient management of all incident air operations.

· Attends planning meetings and provides input to the IAP, specifically preparing the ICS-220, Air Operations Summary.

· Provides air operations portion of daily briefing.
· Requests, modifies and/or cancels 91.137, Temporary Flight Restrictions.

· Reports aviation incidents and or accidents to host unit aviation officer(UAO) regional/state aviation manager and Safety Officer.

· Orders aircraft, overhead personnel and other aircraft related needs for the incident through Dispatch and notifies the Plans Section.
· Works with UAO and ops on start and end times for aircract
· Drafts air operations narrative portion of incident summary.

· Submits daily aircraft costs to Finance Section. 

· Reports information about special activities, events and occurrences.

· Maintains unit log (ICS-214).

DIVISION SUPERVISOR or STPS DUTIES:
· Responsible for safety and welfare of personnel assigned.

· Responsible for assignment of personnel and resources within the division.  Review assignments with subordinates utilizing LCES to provide for safe and effective operations.

· Resolve logistic problems within the division.  Order supplies, transportation, etc, from the appropriate unit through the Communications Unit or via a General Message ICS form 213.  Plans ahead to consolidate orders/requests.  Anticipates the supplies and equipment needed for the next operational period.  

· Ensure assigned personnel and equipment gets to and from the line in a timely manner.  

· Keep supervisor informed on position, progress, significant events, hazardous situations, and resource needs on the division.

· Request aerial support through Air Tactical Group Supervisor or Operations Section Chief as needed.

· Coordinate activities with adjacent divisions. To the extent possible, physically identify and mark division breaks with adjacent divisions and relay any changes to the PSC.   DIVS has the authority to reassign excess personnel and resources to meet unforeseen needs in adjacent divisions.  Inform Operations Section Chief of reassignments.

· DIVS/STPS must contact the Operations Section Chief prior to 1430 daily with resource needs and tactical information for the scheduled planning meeting for the next operational period.

· Serves as the primary source of intelligence for assigned area.  Contact Plans Section after each shift and inform them of progress, line locations, drop-points, etc, on division.

· Responsible for a post operational debriefing with Operations.

· Maintain unit log (ICS-214).

DAILY OPERATIONS ACTIVITIES:
Operational briefings will be held at 0600.  Briefings are facilitated by the PSC with input from the Command, General Staff and other team members as needed.  Briefings are held to 30 minutes and all overhead (single resource bosses and above) are expected to attend.  Line personnel are expected to be en route to their assigned locations 30 minutes after completion of the briefing. If breakfast will be delayed in arriving, the operational brief may be conducted prior to the morning meal. 
When operations are being conducted 24 hours a day, one Operations Section Chief is on duty for the day shift and a Deputy Operations Section Chief is on duty for the night shift.  During the first few hours of an assignment, both Operations Sections Chiefs may be on duty working separate aspects of the operations section.
Strategy, Command and General Staff, Tactics and Planning meetings are scheduled by the Plans Section Chief with input from other sections.  The Operations Section will have at least one representative at all scheduled meetings.

FIRELINE INJURIES/MEDIVAC
Addressing injuries and evacuation of sick or injured personnel is first priority and will be managed by the Operations Section Chief through the assigned Division Supervisor with support from the Medical Unit and Safety.  The Operations Section Chief on duty will be kept informed through communications and will become involved in decision-making as the situation warrants.

INITIAL ATTACK PLANNING
If initial attack responsibility is negotiated during the Agency Administrator in-briefing upon arrival at an incident, an Initial Attack Plan will be developed to address the geographic boundary of responsibility.  

STRUCTURAL PROTECTION PLANNING
The Operations Section will establish a Structural Protection Branch or Group  (STPS) when the IMT is assigned to an incident involving a wildland/urban interface or when the incident is posing a threat to structures.  Structural fire departments and others who have responsibility for protection of structures should be used as a primary source of resources such as personnel with local expertise and equipment.

The Structural Protection Group’s initial responsibilities include:
· Assessment of structural protection needs (structural triage) by use of local standards when possible.

· Ordering requests for personnel and equipment and coordination through IMT.

· Development of Evacuation Plans.  Plans must be coordinated with local agencies with public safety and protection responsibility.

· Identification of key cooperators (internal and external)

· Home owner identification.

· Evacuations in coordination with local agencies.

· Structural Protection Plan (see attached Structural Plan Matrix).

USE OF RETARDANT/BUCKET SUPPORT
Aerial Retardant Ordering and Priorities:
Division Group Supervisors have the authority to order aerial retardant/and bucket support through the Operations Section Chief. The OSC normally sets the priorities for retardant use at the start of each operational period.  Ordering procedures will be confirmed in the IAP and at operational briefings.

LOGISTICS SECTION
GENERAL
· All orders for personnel, equipment and supplies will be placed with the LSC. All orders submitted to the LSC will be in writing on a General Message form (ICS- 213) and signed by the functional chief or a designated representative.
· Place pre-order with host unit federal dispatch center upon Team mobilization, see Appendix A.
· If a helibase is in use, a small cache of filled cubitainers, MREs and hand tools will be kept at the helibase to provide for quick responses to operational needs.

· Receive lists of supplies from Division Supervisors that are needed for next operational period.  This can be done by radio for the first operational period, or telephone.  

· Be prepared for storms, spike camp situations, and other contingencies.
· Ensure all rolling stock equipment receives a pre- and post-inspection
· Crew and tool transportation will normally be organized and assigned according to divisions and drop points.  Trucks/and buses will be placarded with division and drop point so that crews can easily find the right one.

· Have one person keep an updated equipment inventory. 

· Hold safety meetings with all vehicle drivers.

· All roads should be checked and drop points marked as soon as possible.

· Escort troop carrier drivers to drop points, if possible (the sooner the better), so they know where they are taking crews.  
· Determine fuel needs and order fueling truck, if needed.
· Coordinate with Division Supervisors to call in about 1430 hours each afternoon (or 0400 on night operational period) to confirm numbers of crews and pickup points for the shift change and when last crew is due to arrive in camp.   

· Provide and coordinate adequate space needs with all units. 

· Insure that all land and facility use agreements are properly documented with Finance and Procurement. Perform and document pre- and post-use inspections and document with digital photographs.
· Locate Medical and Communications units near each other to facilitate medivac operations.

· Provide for briefing and planning meetings areas.

· If incident is expected to exceed 600 meals (total), a national caterer must be ordered.
· Will ensure that the agency having jurisdiction rental of vehicle policies are followed.
· Coordinate national contractor administration with COTR.

· Determine how incident information will be managed.
· Ensure the pre use inspection are done on any equipment signed up under emergency agreements
MEDIVACS

A pre-medivac meeting will be held at the earliest convenience with LSC, Medical Unit Leader, OSC, Air Operations, Safety, PSC and IC to rehearse a medivac given the resources available and local conditions. An ambulance and advanced life support staff member (paramedic) will be pre-staged at all incidents when practical. Line EMT will be filled and identified.
When a medivac call comes into the ICP, the following individuals will be notified:

· Medical Unit Leader

· Safety Officer

· Air Operation

· Finance Chief 

FINANCE AND ADMINISTRATION SECTION
ORGANIZATION, ROLES AND RESPONSIBILITIES:
· Complete and safeguard all financial records and documents for an incident.
· Record and complete documentation for all equipment, crew, and overhead personnel time.
· Administer existing agreements, contracts and MOUs; negotiate additional agreements needed at time of incident in accordance with incident agency requirements; and prepare use invoices for all equipment as required for payment.
· Complete administrative documentation for injuries and ensure that needed medical treatment is authorized and documented.
· Accept all claims against the incident and provide additional documentation at agency request, and collect all cost data, provide daily and final cost estimates, and perform cost effectiveness analyses.

· Complete a unit log (ICS-214).

· The FSC will participate fully in IMT meetings.
· Communicate the Section’s needs at briefings and team meetings.
· As appropriate and with the local incident agency’s approval, the I-Suite automated program will be utilized for personnel time recording (ITS) and cost estimate summaries (ICARS).

Documentation for the final incident finance package will be organized in accordance with IIBMH Chapter 20 guidelines, as well as any local incident agency requirements. Documents will be created, maintained and reviewed in an organized manner. The incident finance documentation is the only record we leave; we want it to reflect a professional, accurate and thorough approach to our duties. This documentation provides the basis for all payments and reimbursements made on behalf of the incident. A list of all Finance Section personnel will be included in the final finance package. Whenever possible, the FSC will review the details of the finance package with the incident agency administrative and/or fiscal personnel prior to departure from the incident.

Incident personnel will report time daily on SF-261 Crew Time Report (CTR), signed by incident supervisor. Special pay (i.e., travel, hazard) and exceptions to meal breaks must be noted on the CTR. Time Unit personnel will not change hours reported on a neither CTR nor post time to an OF-288 Emergency Firefighter Time Report (EFTR) based on a verbal report. Incomplete documents will be returned to the proper section or unit for clarification or completion. Excess hours (over 16 hours, including travel after first operational period) will be justified and approved in writing by the Incident Commander and included in the incident records.  All incident personnel are encouraged to review their EFTR prior to demobilization. The Time Unit will be open before and after each operational period shift change. The Time Unit Leader will resolve or reconcile issues and problems promptly and, if necessary, refer situations or issues to the FSC for resolution.

The Finance Section is responsible for administering applicable contracts and agreements in place and initiating any OF-294 Emergency Equipment Rental Agreement (EERA) necessary for the duration of the incident. The Finance Section may also provide procurement support for the IMT, if not otherwise provided by the incident agency or buying team. The Finance Section will be a resource for contract interpretation and administration, available to any incident IMT section or unit, incident agency or procurement personnel dealing with contracted services. 

All IMT personnel responsible for contracted services or equipment are required to submit time daily. All contracted equipment and resources, as well as many cooperator resources, will report work time on the OF-297 Emergency Equipment Shift Ticket. Procurement Unit personnel will not change time reported on a shift ticket, so incomplete or unclear documentation will be returned to the proper section or unit for completion or clarification. Equipment time will be recorded and summarized on an OF-286 Emergency Equipment Use Invoice. The Procurement Unit assembles necessary support documentation in accordance with the appropriate contract, EERA or agreement. This documentation is the basis for payments made to contractors and cooperators assigned to the incident. The Procurement Unit will be open before and after each operational period shift change. Contractor claims will be handled, as much as possible, by the Procurement Unit Leader or agency contracting personnel, prior to demobilization from the incident. Incident personnel will be expected to provide supervisor and witness statements as appropriate. The unit leader will work closely with buying team prior to closeout to ensure that documentation of equipment packages is as clear and complete as possible and that any follow-up actions are clearly identified.

The Comp/Claims for the incident will be handled by the host unit.

A schedule will be established to provide daily cost summary information to the Planning Section for the ICS-209 Incident Status Summary. Daily input is requested and expected from Air Operations, Logistics Section, and any other areas with cost information. The IC, Section Chiefs, Air Operations, and Safety are expected to review cost data and make recommendations concerning fiscal responsibility and resource management. 
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Appendix A

2015 INITIAL RESOURCE ORDER GUIDE

GENERAL

Following the initial call from the Incident Commander, the Logistics Section Chief(in coordination with IC) will contact dispatch and place a pre-order.  These items are those deemed necessary by the Command and General Staff as essential regardless of the incident.  The pre-order will consist of the following items unless negotiated otherwise with the host unit:

Aircraft

· Type III Helicopter (1)

· Type III Helicopter module (1)

Equipment  

· (10) Portable toilets,  3 wash stations, w/daily maintenance

· Incident Command trailer, generally sourced from Eagle County.
· Communication van generally sourced from Town of Vail Fire/Police, Unit 140, with technician, Grand Junction Police Department, or South Metro Fire District.
Supplies
·  Type three support trailer 
·  Rental cache van
Personnel
· Line Qualified Paramedic with ALS equipment

· Other personnel will negotiated  based on complexity/duration of this incident 

· With a cell phone and laptop if appropriate, Northwest Colorado Type 3 All-Hazard IMT can provide laptop computers, if needed to individual Command and General Staff personnel.
Appendix B
INCIDENT ACTION PLAN FORMAT
GENERAL

The Western Slope Team C Incident Action Plan (IAP) format will generally follow the order of the Operational Period Briefing agenda, as such:
· Cover page (no cartoons)

· Incident Objective - ICS form 202

· Organizational Assignment List – ICS form 203 

· Weather forecast and if appropriate the Fire Behavior forecast
· Assignment List(s) – ICS form 204

· Air Operations Summary – ICS form 220

· Incident Communications Plan – ICS form 205
· Medical Plan – ICS form 206

· Safety Message

· Traffic Plan (if needed)

· Other pertinent documents

· Incident Maps

· Unit Log – ICS form 214
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