[Hospital Name]
ICS Job Action Sheets  
Planning Section Chief

Information included in this table includes considerations to get through the first hour of an incident.  

Information included here may or may not be required, but is provided to assist in decision making.  Additional response information can be found in response specific annexes to the CEMP.

	
MISSION


	The Planning Section is responsible for the collection and evaluation of incident situation information, preparing situation status reports, displaying situation information, maintaining status of resources, developing an Incident Action plan, and preparing required incident related documentation.  

	
REPORT TO
	
Incident Commander

	 (
1
)INITIAL RESPONSE ACTIVITIES
 (
3
) (
2
)
	
· Assume the role of Planning Section Chief.
· Obtain position binder.
· Contact your usual supervisor to inform them of your ICS roles.


	
	

· Put on position identification.
· Participate in Command Center briefing.
· Review appropriate Plan Annex for details regarding response actions.
· Appoint all Planning Section staff that will be required for this response (on back).
· Confer with Command Staff, Section Chiefs, and develop an Incident Action Plan (IAP) for a defined period of time, establishing priorities. 
· Determine data elements required by the Incident Action Plan (IAP).
· Communicate all technical support and supply needs to Logistics Section Chief.
· Collect, interpret, and synthesize data regarding status and response of incident and provide reports to the Incident Commander.
· Work with Logistics to develop a consolidated list of all necessary supplies that are not already on hand.

Use ICS Forms 201 as the Incident Action Plan


	
	· Participate in the leadership huddle.  This will provide a briefing of the incident and provide an opportunity to address any initial problems or concerns.
· Document all key activities, actions, and decisions on Form 214: Operational Log, on a continual basis.








Planning Section Staff – Appoint ONLY when needed
If not appointed, these activities (if needed) remain the responsibility of the Section Chief

	Resources
 Unit Leader
	
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.



	
	

	Situation
 Unit Leader
	
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).  If eFINDS is activated during a surge or an evacuation, activate appropriately trained eFINDS staff to manage documentation.


	
	

	Documentation
 Unit Leader
	
Maintain accurate and complete incident files, including a record of the hospital’s/HCC’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.


	
	

	Demobilization
 Unit Leader
	
Develop and coordinate an Incident Demobilization Plan that includes specific instructions for all staff and resources that will require demobilization.








