	[image: ]
	Emergency Job Card Templates



The Job Cards contained herein should be used as reference when preparing entity-specific Job Cards during the Pre-Emergency Phase. One card should be prepared for each role outlined in the Emergency Operations Manual. As a minimum, there shall be a Job Card associated with each member of the EMC. 

[bookmark: _Toc27562272][bookmark: _Toc28960251]Incident Commander (IC)

Position Assigned to: _________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	

Mission

Chief decision maker responsible for organizing and directing the EOC. IC has overall accountability for safety of people and protection of assets during an EI. The IC shall act as EMC Chair.

Immediate Priority
Assume the role of IC and convene the EMC 
Initiate the Emergency Operations Manual (EOM)
Read this entire Job Card 
Put on position identification vest 
Appoint all Section Chiefs and distribute: 
Job Action Sheets for each position 
Identification vest for each position 
Forms pertinent to section and positions 
Announce an Emergency Planning Meeting with all Section Chiefs to be held within 5 or 10 minutes – the purpose of which is to ensure that pre-designed Emergency Plans are suitable for the EI which is taking place, and to record any envisaged deviation from the Plans
Assign a Document Recorder to support in executing the IC task 
Work with CUL to issue internal and external communications 
Receive Facility Damage Survey Report from LSC (if applicable) 
Evaluate the need for evacuation
Determine baseline and targeted service levels 
Obtain personnel numbers from PSC
Call for Status Reports from each of the Section Chiefs at 4, 8, 24, and 48 hours from time the EI has initiated (adjust projections as necessary) 
Ensure that contact and resource information has been established with outside agencies through the Liaison Officer 
 
Intermediate Priority
Authorize resources as needed or requested by Section Chiefs 
Arrange routine briefings with Section Chiefs to receive Status Reports and agree a continuation, alteration, or termination of specific Emergency Plans 

Extended Responsibility
Approve media releases submitted Communications Unit Leader and Liaison Officer
Observe all personnel for signs of stress and inappropriate behavior. Provide for staff rest periods as required
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Liaison Officer

Position Assigned to: _________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Communications Unit Leader) 


Mission

Liaise with parties external to the entity based on direction from the Communications Unit Leader. 

Immediate Priority

Receive appointment from Communications Unit Leader (CUL) 
Read this entire Job Card 
Put on position identification vest 
Receive briefing from CUL 
Establish contact with CUL 
Identify restrictions in contents of news release information from CUL
Review emergency organizational charts to establish Communications Plan 
Establish Public Information Area, Press Release Area, and Communications Office (as required)
Obtain the following information as a minimum, then submit to the EOC: 
Any current or anticipated shortage of personnel, equipment, food, supplies, etc. 
Information pertaining to integrity of building structure and status of utilities 
Status of Emergency Operations Areas 
Establish communication with internal and external stakeholders to relay EI status 
 
Intermediate Priority

Respond to requests and complaints regarding inter-organization concerns 
Assist Resource Pool Unit Leader with the volunteer credentialing process
Relay any special information obtained to appropriate personnel in the receiving facility (i.e. information regarding toxic decontamination or any special emergency conditions)
Ensure that all press releases have been verified against 3rd party reports to ensure consistency of information
Ensure that all press releases have approval of the IC 
Coordinate with Safety and Security Officer, then inform on-site media of the EOA to which they have access, and those which are restricted 

Extended Responsibility

Assist Resource Pool Unit Leader in soliciting personnel willing to volunteer in support of the entity 
Supply casualty data to the appropriate authorities; prepare the following minimum data: 
Number of casualties received and types of injuries treated 
Number hospitalized and number discharged to home or other facilities 
Number dead 
Individual casualty data: name or physical description, sex, age, address, seriousness of injury or condition 
Observe all personnel for signs of stress and inappropriate behavior. Report concerns to CUL 
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Position Assigned to: 	_________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Incident Commander) 


Mission

Person with overall responsibility for safety of personnel within the organization. Set up and maintain facility protection and traffic security.

Immediate Priority

Receive appointment from the IC 
Read this entire Job Card 
Put on position identification vest 
Receive a briefing from IC 
Implement the security protocols 
Establish Security Office 
Remove unauthorized persons from restricted areas 
Establish vehicle entry and exit routes in cooperation with Transportation Unit Leader 
Secure the EOA

Intermediate Priority

Communicate with Damage Assessment and Control Officer to secure and post non-entry signs around unsafe areas. Keep safety and security staff alert to identify and report all hazards and unsafe conditions to the Damage Assessment and Control Officer 
Make contact with ESS as necessary, in collaboration with the Liaison Officer 
Advise the IC and Section Chiefs immediately of any unsafe, hazardous, or security related conditions 
Assist Resource Pool Unit Leader with the volunteer credentialing process 
Establish routine briefings with IC 
Provide vehicular and pedestrian traffic control 
Secure assets, and supplies 
Manage, brief, and delegate tasks to Security personnel
Observe all personnel for signs of stress and inappropriate behavior. Report concerns to IC 
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Position Assigned to: 	_________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Incident Commander) 


Mission

Direct maintenance operations, and ensure adequate levels of food, shelter, and supplies during the EI.

Immediate Priority

Receive appointment from the IC 
Read this entire Job Card 
Put on position identification vest 
Receive a briefing from IC 
Appoint Logistics Section Unit Leaders: FUL, CUL, and Transportation Unit Leader – distribute Job Cards and vests 
Brief unit leaders on current situation, agree Emergency Plans (responsibilities and actions)
Present Facility Damage Survey Report to IC with support from FUL and Damage Assessment and Control Officer (who reports to FUL)

Intermediate Priority

Obtain information and updates regularly from Unit Leaders and Officers
Record status of EOA
Communicate frequently with IC 
Identify the need for equipment, and supplies then carry out procurement through the FSC

Extended Responsibility

Assure that all communications are copied to the CUL 
Record actions and decisions on a continual basis
Observe all personnel for signs of stress and inappropriate behavior. Report concerns to IC 



[bookmark: _Toc27562276][bookmark: _Toc28960271]Facility Unit Leader (FUL)

Position Assigned to: _________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Logistics Section Chief) 


Mission

Support the LSC by maintaining the integrity of the physical facility to the best possible standard during an EI, ensuring quality and security of supply

Immediate Priority

Receive appointment from the LSC 
Read this entire Job Card.    
Put on position identification vest 
Receive a briefing from LSC 
Appoint Damage Assessment and Control Officer, and Sanitation Systems Officer 
Issue Facility Damage Survey Report to Damage Assessment and Control Officer 
Support Logistic Section Chief in presenting Facility Damage Survey Report to IC with input from Damage Assessment and Control Officer

Intermediate Priority

Receive Status Reports from the Damage Assessment and Control Officer, and Sanitation Systems Officer, at hourly intervals (or necessary) 

Extended Responsibility

Forward requests for outside service providers/resources to the Procurement Officer 
Record actions and decisions on a continual basis
Observe all personnel for signs of stress and inappropriate behavior. Report concerns to LSC 




[bookmark: _Toc27562277][bookmark: _Toc28960272]Damage Assessment and Control Officer

Position Assigned to: _________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Facility Unit Leader) 


Mission

Provide sufficient information regarding the operational status of the facility during an EI for the purpose of decision/policy making, including those regarding full or partial evacuation. 

Immediate Priority

Receive appointment from the FUL
Read this entire Job Card 
Put on position identification vest 
Receive a briefing from FUL
Assign teams to Damage Assessment Survey for entire facility 
Identify hazards and collate into a Risk Register which shall be submitted as part of the Facility Damage Survey Report
Support Logistic Section Chief in presenting Facility Damage Survey Report to IC
Notify Safety & Security Officer of unsafe areas and other security problems 
Notify Resource Pool of staffing needs 
Identify areas where immediate repair efforts should be directed to restore critical services

Intermediate Priority

Arrange for Subject Matter Experts to offer definitive Damage Assessment Report, if required 
Inspect areas of reported damage and photographically record 

Extended Responsibility

Assign staff to repair operations 
Provide Status Reports to the FUL, at hourly intervals (or necessary) 
Observe all personnel for signs of stress and inappropriate behavior. Report concerns to FUL 
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Position Assigned to: _________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Facility Unit Leader) 


Mission

Reporting to the FUL, the SSO monitors the usage of existing sewage and sanitation systems and establishes alternate methods of sanitation if necessary.

Immediate Priority

Receive appointment from the FUL
Read this entire Job Card 
Put on position identification vest 
Receive a briefing from FUL
Assign teams to inspect the sewage system for entire facility 
Identify hazards and collate into a Risk Register which shall be submitted as part of the Facility Damage Survey Report
Assign teams to inspect waste collection area 
Identify hazards and collate into a Risk Register which shall be submitted as part of the Facility Damage Survey Report
Cordon off unsafe areas with assistance from the Damage Assessment and Control Officer and the Safety & Security Officer
Control observed hazards, leaks, or contamination with the assistance of the Safety & Security Officer and the Damage Assessment and Control Officer
Report all findings and actions to the FUL

Intermediate Priority

Implement alternative Waste Management Procedure, if necessary 
Ensure EOAs are informed of the implementation of the alternative Waste Management Procedure
Position portable toilets in accessible areas, away from other EOAs, particularly food preparation areas 
Ensure an adequate number of hand washing areas are operational near food preparation areas, and adjacent to portable toilet facilities 

Extended Responsibility

Monitor levels of all supplies, equipment and needs relevant to all sanitation operations 
Provide Status Reports to the FUL, at hourly intervals (or necessary) 
Obtain support staff as necessary from Resource Pool 
Observe all personnel for signs of stress and inappropriate behavior. Report concerns to FUL 
· 

[bookmark: _Toc27562279][bookmark: _Toc28960274]Communications Unit Leader (CUL)

Position Assigned to: _________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Logistics Section Chief) 


Mission

Responsible for organizing and coordinating internal and external communications during an EI; and acting as custodian of all logged/documented communications.

Immediate Priority

Receive appointment from the LSC 
Read this entire Job Card 
Put on position identification vest 

Receive a briefing from LSC
Establish contact with Liaison Officer 
Agree restrictions in contents of news release information with IC
Approve Communications Plan and present to IC
Manage the establishment of Public Information Area, Press Release Area, and Communications Office (as required)
Establish communication with internal and external stakeholders to relay EI status 
Collate, monitor, document, and prioritize all internal and external communications 
Assess current status of internal and external telephone system and report to LSC and Damage Assessment and Control Officer 
Establish a pool of runners and assure distribution of 2-way radios to pre-designated areas 
Use pre-established message forms to document all communication. Instruct all assistants to do the same 

Intermediate Priority

Establish and activate Emergency Warning Signal with associated instructions for entity stakeholders

Extended Responsibility

Provide Status Reports to the LSC, at hourly intervals (or necessary) 
Observe all personnel for signs of stress and inappropriate behavior. Report concerns to LSC 
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Position Assigned to: _________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Logistics Section Chief) 


Mission

Organize and coordinate safe and timely transportation of all personnel and resources as required. Manage the fleet of entity-owned assets, and any vehicles donated to the entity during an EI.

Immediate Priority

Receive appointment from the Logistics Section Chief (LSC) 
Read this entire Job Card 
Put on position identification vest 
Receive a briefing from LSC
Assess transportation requirements for all personnel 
Request support from Resource Pool to as required 
Establish loading area for emergency vehicles 
Assemble transportation equipment (i.e. gurneys, litters, wheelchairs, and stretchers in proximity to ambulance loading area and at strategic positions in buildings, as required) 

Intermediate Priority

Contact Safety and Security Officer on security needs of loading areas 
Arrange for the transportation of resources, supplies, staff, and equipment into and out of facilities 
Secure ambulance or other transport for discharged patients
Identify transportation needs for injured persons

Extended Responsibility

Maintain vehicle assignment record
Provide Status Reports to the LSC, at hourly intervals (or necessary) 
Direct unassigned personnel to Resource Pool 
Observe all personnel for signs of stress and inappropriate behavior. Report concerns to LSC 
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Position Assigned to: 	_________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Logistics Section Chief) 


Mission

Organize food and water stores for preparation and rationing during the EI, against forecasted periods of shortage.

Immediate Priority

Receive appointment from the Logistics Section Chief (LSC) 
Read this entire Job Card 
Put on position identification vest 
Receive a briefing from LSC
Estimate the number of meals which can be served utilizing existing food stores – implement rationing, if situation dictates 
Monitor and record drinking water supply levels – implement rationing, if situation dictates 
Report inventory levels of food and water to LSC

Intermediate Priority

Establish EOAs associated with respite and nutritional breaks 
Secure food and water inventories with the assistance of the Safety and Security Officer 
Submit food and water forecast requirements to the LSC 

Extended Responsibility

Provide Status Reports to the LSC, at hourly intervals (or necessary) 
Observe all personnel for signs of stress and inappropriate behavior. Report concerns to LSC 



[bookmark: _Toc27562282][bookmark: _Toc28960277]Planning Section Chief (PSC)

Position Assigned to: 	_________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Incident Commander) 


Mission

Responsible for effective monitoring and delivery of Emergency Plans. Gathers scenario/resource projections from all Section Chiefs, records deviations from Emergency Plans, and identifies constraints.

Immediate Priority

Receive appointment from the IC
Read this entire Job Card 
Put on position identification vest 
Receive a briefing from IC 
Appoint and brief Resource Pool Unit Leader 
Brief unit leaders after meeting with IC 
Provide for a Planning/Information Center 
Lead in formulation and control of EMPs 
Call for EMP Reports from Section Chiefs for all scenarios at 4, 8, 24, and 48 hours from time the EI as initiated (adjust projections as necessary) 

Intermediate Priority

Continue to monitor and record EMPs 
Schedule Planning Meetings to include Section Chiefs and the IC for review and update of EMPs 

Extended Responsibility

Provide Status Reports to the IC, at hourly intervals (or necessary) 
Assure that all requests are routed/documented through the Communications Unit Leader 
Observe all personnel for signs of stress and inappropriate behavior. Report concerns to LSC 
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Position Assigned to: _________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Planning Section Chief) 


Mission

Develop and maintain the entity’s internal information network through monitoring and maintenance of the computer system, servers, and internet hardware.

Immediate Priority

Receive appointment from PSC 
Read this entire Job Card
Put on position identification vest 
Receive a briefing from PSC 
Lead in establishment of the I.T. Status Report on computer information system 
Work in collaboration with Communications Unit Leader (CUL) to digitally record all communications 

Intermediate Priority

Request support from the Resource Pool as required 
Supervise backup and protection of existing data for main and support computer systems 
Work with Safety and Security Office to ensure security of assets and protection of data 

Extended Responsibility

Provide Status Reports to the PSC, at hourly intervals (or necessary) 
Observe all personnel for signs of stress and inappropriate behavior. Report concerns to PSC 
· 
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Position Assigned to: _________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Planning Section Chief) 


Mission

Roster staff and volunteers on a needs basis during the EI. Maintain adequate staff numbers in the Resource Pool.

Immediate Priority

Receive appointment from PSC 
Read this entire Job Card
Put on position identification vest 
Receive a briefing from PSC 
Establish EOA in which the Resource Pool resides
Manage, monitor, and control Resource Pool by using some tools such as: Staff Inventory and Skills Matrix, and EI Staff Assignment List
Record staff and volunteer credentials and operate the screening process using classifications as necessary (i.e. Engineering, Medical, Maintenance, Administration, IT, Environmental Services, Financial, Safety and Security, etc.)
Establish a screening desk for volunteers not employed by the entity
Obtain assistance from Safety and Security Officer in the screening and identification of volunteer staff 
Meet with Section Chiefs to understand staffing needs and establish resource request protocol

Intermediate Priority

Provide Status Reports to the PSC, at hourly intervals (or necessary) 

Extended Responsibility

Observe all personnel for signs of stress and inappropriate behavior. Report concerns to PSC 
· 

[bookmark: _Toc27562285][bookmark: _Toc28960280]Procurement Unit Leader (PUL)

Position Assigned to: _________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an Emergency Incident reports to: ______________________ (Finance Section Chief) 


Mission

Maintain a record of the location of assets at all times, receiving requests for additional assets, and identifying the need for procurement.

Immediate Priority

Receive appointment from FSC 
Read this entire Job Card
Put on position identification vest 
Obtain briefing from FSC
Establish, and control the Procurement Summary Report identifying all contracts initiated and purchases made during the EI – use this to inform the summary of accounts and forecasts 
Ensure the separate accounting of all contracts and purchases specifically related to the EI 
Obtain authorization to initiate purchases from the FSC
Develop EI Inventory to include items such as torches, portable radios, first aid kits, blankets, etc.

Intermediate Priority

Work with Section Chiefs to establish requirements for equipment, supplies, and 3rd party services
Forward a summary of accounts and forecasts associated with the EI to the FSC every six hours, or as often as is deemed necessary

Extended Responsibility

Coordinate with Safety and Security Officer to protect purchases 
Coordinate with Transportation Unit Leader to arrange safe transit of goods, as required 
Observe all personnel for signs of stress and inappropriate behavior. Report concerns to FSC 


[bookmark: _Toc27562286][bookmark: _Toc28960281]Finance Section Chief (FSC)

Position Assigned to: _________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Incident Commander) 


Mission

Responsible for all financial decision making during the EI, the FSC shall document and approve the acquisition of supplies and services necessary to successfully navigate the entity through the Emergency Phase. 

Immediate Priority

Receive appointment from the IC 
Read this entire Job Card 
Put on position identification vest 
Receive a briefing from IC 
Appoint PUL

Intermediate Priority

Approve purchases and sign contracts
Review and approve summary of accounts and forecasts
Receive updates from PUL 

Extended Responsibility

Provide Status Reports to the IC, at hourly intervals (or necessary) 
Observe all personnel for signs of stress and inappropriate behavior. Report concerns to IC 


Facility Director

Position Assigned to: _________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Incident Commander) 


Mission

Responsible for management of the FM Department. Must coordinate and supervise FM staff such that quality and security of supply is maintained to the highest possible levels during the EI.

Immediate Priority

Receive appointment from the IC 
Read this entire Job Card 
Put on position identification vest 
Receive a briefing from IC 
Brief, manage, and roster FM staff
Manage delivery of EMPs 
Respond to requests from Section Chiefs
Contribute to the Facility Damage Survey Report and take corrective actions, as required
Agree and commit to service levels during the EI with the IC

Intermediate Priority

Provide Status Reports to the IC, at hourly intervals (or necessary) 
Work with RPL to ensure that the Resource Pool is adequately staffed and supplied 
Track resources through the Resource Accounting Register
Use the RACI Matrix as required

Extended Responsibility

Assure that all communications are copied to the Communications Unit Leader; document all actions and decisions 
Observe all personnel for signs of stress and inappropriate behavior. Report concerns to IC 
· 

[bookmark: _Toc27562288][bookmark: _Toc28960283]Emergency Operating Area (EOA) Supervisor

Position Assigned to: _________________________ Contact Telephone: _________________


Emergency Operating Area: ___________________	


During an EI, reports to: ______________________ (Planning Section Chief) 


Mission

Person in charge of the EOA as assigned by the RPL. Responsible for the successful set up and management of the EOAs.

Immediate Priority

Receive appointment from the PSC
Read this entire Job Card  
Put on position identification vest 
Receive a briefing from PSC 
Direct FM staff in the set-up, operation, and maintenance of EOAs
Request manpower from Resource Pool as required 
Assess performance of EOA and capture lessons learned
Identify additional equipment, resources, and supplies required to fulfil EOA performance, then liaise with PUL, as required to service requirements 
Copy all communication to the Communications Unit Leader 

Intermediate Priority

· Continuously manage the EOA throughout the Emergency Phase until the EOM is deactivated and the entity moves into the Post-Emergency Phase 

Extended Responsibility

· Provide Status Reports to the PSC, at hourly intervals (or necessary) 
· Observe all personnel for signs of stress and inappropriate behavior. Report concerns to IC 
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