[Hospital Name]
ICS Job Action Sheets  
Liaison Officer

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 Liaison Officer is the point of contact at the incident for personnel from assisting or cooperating agencies.  

	
REPORT TO
	
Incident Commander

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

· [If not completed by the IC]      Call 9-1-1 to report the incident and instruct them to call local response partners.  Ask to have those individuals return a call to the HCC to verify they are aware and available to assist.

· [If not completed by the IC]      Call the NYS Watch Center at 518-292-2200 and tell them to report the incident to NYSDOH regional office in Rochester.  Ask to have the call returned to the HCC to verify they are aware and available to assist.

Agencies to notify:
· County Office of Emergency Management [phone number]
· County Health Department [phone number]
· Regional Office of NYSDOH [phone number]
· Local/Regional Healthcare Organizations
· Other, according to the event
See back of this JAS for a list of individuals to consider contacting

	
	· Put on position identification.
· Participate in Command Center briefing.
· Review appropriate Plan Annex for details regarding response actions.

	
	
· 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.








	
Have the following been notified?
       (as appropriate to the event)
	

	Administrator on call
	Yes |_|      No|_|  

	Emergency Department Charge Nurse
	Yes |_|      No|_|  

	Emergency Preparedness Coordinator
	Yes |_|      No|_|  

	Environmental Services Supervisor
	Yes |_|      No|_|  

	Facilities Engineering Supervisor
	Yes |_|      No|_|  

	Nursing Office
	Yes |_|      No|_|  

	Regional Hospitals
	Yes |_|      No|_|  

	Safety Officer
	Yes |_|      No|_|  

	Security Officer
	Yes |_|      No|_|  

	Telecommunications
	Yes |_|      No|_|  

	Other Departments/Units/Managers
	Yes |_|      No|_|  

	Medical Practices
	Yes |_|      No|_|  

	LTC
	Yes |_|      No|_|  

	[system] Administration
	Yes |_|      No|_|  

	[County Name] Public Health            (phone number)
	Yes |_|      No|_|  

	[County Name] Office of Emergency Management (phone number)
	Yes |_|      No|_|  

	Law Enforcement
	Yes |_|      No|_|  

	NYSDOH Rochester Regional Office (Pat Byrne 585-423-8066)
	Yes |_|      No|_|  

	NYS Watch Center (518-292-2200)
	Yes |_|      No|_|  

	Other:
	Yes |_|      No|_|  

	Other:
	Yes |_|      No|_|  



