
JOB ACTION SHEETS for KEY POSITIONS in an ALTERNATE CARE SITE 
COMMAND STAFF

Alternate Care Site (ACS) Manager 
Public Information Officer

Safety Officer

Security Officer

Medical Officer

PLANNING STAFF

Planning Section Chief

Demobilization Unit Leader

Resources Status Unit Leader

Personnel Tracking Staff

Material Tracking Staff

Documentation Unit Lead

Situation Status Unit Leader

Patient Tracking Staff

Bed Tracking Staff

OPERATIONS STAFF

ACS Operations Chief

Medical Services Branch Director

Intake Assessment Unit Leader

Nursing Unit Leader

Ancillary Services Unit Leader

Pharmacy Specialist

Mental Health Specialist 
Phlebotomy Specialist

Education & Training Unit Leader

Decedent Management Unit Leader

Administrative Services Branch Director

Medical Records Unit Leader

Housekeeping Unit Leader

Food and Beverage Unit Leader

LOGISTICS STAFF

Logistics Section Chief

Personnel Unit Leader

Food & Beverage Unit Leader

Shipping/ Receiving Unit Leader

Transportation Unit Leader

Supplies/Equip/Pharmaceutical Inventory Unit Leader

IT Communications Unit Leader
FINANCE STAFF

Finance Section Chief

Procurement Unit Leader

Contracts Unit Leader

Time Tracking Unit Leader
ALTERNATE CARE SITE (ACS) MANAGER
Mission: Organize and direct the Alternate Care Site (ACS). Give overall strategic direction for incident management, response and recovery. 
Reports to: DOC ACS Branch Director
Immediate:

· Obtain a full briefing of the incident.

· Appoint all Command Staff and Section Chiefs that are required for this response; distribute the section packets which contain: Job Action Sheets for each position and any forms pertinent to section and positions.  
· Brief all appointed staff of the nature of the problem, immediate critical issues and initial plan of action. Designate time for next briefing.                                                                      

· Appoint person to be responsible for maintaining essential day-to-day services.

· Maintain communication with DOC IC Command Center.

· Receive status reports from and develop an Incident Action Plan with Section Chiefs and Command Staff to determine appropriate response and recovery levels
· Confer with Section Chiefs to identify and consider necessary health department services.

· Consider and assign communication responsibilities to agency staff, external agencies and public and media.

· Assure that contact has been established and resource information shared with relevant external agencies

Intermediate: 

· Authorize resources as needed or requested by Section Chiefs, through the Finance/Administration Section Chief.

· Designate routine briefings schedule with Section Chiefs to receive status reports and update the action plan regarding the continuance and/or termination of the action plan.

· Maintain contact with relevant agencies.

· Approve media releases submitted by the Public Information Officer (PIO).

Extended:

· Observe all staff for status and signs of stress, provide rest periods.

· Ensure continued communications with local, regional, and state response coordination centers and other ACSs through the Liaison Officer and others.
· Ensure staff, patient, and media briefings are being conducted regularly.  
· Prepare end of shift report and update with incident tracking board and present to chief health official, County Executive and oncoming Agency Incident Commander.

· Plan for the possibility of extended deployment, ensure your physical readiness.
· Assess the plan developed by the Demobilization Unit Leader and approved by the Planning Section Chief for the gradual demobilization of the ACS.  
· Demobilize positions in the ACS and return personnel to their normal jobs.
· Ensure demobilization of the ACS and restocking of supplies.
PUBLIC INFORMATION OFFICER
Mission: Serve as the conduit for information to internal and external stakeholders, including staff, visitors and families, and the news media, as approved by the ACS Division Manager. 
Reports to: ACS Manager

Immediate:

· Receive appointment ACS Manager.

· Read this entire Job Action Sheet and review organizational chart.

· Identify restrictions in contents of news release information.

· Establish a Public Information area away from Incident Command Post and other activity areas.

· Attend all command briefings and incident action planning meetings to gather and share incident and hospital information.  
· Develop public information and media messages to be reviewed and approved by the ACS Division Manager before release to the news media and the public. 
Intermediate:

· Ensure that all news releases have the approval of the ACS Manager and/or chief health official or County PIO.

· Issue an initial incident information report to the news media.

· Inform on-site media of the accessible areas which they may have access to and those which are restricted.

· Contact other on-scene agencies to coordinate release of information with respective PIOs. 
· Arrange for interviews, teleconferences, video conferences, satellite broadcasts, web site revisions, broadcast faxes, etc., upon approval by AIC or chief health official or County PIO.

· Monitor incident as to the need to modify or change public alerts or risk communications.

· Approve initial and updated scripts for interviews, hotlines and web sites.

· Direct ongoing evaluation of message contents.

· Develop regular information and status update messages to keep staff informed of the incident and community and hospital/facility status
Extended:    

· Review progress reports from Section Chiefs as appropriate.

· Notify media about incident status.

· Observe all staff for signs of stress. Report issues to Safety Officer.   

· Prepare end of shift report and present to oncoming PIO.

· Plan for the possibility of extended deployment.

· For demobilization, coordinate release of final media briefings and reports.  
· Upon deactivation of your position, brief the ACS Division Manager on current problems, outstanding issues, and follow-up requirements.  
SAFETY OFFICER

Mission: Ensure safety of staff, patients, and visitors, monitor and correct hazardous conditions. Have authority to halt any operation that poses immediate threat to life and health. 

Reports to: ACS Manager
Immediate:

· Receive appointment and briefing from ACS Manager.

· Read this entire Job Action Sheet and review organizational chart.

· Establish Safety Command Post in proximity to the agency Emergency Operations Center (EOC).

· Review the IAP for safety implications.

· Determine safety risks of the incident to personnel, the ACS facility, and the environment.  Advise the ACS Manager and Section Chiefs of any unsafe condition and corrective recommendations.  
· Ensure implementation of all safety practices and procedures in the ACS.
Intermediate:

· Exercise emergency authority to stop and prevent unsafe acts.

· Keep all staff alert to the need to identify and report all hazards and unsafe conditions and ensure that all accidents involving personnel are investigated and actions and observations documented.

· Arrange with Logistics to secure areas all areas as needed to limit unauthorized access.

· Advise the ACS Manager and Section Chiefs immediately of any unsafe, hazardous situation (review Hazardous Materials Plan).
· Attend all command briefings and Incident Action Planning meetings to gather and share incident and facility information. Contribute safety issues, activities and goals to the Incident Action Plan.  

Extended:

· Observe all staff, for signs of stress. Report issues to Agency Incident Commander. Provide rest periods and relief for staff.         

· Prepare end of shift report and present to oncoming Safety Officer. 

· Upon deactivation of your position, brief the ACS Manager on current problems, outstanding issues, and follow-up requirements.
SECURITY OFFICER

Mission: Coordinate all of the activities related to personnel and facility security such as access control, crowd and traffic control, and law enforcement interface. 

Reports to: ACS Manager
Immediate: 

· Receive appointment from the ACS Manager. 

· Read this entire Job Action Sheet.

· Obtain briefing from Agency Incident Commander (AIC), including Incident Action Plan (IAP).

· Establish Security Command Post.  
· Identify and secure all facility pedestrian and traffic points of entry, as appropriate.  

· Coordinate immediate security personnel needs from current staff, surrounding resources (police, sheriff, or other security forces), and communicate need for additional external resources through Operations Section Chief to the Liaison Officer.  

Intermediate:

· Secure areas as needed to limit unauthorized personnel access.

· Ensure patient valuables are secure; initiate chain of custody procedures as necessary. 

· Ensure vehicular and pedestrian traffic control measures are working effectively.
· Confer with Public Information Officer to establish areas for the media.  
· Advise the ACS Manager immediately of any operational issue you are not able to correct or resolve.
Extended:

· Continue coordination with law enforcement officials.  
· Maintain documentation of all actions and decisions on a continual basis.

· Observe all staff for signs of stress, report issues to Safety Officer.

· Prepare end of shift report and present to oncoming Agency Incident Commander and Logistics Section Chief.

· Plan for the possibility of extended deployment.

· Participate in the development and execution of the demobilization and make recommendations to AIC as necessary.

· Coordinate completion of work with law enforcement 
· Determine when to resume normal security procedures; ensure removal of special signage after “all clear” is announced.  
· Determine with appropriate authorities the final disposition of patient valuables.  
MEDICAL OFFICER
Mission: Serve as the senior physician for the Health Department, organize and direct medical support activities to public, staff, and other agencies.
Reports to: ACS Manager
Immediate:

· Read entire Job Action Sheet.

· Obtain briefing from ACS Manager.

· Obtain the most current medical information on the conditions (and their treatment) that is most likely to occur as a result of the event (e.g. biological, chemical, etc.)

· Review Incident Action Plan (IAP) and Section Action Plan (SAP) to recommend the specific medical operations sub-units to be activated.
Intermediate: 

· Monitor the CDC, state health department and other resources for medical updates.

· Review all planned public information to assure medical accuracy and consistency with CDC and CA Dept of Public Health messages.

· Serve as medical consultant to the Health Department and other agencies (hospitals, physicians, laboratories).

Extended:

· Continue as above.

· Document all actions, decisions, and interventions.
· Prepare end of shift report for ACS Manager and incoming Medical Officer.
· Plan for the possibility of extended deployment.
PLANNING SECTION CHIEF

Mission: Oversee all incident-related data collection and analysis regarding ACS incident operations and assigned resources. Maintain information on the current, forecasted ACS status, develop alternatives for tactical operations, conduct planning meetings, and prepare the Incident Action Plan (IAP) for each operational period. 
Reports to: ACS Manager
Immediate:

· Receive appointment from ACS Manager. 
· Read this entire Job Action Sheet.

· Activate the Planning Section leaders and distribute Job Action Sheets.

· Brief unit leaders after meeting with ACS Manager.

· Determine data elements required by the Incident Action Plan (IAP) and Section Action Plan (SAP).

· Identify and establish access to data sources as needed.

· Communicate all technical support and supply needs to Logistics Section Chief.

· Establish Planning/ Data Collection Center and other data entry sites as needed.

· Ensure standardization of data collection.

Intermediate:

· Collect, interpret, and synthesize data regarding status and response of incident and provide reports to ACS Manager
· Assemble information in support of the IAP and or projections relative to the project.
· Meet regularly with the ACS Manager to brief on the status of the Planning Section.  
Extended:

· Continue to receive projected activity reports from section chiefs and Planning Section at appropriate intervals.

· Maintain documentations of all actions and decisions on a continual basis –forwards completed unit activity log to Agency Incident Commander.

· Assure all requests for data or plan information/status are routed/documented through the Public Information Officer (PIO).

· Observe staff for signs of stress. Report issues to Safety Officer.   Provide rest periods and relief for staff.

· Prepare end of shift report and present to oncoming Planning Section Chief.

· Plan for the possibility of extended deployment.

· As needs decrease, return Planning Section staff to their usual jobs and combine or deactivate positions in a phased manner.  
· For demobilization, continue to meet with Command Staff, Section Chiefs and Planning Section Unit Leaders to evaluate facility and personnel. Review the demobilization plan and update the Incident Action Plan.  
DEMOBILIZATION UNIT LEADER
Mission: Develop and coordinate an Incident Demobilization Plan that includes specific instructions for all staff and resources that will require demobilization. 
Reports to: Planning Section Chief
Immediate:

· Read this entire Job Action Sheet.

· Obtain a full briefing of the incident from the Planning Section Chief.

· Establish initial contact with all Section Chiefs to obtain status of events and begin discussions about resources and personnel that can be demobilized and when. 

Intermediate: 
· Monitor incident response activities and needs.  Regularly meet with all Section Chiefs and staff to maintain information regarding changes in their resource needs.
· Continually update a consolidated Incident demobilization plan until a final version is prepared for approval.  
· Attend Incident Action Planning meetings and briefings.  
Extended:

· Continue to assess the status of the incident and recommend to Section Chiefs and Command the deactivation of positions and personnel as the magnitude of the incident decreases.  

· Submit incident demobilization plan(s) to the Planning Section Chief for approval.  Upon approval, distribute copies to all Section Chiefs.  
· Upon deactivation, brief the Planning Section Chief on current problems, outstanding issues, and follow-up requirements
RESOURCES STATUS UNIT LEADER
Mission: Maintain information on the status, location, and availability of personnel, teams, facilities, supplies, and major equipment to ensure availability of use during the incident. Maintain a master list of all resources assigned to incident operations. 

Reports to: Planning Section Chief

Immediate:

· Read this entire Job Action Sheet.

· Appoint Personnel Tracking and Materials Tracking Staff as appropriate; distribute corresponding Job Action Sheets
· Establish contact with the Personnel Unit Leader and hospital department heads to account for on-duty personnel, and equipment and supplies on hand.  
· Coordinate activities and inventories with Logistics Section’s Supplies/Equipment/Pharmaceutical Inventory Unit Leader.  
Intermediate: 

· Meet regularly with the Planning Section Chief for status reports, and relay important information to Team Members.  
· Meet with the Public Information Officer, Operations Section Chief, Situation Status Unit Lead, and Logistics Section Chief as necessary to update and maintain resources tracking.
· Maintain and continually update the Resource Accounting Record and normal resource tracking systems (if available).  
· Develop and submit an action plan to the Planning Section Chief when requested.
· Coordinate personnel resource needs with the Personnel Unit Leader.
· Oversee Personnel Tracking and Materials Tracking Staff.
Extended:

· Continue to monitor the Unit’s ability to meet workload demands, staff health and safety, resource needs, and documentation practices.  
· As needs for Resources Status Unit staff decrease, return staff to their usual jobs and combine or deactivate positions in a phased manner.  
· Upon deactivation of your position, brief the Planning Section Chief on current problems, outstanding issues, and follow-up requirements.  
PERSONNEL TRACKING STAFF
Mission: Maintain information on the status, location, and availability of on-duty staff and volunteer personnel. 

Reports to: Resources Status Unit Leader
Immediate:

· Read this entire Job Action Sheet and review organizational chart,

· Receive briefing on current situation from Resources Status Unit Leader

· Establish contact with Hospital Staffing Office/Coordinator and hospital department directors to obtain an accounting of all staff personnel on-duty or expected.    

· Establish access to personnel tracking system.  Compare the available information with that obtained from department and division directors.  Reconcile variations.  
· Initiate the Volunteer Staff Registration Form, in conjunction with the Personnel Unit Leader.    
Intermediate:

· Meet regularly with the Resources Unit Leader for status reports.
· Maintain regular contact with the Personnel Unit Leader to share information and personnel status, identify critical staff or skills in demand.
· Maintain a current census and accounting of on-duty and available off-duty staff, physicians and volunteers.
· Meet with Public Information Officer, Situation Status Unit Leader, and Personnel Unit to update information about staffing needs, personnel on duty/available for assignment and project future staffing needs. 
· Centralize the receipt and posting of information about shift assignments.  
· Provide personnel tracking information to the Finance/Administration Section’s Time Unit Leader to assist in reconciliation of time and attendance.     
Extended:

· Continue to maintain accounting of on-duty staff and labor pool members awaiting assignment. Identify each person and tracking assignments, verifying arrival at assigned duty station. Confirm release from assignment, return to labor pool, and readiness for another assignment.  
· Continue to communicate with Personnel Unit to monitor the emergency credentialing standard operating procedure; assist in resolving problems as necessary.
· As needs for personnel decrease, return staff to their usual jobs and combine or deactivate positions in a phased manner.  
· Upon deactivation of your position, brief the Resources Status Unit Leader or the Planning Section Chief, as appropriate on current problems, outstanding issues, and follow-up requirements.  
MATERIELS TRACKING STAFF
Mission: Maintain information on the status, location, and availability of materials and resources, including medical equipment, medicines, patient beds, and all other supplies related to the mission of the ACS.
Reports To: Resources Status Unit Leader
Immediate:

· Read this entire Job Action Sheet and review organizational chart.

· Receive briefing on current situation from Resources Status Unit Leader

· Establish initial inventory of equipment and supplies on hand, including materiel that has been received or ordered in support of the incident, in collaboration with the Operations Section, Supplies/Equipment/ Pharmaceutical Inventory Unit, Transportation Unit, Medical Services Branch
· Develop a consolidated list of all necessary materiel or alternatives that are not already on hand in the hospital supply system, in collaboration with the above Units.  
Intermediate: 

· Meet regularly with the Resources Unit Leader for status reports.
· In conjunction with the Finance/Administration Section’s Procurement Unit Leader, complete Procurement Summary Report for newly obtained materiel
· Monitor and report to the Resources Unit Leader, projected shortages of critical supplies or equipment that may affect response capacity or strategy.  
· Maintain regular contact with all Sections to ensure necessary materials are provided in a timely manner and returned when no longer needed.  
Extended:

· Monitor and report to the Resources Unit Leader, projected shortages of critical supplies or equipment that may affect response capacity or strategy.  
· Maintain regular contact with all Sections to ensure necessary materials are provided in a timely manner and returned when no longer needed.  
· On demobilization, ensure return/retrieval of equipment and supplies and return all assigned incident command equipment.  
· Upon deactivation of your position, brief the Resources Unit Leader or Planning Section Chief, as appropriate, on current problems, outstanding issues, and follow-up requirements.  
DOCUMENTATION UNIT LEADER
Mission: Maintain accurate and complete incident files, including a record of the ACS’s response and recovery actions and decisions; provide duplication services to incident personnel; and file, maintain, and store incident files for legal, analytical, and historical purposes. 
Reports to Planning Section Chief
Immediate:

· Read this entire Job Action Sheet.

· Obtain briefing from Planning Section Chief. 
· Establish initial contact with all Section Chiefs to obtain status and history of all major events and actions that have occurred to date, critical issues, and concepts of operations and steps to be taken within the next operational period.
· Prepare a system to receive documentation and completed forms from all Sections over the course of the ACS activation.    
· Provide duplicates of forms and reports to authorized ACS requestors.   
Intermediate: 

· Continue to accept and organize all documentation and forms submitted to the Documentation Unit.  
· Check the accuracy and completeness of records submitted.  Correct errors or omissions by contacting appropriate ACS Section staff.   
· Maintain all historical information and record consolidated plans.
Extended:

· Continue to meet regularly with the Planning Section Chief for status reports 

· For demobilization, ensure all documentation from ACS Command Staff and Sections is received and compiled. 
· Upon deactivation of your position, brief the Planning Chief on current problems, outstanding issues, and follow-up requirements.  
SITUATION STATUS UNIT LEADER
Mission: Collect, process, and organize ongoing situation information; prepare situation summaries; and develop projections and forecasts of future events related to the incident. Prepare maps and gather and disseminate information and intelligence for use in the Incident Action Plan (IAP). 
Reports to: Planning Section Chief

Immediate:

· Read entire Job Action Sheet.

· Obtain briefing from Planning Section Chief
· Appoint Patient Tracking and Bed Tracking Staff as appropriate; distribute corresponding Job Action Sheets
· Establish a Planning information center in the ACS with a status/condition board and post information as it is received.  
· Receive and record status reports as they are received.  
· Assure the status updates and information provided to Command Staff and Section Chiefs are accurate, complete, and current.  
Intermediate: 

· Meet regularly with the Planning Section Chief, Section Chiefs and Branch Directors to obtain situation and status reports.
· Ensure backup and protection of existing data for main and support computer systems.
· Publish an internal incident situation status report for employee information at least every 4 hours as indicated.  Collaborate with the Public Information Officer, Planning Branch Director, and Resources Status Unit to develop and distribute the internal incident situation report.
Extended:


· As needs for the Situation Status Unit staff decrease, return staff to their usual jobs and combine or deactivate positions in a phased manner.  
· For demobilization, compile incident summary data and reports, organize all ACS documentation and submit to Planning Section Chief.  
PATIENT TRACKING STAFF
Mission: Monitor and maintain documentation on the status of all patients coming to the ACS
Reports to: Situation Status Unit Leader

Immediate:
· Read entire Job Action Sheet.

· Obtain briefing from Situation Status Unit Leader

· Obtain current in-patient census from Intake Assessment personnel and/or other sources. 
· Implement a system, using the Disaster/Victim Patient Tracking Form (to track and display patient arrivals, discharges, transfers, locations and dispositions.       
· Initiate the Hospital Casualty/Fatality Report in conjunction with Operations Section’s Intake Assessment Unit Leader.  
Intermediate: 

· If evacuation of the facility is required or is in progress, initiate the Master Patient Evacuation Tracking Sheet.
· Meet regularly with Public Information Officer and Intake Assessment Unit Leader to update and exchange patient tracking information (within HIPAA and local guidelines) and census data.  
· Continue to track and display patient location and time of arrival for all patients; regularly report status to the Situation Unit Leader.    
Extended:

· For demobilization, compile and finalize the Disaster/Victim Patient Tracking and submit copies to the Finance Section Chief for patient billing/collections.    
· Upon deactivation of your position, brief the Situation Unit Leader or Planning Section Chief, as appropriate, on current problems, outstanding issues, and follow-up requirements.  
BED TRACKING MANAGER
Mission: Maintain information on the status, location, and availability of all patient beds, including disaster cots and stretchers. 

Reports to: Situation Status Unit Leader
Immediate:
· Read entire Job Action Sheet.

· Obtain briefing from Situation Status Unit Leader.

· Obtain current census and bed status from Admitting personnel and other hospital sources.  

· Establish contact with all patient treatment areas, Medical Services Branch and others to inform them of activation of your position and contact information.  Develop a report of current bed status.  
· Initiate a Bed Tracking Log for disaster victims, using normal paper or electronic system.  
Intermediate: 

· Meet with Public Information Officer, Intake Assessment Unit Leader and Patient Tracking Staff on a routine basis to update bed and census data.
· Continue to maintain a current Bed Tracking Log/System to document the location and status of all beds, including cots and stretchers.   
· Monitor incident status factors such as early discharge, evacuation, or contamination that may alter bed availability. 

Extended:

· Same as above.
· Upon deactivation of your position, brief the Situation Unit Leader or Planning Section Chief as appropriate on current problems, outstanding issues, and follow-up requirements.  
· Compile and finalize Bed Tracking Log and submit to Situation Status leader or Planning Section Chief, as appropriate.  
OPERATIONS SECTION CHIEF
Mission: Develop and implement strategy and tactics to carry out the objectives established by the ACS Manager. Organize, assign, and supervise Medical Services and ACS Administrative Services, as well as dispatch any resources as necessary
Report to: ACS Manager
Immediate: 

· Receive appointment and briefing from ACS Manager. 

· Read this entire Job Action Sheet and review organizational chart.

· Establish Operations Section Center in proximity to the IC Post.

· Appoint Operations Branch Leaders and distribute Job Action Sheets.

· Brief section branch directors on current situation; develop the Section Action Plan (SAP).

· Identify and report to Finance Section Chief for any tactical resources needed for the Incident Action Plan (IAP).

· Participate in Incident Action Plan preparation, briefings, and meetings as needed; assist in identifying strategies; determine tactics, work assignments, and resource requirements.  

· Maintain communications with Logistics Section Chief and Staging Manager to ensure the accurate movement / tracking of personnel and resources.
Intermediate:

· Brief the ACS Manager routinely on the status of the Operations Section.

· Monitor section’s available resources, request resources as needed.

· Designate time(s) for briefings and updates with section leadership to develop or update the Section Action Plan.  
· Coordinate personnel needs with Personnel Unit Leader, supply and equipment needs with the Supply Unit Leader, projections and needs with the Planning Section, and financial matters with the Finance/Administration Section.

· Ensure the following are being addressed:

· Staff health and safety needs
· Patient tracking, patient care, and family support
· Interfacility transfers (into and from facility) and fatality management
· Documentation protocols, Information sharing with other agencies
· Personnel and resource movement through ACS

Extended:

· Maintain documentations of all actions and decisions on a continual basis –forwards completed unit activity log to ACS Manager.

· Continue to maintain the Resource Accounting Record to track equipment used during the response.  

· Prepare end of shift report and present to oncoming Operations Section Chief and ACS Manager.
· Plan for the possibility of extended deployment.

· Upon deactivation of your position, brief the ACS Division Manager on current problems, outstanding issues, and follow-up requirements.  
MEDICAL SERVICES BRANCH DIRECTOR
Mission: Organize and manage the delivery of inpatient ACS care and clinical support services. 
Reports to: Operations Section Chief

Immediate: 

· Obtain briefing from Operations Section Chief.

· Appropriately appoint Medical Services Unit Leaders, distribute corresponding Job Action Sheets Assign to specific personnel.
· Brief the Medical Care Branch Unit on current situation, incident objectives and strategy; outline Branch action plan and designate time for next briefing.  
· Ensure new patients are rapidly assessed, moved to definitive care locations
· Ensure pre-existing patients receive needed care and reassurance.  
· Assess issues/needs in Branch; coordinate resource management.  

· Determine and communicate need for modification of existing plan.
· Evaluate Medical Care Branch capacity to perform inpatient care and ancillary services.
Intermediate:

· Regularly meet with the OPs Chief, goals, objectives, staffing, etc. 
· Implement appropriate response procedure(s) for outbreaks.   
· Coordinate patient care, disposition, and clinical services support.  
· Ensure patient care needs are being met and policy decisions to institute austere care practices are determined and communicated effectively.
· Report equipment and supply needs to OPs and LOGs Section Chiefs.  
· Continue to provide updated clinical information and situation reports to Unit Leaders and staff.
· Ensure patient data is collected and shared with appropriate internal and external officials.
· Immediately report to the Operations Section Chief issues that cannot be resolved by your unit with current resources.

Extended: 

· Brief Operations Section Chief about status of field operation activities, and prepare a report for the next Medical Services Branch Director.   

· Observe all staff for signs of stress, and report concerns to Section Chief.

· Document all actions, decisions and interventions.

· Continue to monitor Medical Services Branch’s ability to meet workload demands, staff health and safety, resource needs, and documentation practices. 
· Continue to ensure patient transfer coordination and tracking; mitigate identified issues.  
· Provide Branch Chiefs with situation update information and revised patient care practice standards.  
· Plan for the possibility of extended deployment.

· Upon deactivation of your position, brief the Operations Section Chief on current problems, outstanding issues, and follow-up requirements.  
INTAKE ASSESSMENT UNIT LEADER
Mission: Conduct initial patient health assessment, as well as patient registration.
Reports to: Medical Services Branch Director

Immediate:

· Read entire Job Action Sheet.

· Obtain briefing from Medical Services Branch Director.
· Familiarize self with registration procedures and forms.
· Register patients and provide appropriate forms and instructions.

· Review patient medical information and contraindications to determine if individuals meet qualifications for ACS.

· Interview patient and complete appropriate forms.

· Provide educational/information package.

· Obtain signatures on consent forms as specified in procedures.
· Work with the Situation Status Unit Leader and Patient Tracking Staff to document, and track all incoming and outgoing patients.  
Intermediate: 

· Direct patients to next appropriate station.
· Meet regularly with the Medical Services Branch Director for status reports, and relay important information to Unit members.  
· Advise the Medical Care Branch Director immediately of any operational issue you are not able to correct or resolve.  
Extended:

· Brief incoming registration staff at end of shift.
· Plan for the possibility of extended deployment.
NURSING UNIT LEADER
Mission: Prepares ACS service areas to meet the needs of in-house and newly triaged and admitted ACS patients. Assumes responsibility for treatment and general nursing care of ACS patients.

Reports to: Medical Services Branch Director 

Immediate:

· Read entire Job Action Sheet.

· Obtain assignment briefing and assignment from Medical Services Branch Director.
· Review shelter protocol.
· Set up nursing station and check supplies.

· Conduct priority assessment; designate those eligible for immediate/early discharge; admit to the treatment area those patients from Triage Area.  

· Oversee nursing unit staff

Intermediate: 

· Maintain patient log including referrals, treatment, any red flag priorities.

· Complete initial client interview and screening to determine immediate medical needs document on medical record.

· Triage clients to a higher level of care as needed.

· Provide first aide as needed.

· Complete medical records.
· Request needed resources from Medical Care Branch Director.
· Monitor public health conditions within the shelter.

· Meet with Medical Care Branch Director to discuss plan of action and staffing in all ACS patient areas.
· Continue coordinating discharge of patients to home or transfer to another facility.
Extended:

· Monitor supplies.

· Ensure patient records and documentation are being prepared correctly and collected.
· Meet regularly with team members for status reports, and report important information to the Medical Services Branch Director.
· Assess environmental services (housekeeping) needs in all patient care areas; contact Housekeeping Unit Leader, as appropriate, for assistance.
· Observe all staff, volunteers, and patients for signs of stress 
· Report mental health needs of staff to Ancillary Services Unit Leader
· Prepare end of shift report for Medical Services Branch Director and incoming Nurse.
· Plan for the possibility of extended deployment.
ANCILLARY SERVICES UNIT LEADER
Mission: Organize and manage clinical support services. Assist in providing the optimal functioning of these services. Monitor the use and conservation of these resources. 
Reports to: Medical Services Branch Director


Immediate:
· Read entire Job Action Sheet.

· Obtain briefing from Medical Services Branch Director.
· Establish contact with testing sites.

· Establish contact with Planning Section to coordinate test result data.

·  Meet with Medical Services Branch Director to discuss plan of action/cancellation of routine services and staffing in all clinical support areas.

· Receive, coordinate, and forward requests for personnel and supplies to the Medical Services Branch Director.  
· If needed, appoint teams for:
· Pharmacy services
· Respiratory care services
· Patient/staff mental health support 
Intermediate: 

· Coordinate IT needs through Logistics Section.

· Communicate all test results to the Nursing Unit Leader and Planning Section.

· Ensure lab services are running efficiently.
· Report equipment needs to Medical Branch Director.
· Coordinate with Nursing Unit and Medical Services Branch to ensure delivery of mental health support to patients and staff
Extended:

· Same as above.

· Prepare end of shift report for Medical Services Branch Director.
· Plan for the possibility of extended deployment.
PHARMACY SPECIALIST
Mission: Organize and manage clinical support services. Assist in providing the optimal functioning of these services. Monitor the use and conservation of these resources. 

Reports to: Ancillary Services Unit Leader
Immediate:
· Read entire Job Action Sheet.

· Obtain briefing from Ancillary Services Unit Leader
Intermediate: 

Extended:

· Same as above.

· Prepare end of shift report for Ancillary Services Unit Leader.
MENTAL HEALTH SPECIALIST

Ancillary Services – Operations Branch

Mission: Assess mental health needs; provide mental health guidance, and arrange for mental health consultation; provide assistance in development of plan to mitigate high levels of psychological stress.  Serves staff, volunteers, and patients.
Reports to: Ancillary Services Unit Leader
Immediate:
· Read entire Job Action Sheet.

· Obtain briefing from Ancillary Services Unit Leader
· Coordinate onsite mental health personnel and activities
Intermediate: 

Extended:

· Same as above.

· Prepare end of shift report for Ancillary Services Unit Leader
EDUCATION & TRAINING UNIT LEADER
Mission: Provides “Just in Time” training for ACS staff and volunteers, medical and non-medical.
Reports to: Medical Services Branch Director

Immediate: 

· Read this entire Job Action Sheet.

· Obtain briefing from Operations Section Chief and/or Medical Services Branch Director.

· Review Incident Action Plan (IAP) and ACS plan, familiarize self with ACS procedures and organization.

· Evaluate staff and volunteers who need specific training for their position

· Lead training and education workshops to prepare ACS staff and volunteers

Intermediate:

· Continue to provide education and training for new staff/volunteers

· Coordinate with Section Chiefs to evaluate Unit’s that require additional training or education

Extended: 

· Continue above

· Observe staff and volunteers for knowledge gaps
DECEDENT MANAGEMENT UNIT LEADER
Mission: Ensures that all human remains are handled, transported, and stored, in an appropriate, dignified manner, consistent with designated policies and procedures.  The Morgue Manager ensures that human remains and associated paperwork and identification are linked via chain of custody. 
Report to: Medical Services Branch Director
Immediate:

· Read entire Job Action Sheet.

· Obtain briefing from Medical Services Branch Director.
· Prepare a system to receive deceased ACS patient Medical Records and completed forms, which accompany the decedent, from the various treatment areas of the ACS.
· Follow approved protocols and procedures for receipt, registration, placement into body bag, and storage of all human remains in a dignified manner.
· Ensure that necessary identification and documentation is linked to associated remains until collection by the mortuary/other appropriate facility.
· Initiate ACS Fatality Report
· Establish method to integrate and ensure continuity with ACS’s patient tracking system
Intermediate: 

· Maintain all historical information and record consolidated plans.
· Ensure that all human remains exiting from the ACS morgue are accompanied by necessary identification and forms.  

· Develop a report of current census/status. 

Extended:

· Continue to provide the Clinical Support Services Unit Leader with regular situation updates. 
· Plan for the possibility of extended deployment.

· Upon shift change, brief your replacement on the situation, ongoing operations, issues and other relevant incident information.
ADMINISTRATIVE SERVICES BRANCH DIRECTOR
Mission: Oversees all non-medical related operations at the ACS

Reports to: Operations Section Chief

Immediate:

· Read entire Job Action Sheet.

· Obtain briefing from Operations Section Chief.
· Appropriately appoint Administrative Services Unit Leaders, distribute corresponding Job Action Sheets Assign to specific personnel.

· Brief the Unit Leaders on current situation, incident objectives and strategy; outline Branch action plan and designate time for next briefing.  
· Maintain that delivery of medical records, housekeeping, and food and beverage services are running smoothly
Intermediate: 

· Facilitate coordination and operation of all activities of field units. 

· Provide relevant information to units as necessary.
· Request information, supplies, etc., as needed.
Extended:

· Same as above.
· Plan for the possibility of extended deployment.
MEDICAL RECORDS UNIT LEADER
Mission: Maintains and oversees patient medical records on location at the ACS, and maintains the confidentiality of such records.

Reports to: Administrative Services Branch Director

Immediate:

· Receive appointment from Administrative Services Branch Director.
· Read this entire Job Action Sheet and review organizational chart.

· Arrange for area within ACS to maintain security of medical records
· Coordinate with Intake Assessment Unit Leader and Documentation Unit to file and provide necessary records
Intermediate:

· Review entries/records for accuracy and completeness.

· Provide for ongoing documentation and maintenance of medical records.
Extended:

· Store files for post-incident use.

· Prepare end of shift report for Administrative Services Branch Director
HOUSEKEEPING UNIT LEADER
Mission: Ensure proper cleaning and disinfection of ACS environment. 

Reports to: Administrative Services Branch Director

Immediate: 

· Read entire Job Action Sheet.

· Obtain briefing from the Administrative Services Branch Director
· Determine staffing needs and availability.
· Obtain necessary supplies and equipment
· Evaluate environmental conditions at ACS facility
· In collaboration with hospital infection control personnel, ensure disinfection of reusable equipment, according to the appropriate method of equipment disinfection, per its intended use, manufacturer's recommendations, and existing hospital policies.  
· Coordinate use of external resources.  
Intermediate: 

· Continue to monitor environmental conditions of ACS
· Conduct routine cleaning of the facility

· Advise Infrastructure Branch Director immediately of any operational issue you are not able to correct or resolve.
· Report hazardous incidents and coordinate mediation efforts to the Branch Director.
Extended:

· Coordinate orientation of external personnel sent to assist. 
· For demobilization, notify Administrative Services Branch Director when clean-up/restoration is complete.   
· Plan for the possibility of extended deployment.

FOOD & BEVERAGE UNIT LEADER
Mission: Organize and supervise the delivery service of meals for ACS patients in all treatment areas (Acute, Subacute areas).
Reports to: Administrative Services Branch Director
Immediate:

· Read entire Job Action Sheet (JAS).

· Obtain briefing from Administrative Services Branch Director

· Monitor ongoing nutritional and personal item requirements of the staff and patients.
· Oversee ordering and delivery of food and beverages to the ACS
· Supervise food distribution to all ACS patient treatment areas, ensure staff follow safety and infection control guidelines

Intermediate: 

· Maintain delivery schedule with Logistics Food and Beverage Unit
· Meet regularly with Administrative Services Branch Leader for status reports; relay important information to the Unit members.
Extended:

· Maintain normal ACS patient (and visitor) food service if possible.
· Prepare end of shift report and present to Administrative Services Branch Director.

· Plan for the possibility of extended deployment.

LOGISTICS SECTION CHIEF
Mission: Organize and direct those operations associated with maintenance of the physical environment and with the provision of human resources, material, and services to support the ACS.
Reports to: ACS Manager
Immediate: 

· Receive appointment from the ACS Manager
· Read this entire Job Action Sheet.

· Activate the Logistics Unit leaders and distribute Job Action Sheets.

· Brief Logistics Unit Leaders on current situation, incident objectives and strategy; outline Section action plan and designate time for next briefing.  
· Establish Logistics Section Center in proximity to agency Emergency Operations Center (EOC).

· Maintain communications with Operations Section Chief and Branch Chiefs to assess critical issues and resource needs.  
· Ensure resource ordering procedures are communicated to appropriate Sections and requests are timely and accurately processed.  
Intermediate:

· Update Logistics Unit staff of new developments and receive Unit status reports.

· Meet regularly with the ACS Division Manager, Command Staff and other Section Chiefs to update status of the response and relay important information to Logistics Section’s staff.   
· Review IAP and estimate section needs for next operational, initiate contact with jurisdiction’s emergency services agency for EMS, fire and police assistance when necessary.

· Obtain supplies as requested by Planning or Operations Sections.

· Obtain needed materiel and fulfill resource requests with the assistance of the Finance Section Chief.  
Extended:

· Maintain documentation of all actions and decisions on a continual basis.  

· Continue to conduct regular situation briefings with Logistics Section.  
· Participate in the development and execution of the demobilization and make recommendations to AIC as necessary.

· Observe all staff for signs of stress, report issues to Safety Officer.

· Plan for the possibility of extended deployment.

PERSONNEL UNIT
Mission: Maintain information on the status, location, and availability of on-duty staff and volunteer personnel, as well as anticipates need for additional staff or staff reductions. Ensures personnel are all receiving appropriate amounts of rest and breaks
Reports to: Logistics Section Chief 

Immediate:

· Read entire Job Action Sheet.

· Obtain briefing from the Logistics Section Chief

· Coordinate with Personnel Tracking Unit to monitor staffing needs
· Create system of tracking personnel

Intermediate: 

· Locate additional staff if needed
· Re-structure staffing appointments as necessary
· Coordinate with all Section Chiefs to monitor staffing needs as well as to monitor duration of shifts

Extended:

· Prepare end of shift report and present to Logistics Section Chief.
· Plan for the possibility of extended deployment.
FOOD & BEVERAGE UNIT LEADER
Mission: Order, receive, store and process all ACS-related food and beverages, determining food and water requirements, as well as general maintenance of food service area. 
Reports to: Logistics Section Chief 

Immediate:

· Read entire Job Action Sheet (JAS).

· Obtain briefing from Logistics Section Chief.

· Request briefing on current and proposed staffing situation.
· Oversee the preparation of ACS food (either on-site, or via unloading, organization, and final preparation for distribution of foods received from off-site kitchen facilities).
· Work with the Medical Services Branch and Operations Food and Beverage Unit as necessary to determine food and beverage requirements for all patients and staff members
Intermediate: 

· Maintain normal ACS patient (and visitor) food service if possible.
· Obtain approved vendor list and accounting information.

· Create delivery schedule and coordinate with Operations Food and Beverage Unit
· Document all actions, orders and deliveries

· Communicate status and potential need for rapid restocking with vendors, as appropriate. 
· Coordinate external food service support. 
Extended:

· Continue to provide the Logistics Section Chief and/or Infrastructure Branch Director with regular situation updates.
· Prepare end of shift report and present to Logistics Section Chief.

· Plan for the possibility of extended deployment.

SHIPPING/RECEIVING UNIT LEADER
Mission: Coordinates the movement of resources and supplies to the ACS, maintain logs of all materials shipped and received at the ACS and their original location
Reports to: Logistics Section Chief

Immediate:

· Read entire Job Action Sheet.

· Obtain briefing from the Logistics Section Chief

· Set up designated area in the ACS for shipping and receiving supplies/equipment
· Create system of tracking resources and supplies
Intermediate: 

· Coordinate shipments with the Supplies/Equipment/Pharmaceutical Inventory Unit 
· Assure that incoming shipments are handed over to the appropriate unit in a timely manner 
Extended:

· Prepare end of shift report and present to Logistics Section Chief.
· Plan for the possibility of extended deployment.
TRANSPORTATION UNIT LEADER
Mission: Organize and coordinate the transportation of all ambulatory and non-ambulatory patients. Arrange for the transportation of human and material resources within or outside the facility. 

Reports to: Logistics Section Chief
Immediate: 

· Read this entire Job Action Sheet (JAS).

· Obtain briefing from Logistics Section Chief.

· Establish a Transportation Unit Center.

· Communicate your telephone and fax number to the agency Emergency Operations Center (EOC) and other Section Chiefs.

· Review Incident Action Plan (IAP) and Section Action Plan (SAP) to identify transportation requirements of the health department response personnel. 
· Assess transportation requirements and needs for patients, personnel and materials
· Conduct an inventory of available transportation staff and vehicles, including vehicle type and location, as well as out of hospital transportation resources (i.e. buses, shuttles, ambulances).
· Assure vehicle energy resources and access/dispatch instructions are available.

· Inventory and assemble gurneys, litters, wheelchairs and stretchers in proximity to ambulance off-loading area and triage area.  
· Assure trip and travel log formats are established.

· Assign reservationists, dispatchers and drivers.

Intermediate:

· Communicate with Transportation Unit members the specific work to be done for the shift, and assign specific personnel to tasks.

· Maintain a log of all transportation requests received, and staff and vehicles assigned.

· Immediately report issues that cannot be resolved by your unit with current resources to the Logistics Section Chief.

Extended: 

· Brief Logistics Section Chief about status of drivers and vehicle availability, and prepare report for the oncoming Transportation Unit Leader.

· Observe all staff for signs of stress, and report concerns to Logistics Section Chief.

· Document all actions, decisions and interventions.
· In the event of an ACS evacuation and/or the relocation of medical services outside of existing structure, anticipate and prepare for transportation needs.    
· Prepare end of shift report and present to Logistics Section Chief.

· Plan for the possibility of extended deployment.
SUPPLIES/EQUIPMENT/PHARMACEUTICAL INVENTORY UNIT
Mission: Organize and supply response-specific equipment and supplies.

Reports to: Logistics Section Chief
Immediate:

· Read entire Job Action Sheet (JAS).

· Obtain briefing from Logistics Section Chief.

· Inventory equipment and supplies and project needs based upon requests from the Operations Section.
· Develop a consolidated list of all necessary materiel or alternatives that are not already on hand in the hospital supply system
· Establish a contact list with just-in-time supply vendors/contractors, in coordination with Finance’s Procurement Unit.  
· Submit inventories and place emergency order(s) to warehouses/stockpiles for the critical supplies, equipment and pharmaceuticals needed for the Operations Section and notify the Logistics Section Chief.    .

Intermediate: 

· Prepare to receive additional equipment, supplies, and pharmaceuticals.  Collaborate with Shipping/Receiving Unit to track arriving supplies. 
· Restock carts and treatment areas per request and at least every 8 hours 
· Work with Finance/Administration Section to identify alternate methods for procurement.  
· Document all actions, orders and deliveries.

· Closely monitor equipment, supply, and pharmaceutical usage.  
· Monitor incident status factors such as early discharge, evacuation, or contamination that may alter assumptions about materiel needs and impact supplies.  
Extended:

· Anticipate equipment, supplies, and pharmaceuticals that will be needed for the next operational periods
· Continue effective inventory control and replacement measures.  
· Prepare end of shift report and present to Logistics Section Chief.

· Plan for the possibility of extended deployment.

· Upon demobilization, coordinate re-supply ordering and restocking for the hospital.
IT COMMUNICATIONS UNIT
Mission: Organize and coordinate internal and external communications connectivity. 

Reports to: Logistics Section Chief

Immediate: 

· Read this entire Job Action Sheet.

· Obtain briefing from Logistics Section Chief.

· Establish a Communications Center.

· Communicate your telephone and fax number to the agency Emergency Operations Center (EOC) and other Section Chiefs.

· Assess current status and inventory of the internal and external communication resources (e.g., telephone, Nextel, internet, blackberries, fax machines, beepers, wireless laptops, radios, ISDN lines for video conferencing) and make a list of work to be done.

· Establish or maintain the system for receiving communication from external agencies.

· Prepare for radio checks from personnel that are assigned hand-held radios and other portable communications equipment.  
Intermediate:

· Maintain a log of all communication requests received and forward all new requests to Logistics Section Chief.

· Immediately report to the Logistics Section Chief issues that cannot be resolved by your unit with current resources.

· Work with IT to facilitate hardware, equipment and software installation.

· Ensure there are adequate supplies, equipment and materials to produce communication products.

· If primary communications systems fail, establish mechanism to alert Code team and fire suppression team to respond to internal patient and/or physical emergencies
Extended: 

· Brief Logistics Section Chief about status of computers, communication requirements and prepare report for on coming unit leader.

· Document all actions, decisions and interventions.

· Plan for the possibility of extended deployment.

FINANCE SECTION CHIEF
Mission: Monitor the utilization of financial assets and the accounting for financial expenditures. Supervise the documentation of expenditures and cost reimbursement activities. 

Reports to: ACS Manager

Immediate:

· Receive appointment from ACS Manager. Obtain packet containing Section's Job Action Sheets.

· Read this entire Job Action Sheet and review organizational chart that has been activated.

· Activate the Finance Section leaders and distribute Job Action Sheets.

· Brief unit leaders after meeting with ACS Manager.

· Obtain unique finance code for incident from the agency finance officer.

· Confer with appointed Unit leaders and ensure the formulation and documentation of an incident-specific Section Action Plan (SAP) as approved by the Command Staff.

· Establish a Finance Section Operations Center near the Logistics Center
· Participate in Incident Action Plan preparation, briefings, and meetings as needed 

Intermediate:

· Approve a "cost-to-date" incident financial status in agreement with the AIC and summarize financial data as often as required by the nature of the incident, relative to personnel and hours worked, supplies and miscellaneous expenses including facilities and equipment.

· Obtain briefings and updates from ACS Manager as appropriate

· Relate into financial status reports.

· Schedule planning meetings with Unit Leaders to discuss updating the Section Action Plan and termination procedures.

· Authorize utilization or diversion of financial resources.

· Work with the ACS Manager and other Section Chiefs to identify short and long term issues with financial implications

· Obtain information and updates regularly from Finance Unit Leaders; maintain knowledge of current status of all Units
Extended:

· Observe all staff for signs of stress.

· Provide rest periods and relief for staff.  Review issues with the Safety Officer.

· Coordinate emergency procurement requests with Supplies/Equipment/Pharmaceutical Inventory Unit
· Ensure that required financial and administrative documentation is properly prepared. Collate and process invoices received.  
· Consult with local, state, and federal officials regarding reimbursement regulations and requirements; ensure required documentation is prepared according to guidance received.  
· Create end of shift report for ACS Manager and the incoming Finance Section Chief.

· Plan for the possibility of extended deployment. 

PROCUREMENT UNIT LEADER
Mission: Manage all procedures pertaining to vendor contracts, coordinate with local jurisdictions on sources for equipment, sign purchasing agreements, and process all administrative paperwork associated with supply contracts.
Reports to: Finance Section Chief

Immediate:

· Read this entire Job Action Sheet.

· Obtain briefing from the Finance Section Chief
· Establish liaison with jurisdiction’s agency for purchasing and supplies.
· Procure data on quantity, kinds of equipment, cost and specifications from Planning, Operations and Logistics Sections.
· Advise Finance Section Chief of any special procedures for any special procurement.
· Refer all unusual procurement requests to the Finance Section Chief
Intermediate: 

· Follow up on status of all orders and requests.
· Establish inventory of vendor information.
· Maintain a requisition log, identifying all contracts initiated or activated during emergency response.

· Prepare report for Finance Section Chief on a periodic basis to be determined.
· Maintain a line of communication with Unit Leaders in Logistics and/or Operations Sections.

Extended:

· Prepare an end of shift report for the oncoming Procurement Unit Leader.
· Plan for the possibility of extended deployment.
CONTRACTS UNIT LEADER
Mission: Manage all contracts related to services provided, including use of buildings, vehicle rental, and personnel contracts (including nurses and other staff)
Reports to: Finance Section Chief

Immediate:

· Read Job Action Sheet.

· Report to/obtain instructions from Finance Section Chief
· Establish a roster of staff secured for emergency response; roster to include staff assignment, location, schedule, supervisor, and status (Assigned, Available, or Out of Service).

· Assure that all personnel have registered and signed appropriate contract for length of service at ACS
· Coordinate with the Transportation Unit, Food & Beverage Unit, and Housekeeping Unit to secure contracts for respective services

Intermediate:

· Coordinate with Operations and Logistics Unit to ascertain need for additional services and quality of current services
· Check with Section Chiefs that contracts are being honored
· Prepare report for Finance Section Chief on a periodic basis to be determined.
· Maintain a requisition log, identifying all contracts initiated or activated during emergency response.

Extended:

· Organize and maintain files.
· Prepare reports for senior administrative staff as required.
· Plan for the possibility of extended deployment.
TIME TRACKING UNIT LEADER
Mission: Responsible for the documentation of personnel time records. Monitor and report on regular and overtime hours worked/volunteered.
Reports to: Finance Section Chief
Immediate:

· Read Job Action Sheet.
· Report to and obtain briefing from Finance Section Chief.
· Read materials provided by Finance Section Chief regarding time & leave administration for various collective bargaining units and instructions for automated time & leave processing.
· Identify time-keeping liaisons and provide them with appropriate tracking forms.
· Collect and reconcile time & leave data and enter into automated system.
Intermediate: 

· Maintain a backup log of time & leave usage and balances if manually processed time & leave is required.
· Report leave without pay to Finance Section Chief.
Extended:

· Organize and maintain files.
· Prepare reports for senior administrative staff as required.
· Plan for the possibility of extended deployment.

